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Introduction

United Nations Small and Field Libraries form a world-wide network of sources of information on the work of the Organization and on the topics and programmes developed by the UN.

The Libraries’ documentation recounts the history of the United Nations from its inception and includes publications on such diverse subjects as economic and social development, peace-keeping, humanitarian affairs, international law, public administration, transport and communications, etc.

UN documentation, especially that of the principal organs, has considerable historical value for researchers and scholars who can use it to trace the progress of issues with which the UN is concerned as they develop through time. In addition, publications such as the statistical yearbooks and the numerous economic studies have great practical value. The documentation as a whole is extremely complex, and the task of retrieving publications can be a difficult one requiring precision and dedication. It is important, therefore, that libraries have well-organized collections so that the documentation remains intact and the process of retrieving information is simplified as much as possible.

The Dag Hammarskjöld Library, as a lead library in the UN Libraries System, has taken on the initiative to develop a technical assistance programme for UN Small and Field Libraries. Implementation of this programme is facilitated by developments in telecommunications and internet technologies. Small and Field Libraries no longer operate in isolation. The Internet helps bring to the field libraries a wealth of electronic resources, and allows them to cooperate with and link to major duty station libraries.

The main tool used by our programme is the World Wide Web, and a dedicated web site has been designed to support it. Our librarians have tried to include as much information as possible in order to make the site useful. It is organized in such a way as to provide librarians with suggestions for carrying out all aspects of their demanding work. It includes descriptions of the documentation of the United Nations and the indexes to it and procedures on the binding and filing of publications. There is also a section on library services that includes suggestions for answering specific reference questions the public often asks. Our presentation also includes a chapter on the films, radio programmes and photographs produced by the Department of Public Information.

Although experienced librarians may also find the various presentations helpful, they should be reviewed most carefully by newly-appointed librarians in order to acquaint them with the documentation and to provide them with solutions to a number of problems they will encounter in their work. These presentations will also be of particular help to those libraries where the collection is cumber​some to maintain and its re-organization is necessary. The procedures on the filing of documents outlined in this manual have been tested and found to result in the most efficient organization possible. They make maximum use of existing UN indexes and catalogues upon which the majority of libraries must rely, because their small staffs preclude them from maintaining a card catalogue and other in-house guides to the collection.

This is why we cannot over-emphasize that libraries should use the UN’s electronic tools (UNBISnet, ODS) available online. Let us repeat here that one of the intentions in developing our programme is to avoid duplication of work between libraries.
United Nations Documentation

Description

United Nations documents are issued by each of the principal organs of the UN as well as by their subsidiary bodies. For this reason, the documentation in its entirety reflects the structure of the Organization.

The organizational chart of the UN is instrumental in obtaining an initial understanding of UN documentation. In particular, the chart lists the five principal organs, and indicates the subsidiary bodies which report to each of these organs.

The chart does not exactly duplicate the arrangement of the UN documentation system. Nevertheless, newly-appointed librarians can study it in order to gain a basic knowledge of the UN, and to learn certain characteristics of the reporting processes of UN organs. The Librarian would know from it, for example, that the Economic and Social Council has functional commissions and standing committees which report to it, that the United Nations Environment Programme reports to the General Assembly and the United Nations Emergency Force to the Security Council.

The information on the chart can be complemented by reviewing basic publications on the Organization such as the Charter of the United Nations and Statute of the Inter​national Court of Justice (DPI/1398), Basic Facts about the United Nations (DPI/1920, sales no. 98.I.20), Everyone' s United Nations (85.I.16), as well as books published outside the Organi​zation, including the United Nations Handbook, issued each year by the Ministry of Foreign Affairs of New Zealand.

United Nations documents are issued in masthead, offset or printed form. Most documents are identified by symbol, sales code or Official Records   designation or by a combination of these elements. Some documents have individ​ual symbol systems which are explained later in this presentation.

Languages of United Nations documents

The official languages of all organs of the UN, other than the International Court of Justice, are Arabic, Chinese, English, French, Russian, and Spanish. 
Classification of documents

For distribution purposes, many documents of the United Nations are classified in the three following categories: general, limited and restricted. 

1) General: documents receiving full circulation. This designation is used on basic documents and final meet​ing records, including agendas, studies and reports, communi​cations from Governments, resolutions and other decisions of main organs;

2) Limited: documents for which wide circulation is unnecessary because of the temporary nature of the documents, such as draft resolutions, and amendments thereto, draft re​ports and other action documents. The designation “limited” is indicated by an "L" in the symbol. Some technical docu​ments that are issued for delegates are issued as limited documents. These may contain important information of interest to researchers calling upon the services of the library. Documents in the limited category are generally available for a relatively short period of time. Therefore, it is advantageous to request limited documents not received through regular distribution, or additional copies of limited documents soon after the original docu​ment is issued, whenever this is feasible.


3) Restricted: this designation applies exclusively to documents whose content requires that they be treated as confidential or that they be withheld from public circulation. The designation "Restricted" is indicated by an "R” in the symbol identifying the document. In general, libraries do not receive any docu​ments designated as restricted, and researchers requesting them should be informed that they are not available. Never​theless, it should be noted that some documents are derestricted after a period of time.

Masthead documents

Masthead documents are issued on items of the agenda to be discussed during meetings of the principal organs. Some of these are later reprinted as annexes to the Official Records. In masthead form these documents are identified by a document symbol denoting the issuing body (i.e., T/-), as well as an indication of the agenda item to which they per​tain.

Masthead documents are also issued by the subsidiary bodies of the principal organs. Among others these include, for example, standing, permanent and main committees (i.e., A/C.1/-), Ad hoc committees (i.e., A/AC.-), commissions (i.e., A/CN.-), and conferences (i.e., A/CONF/-).

The Secretariat issues masthead documents on a variety of subjects. The majority of the documents in the "ST/…" series are administrative instructions as well as reports and studies prepared by different offices.

See also: UN Symbols
Electronic access to UN documentation: the Optical Disk System (ODS)

The ODS is the official repository for documents published by the United Nations. The full text of documents dating back to 1992 is accessible in Portable Document Format (PDF) in all official languages of the United Nations: Arabic, Chinese, English, French, Russian and Spanish. Documents are stored in two databases, UN Documentation, which includes documents back to 1992 and UN Resolutions, which includes resolutions of the General Assembly, Security Council, Economic and Social Council and Trusteeship Council since 1946.

Documents are described and indexed using the structure of the United Nations Bibliographic Information System (UNBIS). They include pre-session, in-session and post-session documentation for meetings of the Security Council, the General Assembly and its subsidiary bodies, the Economic and Social Council and its subsidiary bodies and the Trusteeship Council, as well as for special global conferences convened by the United Nations. 

The database comprises the full text of all United Nations parliamentary documents, including resolutions and decisions, issued at United Nations Headquarters in New York and the United Nations Office at Geneva since 1993 (selected documents from 1992), and at the United Nations Office at Vienna since 1997, as well as documents from the Economic and Social Commission for Asia and the Pacific beginning in 1998. In addition to parliamentary documentation, all currently valid United Nations administrative issuances (ST/AI/-, ST/IC/- and ST/SGB/-) are included in the database. Also included are the documents of the United Nations Development Programme (UNDP), the United Nations Children's Fund (UNICEF), the United Nations Industrial Development Organization (UNIDO), the United Nations High Commissioner for Refugees (UNHCR), the United Nations High Commissioner for Human Rights (UNHCHR), the Economic Commission for Europe (ECE), the United Nations Conference on Trade and Development (UNCTAD) and other UN organizations. 

The text of United Nations resolutions and decisions adopted by the General Assembly, the Security Council, the Economic and Social Council and the Trusteeship Council from 1946 onwards are stored in official record format in this system in the "United Nations resolutions" database. 

The following categories of documents are not currently available on this system: 

- documents issued at United Nations offices not listed above 

- materials issued by the Department of Public Information (DPI/-) 

- United Nations sales publications 

- documents with restricted distribution 

- United Nations Treaty Series (a password-access database exists for the Treaty Series)

- conference room papers and working papers 

- United Nations press releases and transcripts of press briefings. 

Note: Press Releases are available since 13 October 1995 on the UN web site 

Language versions 

Documents are normally available in the six official languages of the United Nations: Arabic, Chinese, English, French, Russian and Spanish. However, not all documents  are always issued in these six languages and the different language versions may not  always come out at the same time. The system will indicate which language version is  available.

The description of documents is based on the relevant bibliographic data that appear on the first page of each parliamentary document. This information includes the symbol identifying the document, the language (and the language of the original, if different), the United Nations body (and often subsidiary body) concerned, the session or meeting for which the document is issued, the agenda item number, the date, the title of the document, the name (using entries contained in the UNBIS authority file) and the type of distribution (general, limited or restricted). Documents are also indexed by subject, using descriptors from the UNBIS thesaurus. 

Access to the system

Access to the ODS is restricted to registered users. As part of the registration process, a user receives a coded user/subscriber name and a preliminary user password. The password may be changed by the user at any time. Access to ODS is free for staff members of the United Nations Secretariat, for a limited number of users in specialized agencies and organizations of the UN System.

For more information: 
" 

ods@un.org



Arrangement  of a UN document collection

With the availability of the UN’s electronic tools (UNBISnet, ODS), the need to maintain a print collection is not as important for field libraries that have a reliable and reasonably-priced access Internet connection. Such libraries may decide to retain in paper format only those documents that are essential to their local needs on a regular basis. They would then rely on the electronic tools to gain access to the main collection of UN document, and could print documents as required.

For field libraries that do not have a reliable Internet collection, here are some guidelines on the arrangement of a UN Document Collection.

There are no set rules for the arrangement of the library material. A library may choose any system it prefers, as long as the collection is kept in good order and under adequate control. However, for additional information of a practical nature concerning United Nations documents, categories of distribution, meaning of symbols assigned to documents and indexes published by the United Nations, see document ST/LIB/34/Rev.2, entitled "United Nations documentation: a brief guide", issued in Arabic, Chinese, English, French, Russian and Spanish, and the United Nations Documentation: Research Guide.

1) A library maintaining a limited collection could choose to arrange the material as follows:

The collection of sales publications may be arranged by sales code, thus achieving a

broad subject classification. The arrangement by sales code may be as follows:

     
(a) By year, and within year by subject category, then by individual publication code. This arrangement brings together all sales publications issued during the year; 

     
(b) By subject category, and within category by year, then by individual sales publication code. This arrangement groups all publications by broad subjects. The United Nations Publications Catalogue can be used as a guide for this type of arrangement. It may be more convenient, however, to file recurrent publications, periodicals and volumes of the United Nations Treaty Series by title, rather than by sales code. 

Official Records and masthead documents should be arranged in alphabetical order by issuing body organ and session/year, the extraordinary and special sessions after the ordinary sessions. Within the session, or year, they should be arranged in the following order: meeting records (-/PV/-, -/SR./-), annexes, supplements, special supplements, committees (-/C.1/-, -/C.2/-, -/C.3/-, etc.). A detailed breakdown of the arrangement of the Official Records or the main organs of the United Nations is given in the document entitled "United Nations documentation: a brief guide" (ST/LIB/34/Rev.2).

2) A library maintaining a more complete collection could choose to arrange the material as follows:

(a) To arrange the collection alphabetically by series symbol, then numerically by the individual document number. As most sales publications also carry a symbol, the library may choose to disregard the sales code and file sales publications by symbol. United Nations Document Series Symbols, 1946-1996 (ST/LIB/SER.B/5/Rev.5 ; Sales No.: 98.I.6) can be used as a guide for filing.

(b) If a combination of arrangement by sales code and by symbol is chosen, a cross reference placed in the symbols file should indicate where in the sales publications file the particular document is filed.

A document that carries two or more series symbols can be filed according to the first symbol, and cross references can be placed in the other series to indicate where the text of the document is filed. If the document is also a supplement to the Official Records, it can be filed with the Official Records and a cross reference can be placed in each of the symbol series.

Frequently, after a document has been published certain additions or changes can be made in the text. At times, a document is completely superseded by a new text. Documents which modify a text are filed in the following order: -/Amend. ;  -/Corr.; -/Add.; -/Rev. (A revision supersedes the main document and its addenda which can then be discarded).

From 1946 to 1975, the documents and meeting records of the General Assembly and its Main Committees were numbered consecutively. Starting with the thirty-first session, in 1976, their symbol includes the ordinal number of the session in Arabic numerals, followed by the individual document number, starting with number one. Thus the symbol of the General Series of the forty-seventh session of the General Assembly is A/47/-, that of the First Committee begins A/C.1/47/-, and so on. The symbol for the Limited Series begins A/47/L.-, A/C.1/47/L.-, and so on. This system, when continued for documentation of subsequent sessions of the General Assembly, logically results in the basic symbol A/48/- for documentation of the forty-eighth session, A/49/- for documentation of the forty-ninth session, and so on.

In the series of main documents of the thirty-first session of the General Assembly, numbers 1 through 40 were assigned to the supplements to the Official Records for the session; thus the first document issued in the General category of distribution bears symbol A/31/41. In those for the thirty-second session, numbers 1 through 50 were assigned to the supplements; thus the first main document issued for the thirty-second session bears the symbol A/32/51.

Symbols for documents of Economic and Social Council sessions changed as of 1978. They are made up of the symbol for the parent body (E/) followed by the year the document was first submitted for consideration, followed by a sequential number (for the general series) or, up until 1993, by the symbol for a sessional committee (C.1, C.2, etc.). Resolutions and decisions are numbered on a yearly basis, resolutions beginning each year with 1 and decisions beginning each year with 100 (e.g., resolution 1990/1, decision 1990/100, etc. The following are some examples of document symbols:

     (a) The Council: E/1990/1, E/1990/L.1, E/1990/SR.1; 

     (b) The Economic Committee: E/1990/C.1/1, E/1990/C.1/L.1 (until 1993); 

     (c) The Social Committee: E/1990/C.2/1, E/1990/C.2/L.1 (until 1993); 

     (d) Information documents: E/1990/INF/1. 

The Security Council began incorporating the year into the symbols of its documents in 1994 (e.g., S/1994/99), with the exception of resolutions and meeting records.

A simple classification scheme can be devised for publications carrying neither symbol nor sales number. Assistance in working out such a scheme can be provided by the staff of the Dag Hammarskjöld Library at United Nations Headquarters, if desired.

Vertical files

In general, all the documentation in a library is filed by document or sales number. However, subject files may be devised on issues for which information is of​ten requested. The subject files can include, for example, duplicate copies of documents and press releases, pamphlets and material published outside the UN by organizations affiliated with the UN.

Subject files might be kept, for example, on the major UN conferences or on the budget of the UN. The subject files must be updated periodically in order to remain cur​rent.

Binding

In order for a Library to maintain an organized collection of documents and to guard against loss of material, a binding programme is recommended. However, given budget constraint, and the availability of documents electronically, it is recommended that only those documents that are considered essential to the Library collection be bound.

Here are recommendations on how to proceed to bind documents by type of documents.

The Official Records should be bound in the following order: meeting records arranged by meeting number, annexes by agenda item number and supplements by number. The special supplements may be bound separately, and if so desired, also arranged by number. The documents of committees should be bound by committee, each in one volume. The supplement containing the resolutions may be bound with the other supplements to the Official Records, or separately; if separately, a cross reference in the proper place in the bound volume of the supplements should indicate where the volume containing the resolutions is located. The Official Records of the special and extraordinary resumed sessions can follow the same pattern.

Documents in languages other than that of the main language of the collection may be bound in sequence with those of the main language of the collection. If the collections are being kept in more than one language, each language version may be bound in separate sets.

Gaps in a bound volume should be accounted for either by listing the missing documents on a page placed at the beginning of the volume, or by a note at the appropriate place within the sequence of numbers. For masthead documents discarded because they have been reissued in the Official Records, the note should include information on the session of the body and on the volume of the Official Records where the texts are reproduced.

A title page and a table of contents of the Official Records of the General Assembly is found in the prefatory fascicles; the list of delegations and check-list of documents are published in separate fascicles; and a check-list of the contents of annexes is published in a separate fascicle, which should be bound with the annex fascicles.

The Official Records of the Economic and Social Council consist of the summary records of the plenary meetings (incorporating corrections requested by delegations and any necessary modifications), the supplements and the list of delegations.

In order to ensure the completeness of the documentation pertaining to a session of a main organ, the Index to Proceedings to that session of the organ should be consulted. Each index contains a numerical list of the documents of the session with information on their re-publication. 

Retention policy/discarding

UN documentation

As a general rule, the following material can be discarded:

     (a) Masthead versions of documents that are reproduced in the Official Records or in printed proceedings;

     (b) Once a revision is issued, the basic document and its addenda, corrigenda, amendments and excerpts;

     (c) Duplicate copies of documents bearing more than one symbol (only one copy needs to be kept if a cross reference is placed under the other symbols);

     (d) Masthead documents of conferences, meetings, symposia, etc., subsequently reissued as sales publications;

     (e) Weekly, monthly, quarterly, etc., issues of publications for which a yearly cumulation has been issued; 

     (f) Masthead documents that are subsequently reproduced, such as documents of the International Law Commission (series A/CN.4/- and A/CN.4/SR.-) later appearing in the Yearbook of the International Law Commission (A/CN.4/SER.A/-).

Libraries with ODS access

The first priority for sorting and retention of official documentation should go to publications which are not on the ODS and second priority to official records, which are on the ODS but are often long and contain appended material which is more convenient to consult in print format. Otherwise, parliamentary documents available on the ODS could be disposed of, with the possible exception of very long documents, particularly those containing appendices in image format, which may be time-consuming to print out. 

Non-UN serial publications

We include here a short general recommendation on the retention policy which should be applied to externally published serial publications:

     Annual, bi-annual publications - 1 year (2 exceptions: (a) statistical yearbooks, which DHL  keeps for 3 years in the Statistical branch library and later transfers to the Main Collection where they are kept for an additional period of 7 years; (b) juridical yearbooks are kept in DHL Legal branch for 5 years);

    Semi-annual & quarterly publications - 2 years;

    Weekly & monthly published titles – 1 year, or until they are replaced by annual cumulations; if annual cumulations are not available, the retention period should be 2 years.

     Official gazettes are kept in DHL’s collections permanently (although it is currently reviewing its entire collection of official gazettes, and most likely the new retention period will be just 2 years).

Document loans

The Librarian determines which materials in the collection should be made available on loan. Certain publications should comprise the reference collection, which should not be permitted to leave the library at any time. As a gen​eral rule, the indexes, United Nations Yearbooks and other reference publications should not be loaned.

For those categories of documents which may be loaned, it is suggested that the Library have at least two copies of each. One of the copies is a depository copy, which is retained in the library at all times; the second is the circulating copy. Each library must decide the length of the loan: 15 days, renewable, three weeks, etc. A record of the loaned document containing information on the borrower must be kept in the library.

For some libraries it may be easier to establish a procedure for loaning documentation through other libraries. This procedure, known as “Inter-library Loan" greatly reduces the likelihood of lost material, as the borrowing library assumes the responsibility for returning the documentation.

Reference service

The researcher should be apprised that the documentation of the UN is complex because much of it, particularly the Official Records and masthead documents, is issued for the use of delegates at​tending meetings and not primarily for the use of students or scholars.

Famil​iarity on the part of the Library staff with the structure and functions of the United Nations and the areas of compe​tence of its specialized agencies can greatly facilitate the retrieval of information requested by the public. Some of the basic publications about the United Nations mentioned in our preamble, such as Basic Facts about the United Nations, can help in gaining knowledge on the Organization. 

A knowledge of the process by which the deliberative bodies of the UN consider a question is also of importance in answering queries. For example, if the Librarian knows all the steps involved from the time an item is placed on the pro​visional agenda of the General Assembly until a resolution is passed on the subject, it will be far easier to direct research, and to locate specific documents. The importance of using the Rules of Procedures of each of the principal organs as guides to understanding the business of the Organization is conducted should not be overlooked. 

In order to be better prepared to answer questions on UN documentation, it is useful for the librarian to be as familiar as possible with the Library's collection. Although always it is not possible to read all the documentation received by the library, it is wise to briefly review the title and symbol of each document and press release as it is re​ceived. This practice leads to an understanding of the struc​ture, function and processes of the various organs of the United Nations, as well as to a knowledge of the questions which are before each body. It also promotes familiarity with the document symbol system, and usually makes the re​trieval of specific documents requested by the public more expeditious.

If a document proves to be of particular value in responding to repeated inquiries on a given subject, it should be kept at hand. For example, documents such as the Annotated Pre​liminary List of Items to be Included in the Provisional Agenda of the Regular Session of the General Assembly (A/-/100), and directories such as Permanent Missions to the United Nations (ST/SG/SER.A/-) can greatly facilitate information retrieval.

Some reference books published outside the UN are of assistance in answering queries received by the Library. Among these are: 

The United Nations Handbook, issued by the Ministry of Foreign Affairs of New Zealand. This publication includes sections on the principal organs of the United Nations, the Secretariat, the International Court of Justice, and the Specialized Agencies. The Handbook lists the resolutions establishing organs of the UN system and describes the purposes, struc​ture and membership of each. The Handbook contains the names of the principal officers of the UN system and pro​vides information on budgetary questions.

The Yearbook of International Organizations provides entries on a large number of governmental and non-governmental organizations and includes such information as their addresses, establishment and purpose.  It can assist library staff in determining whether a particular organization is part of the UN system.  The Union of International Associations, which edits the Yearbook, has made its database available online.

The United Nations Liaison Office in Geneva maintains a database listing addresses of non-governmental organizations which have consultative status with the Economic and Social Council. 

When assisting researchers it is important to ascertain what information they already have and to pinpoint as precisely as possible what information is lacking or required.  For example, if the patron is looking for a specific document, does he/she know the title, the symbol, sales number, year of publication or issuing body?  If none of these elements is known, the Librarian may pose a series of questions to successively narrow down the chronological and subject scope of the query. The Librarian can identify the document by referring to the United Nations web site, to catalogues of publica​tions, or press releases covering the area or to other documentary references.

Here is a description of some of the electronic research tools which are available on the UN web site. 

UNBISnet, the primary tool to access UN documents is now available online. It offers three main databases: Bibliographic Search, Voting Records, and Index to Speeches.

Bibliographic Search : Catalogue of UN publications and documentation indexed by the United Nations Dag Hammarskjöld Library and the Library of the UN Office at Geneva. Also included are non-UN publications held in the collection of the Dag Hammarskjöld Library. 

Users can search on: 


- Author


- Title


- Subject


- UN Numbers


- or conduct a Multi-index Search

Voting Records : The voting records for all resolutions which were adopted - either without a vote or by roll-call or recorded vote - by the General Assembly beginning with its 38th session (1983-) and the Security Council beginning with its 1st year (1946-). 

Index to Speeches : Citations to speeches made in the General Assembly beginning with its 38th session (1983-), the Security Council beginning with its 38th year (1983-), the Economic and Social Council beginning in 1983 and the Trusteeship Council beginning with its 15th special session (1982).

UN-I-QUE (UN Info Quest) is a ready reference file created by the Dag Hammarskjöld Library to respond to frequently asked questions. It is a database designed to provide quick access to document symbols/sales numbers for UN materials (1946 onwards). It does not give full bibliographic details nor does it replace existing bibliographic databases (UNBISnet, UNBIS Plus on CD-ROM) produced by the Library. UN-I-QUE focuses upon documents and publications of a recurrent nature: annual/sessional reports of committees/commissions; monographic series; journals; annual publications; reports periodically/irregularly issued; reports of major conferences; statements in the General Debate; etc. Information within each record is presented in reverse chronological order to facilitate identification of the most recent data. 

United Nations System Pathfinder. The purpose of the Pathfinder is to identify major publications of the organizations comprising the United Nations system. Materials were selected with a view to currency, relevance and usefulness. Global studies and reports, handbooks and guides, bibliographies and indices, international statistical publications, compilations of treaties, resolutions and documents, as well as annual reports of UN bodies and specialized agencies, are included. Some standard reference works published outside of the UN system are also featured in the section "The United Nations and international organizations".

UNCAPS provides a Web interface to the electronic resources of the libraries of UN system of organizations, and offers powerful search and retrieval functionality. UNCAPS provides a single point of access to library catalogues, indexes and abstract databases, library holdings, links to full-text resources, and archives.

It is in the interest of small and field libraries to keep a record of individuals using the library, including their occupations and areas of interest. This information can be analyzed periodically to identify the library's users, to know how many requests are being processed and to identify the most significant issues of interest to researchers.

In many instances, it will be necessary for the Librarian to identify symbols for recent documents. This is one of the complex research problems facing any Library. There are, however, publications and other reference tools, such as the Journal of the United Nations, the Daily List of Documents, and the Optical Disk System, which can be of assistance. UN Press Releases, for example, contain numerous citations to documents, and are the most valuable tools available for locating recently-published documentation.

If the Librarian has difficulty in locating older documents, the Yearbook of the United Nations can often be of assistance. The Yearbook is the principal reference book of the Organization and gives a comprehensive, succinct account, arranged by sub​ject, of the discussions, decisions and activities of United Nations bodies. Each chapter includes a bibliographic guide to primary source materials, meeting records and documents, as well as the operative paragraphs of resolutions of the principal organs, and details on voting. Also included in each volume is a detailed analytic index. The index and the bibliographic references at the end of each chapter can often be used when the Librarian requires more detailed information to begin to answer a particular request.

UN Television and Video

UN television

Since its inception in 1949, United Nations Television (UNTV) has expanded at an accelerated rate to encompass all points of the globe. Through its multi-language operation, UNTV reaches the most remote areas of the world to tell its story.  In 1962, UNTV participated in the world's first satellite television transmission. Today, broadcasters from all over the world initiate their own satellite transmissions, using United Nations facilities and live feeds to cover debates in the General Assembly, the Security Council, and news-breaking special events of world importance. UNTV provides pool coverage of official United Nations meetings in New York, including its major bodies. Other United Nations meetings are covered on a newsworthiness or client-requirement basis. The coverage is intended for use by broadcasters and is made available in a neutral form for shared pool use.  

Under a subscription plan, television broadcasting organizations receive direct cable feeds from Headquarters, which may be telecast live or videotaped for deferred telecast. Upon request, UNTV provides video highlights packages to television broadcasting organizations and news agencies. Unilateral coverage, including single and multi-camera meeting and event coverage, ENG crews and remote live interviews, are provided to individual broadcasters as time and staffing permit. Almost every aspect of the work of the United Nations and its specialized agencies is covered in approximate 100 video programmes currently in active distribution. These productions reflect everything from the decisions of the General Assembly and Security Council to developments in areas such as the environment, peace-keeping, development, drugs and natural disasters. Other productions explain the structure of the Organization and its objectives. 

United Nations films bring to their audience a global point of view on sometimes controversial issues of our time. Various topics are presented in a variety of styles, from humorous animated shorts to informative documentary reports filmed around the world. An impressive video archive of historical film and video materials is available to researches.

UN television series

The UN Television produces three made-for-television series:

UN in Action : A subscription television programme of 57 featurettes per year. Filmed around the world, it deals with the work of the UN and other international agencies, each concerning itself with a different issue -- political, environmental, economic or social. Each featurette is 3 to 5 minutes in length, contains timely and exclusive news footage and is available with script and soundtrack in Arabic, English, French, Russian or Spanish.

Since 1987 UN in Action (UNIA) has been used by broadcasters all over the world as an effective and affordable news/current events subscription.

The UN in Action series is designed to be used royalty-free in the following ways:

-  In their entirety or in part. 

-  To provide educators access to the latest activities of the United Nations family. 

-  To broaden the scope of a broadcaster's international news coverage. 

-  As current events stories for inclusion in magazine format shows. 

-  As part of an organization's archival reference library. 

                                                        Search UNIA catalogue
World Chronicle : The United Nations' weekly television interview programme. Recorded at UN Headquarters, World Chronicle features round table discussions with a wide variety of guests, including top Governmental officials, UN experts, goodwill ambassadors and world renowned personalities from the world community concerned with the work of the United Nations. 

Year in Review : a video of major UN events, produced at the end of every year. This made-for-television production recaptures some of the highlights of the Organization's role during the year. It is 15 minutes in length and available by satellite to television stations free of charge, in Arabic, Chinese, English, French, Russian and Spanish. 

For further information, inquiries and requests, please contact:


UNITED NATIONS

Department of Public Information

Audio-Visual Promotion and Distribution Unit

Room S-805A

New York, N.Y. 10017

Tel: (212) 963-6982/1807/6939

Fax: (212) 963-6869

E-mail: audio-visual@un.org
Videos

Almost every aspect of the work of the United Nations and its specialized                                agencies is covered by the approximately 100 films and videos currently in                                active distribution, also through the network of the UN regional video libraries. These productions reflect everything from the decisions of the General Assembly and the Security Council to such issues as the environment, peacekeeping, development, drugs and natural disasters, while other productions explain the structure of the Organization and its objectives. United Nations films bring to their audiences a global perspective of the critical issues of our time. The various topics are presented in a variety of styles, from humorous animated shorts to informative documentary reports filmed around the world. United Nations films are available in the six official languages of the Organization and several non-official languages as well.

General Assembly and Security Council meetings on film and video

The Audio-Visual Production Libraries Unit holds audio-visual archival materials of the General Assembly and Security Council meetings from 1946 to the present. Although earlier items are available in the original film format (35 or 16mm), some have been transferred to video format. Beginning in 1990 (Security Council) and 1994 (General Assembly), all meetings have been taped in their entirety and are available on the NTSC standard.

Inquiries may be addressed to: 

     Audio/Visual Production Libraries Unit 

     News and Media Division 

     Department of Public Information

     Room S-894 B 

     United Nations, NY 10017

     FAX: (212) 963-1658 

     E-mail: avlibr@un.org
Catalogues

The Television and Video Catalogue is available online.

It is recommended that Libraries compile a catalogue in the local language of the films in its lending library. The catalogue can be used by the staff and the public to identify which films are available for loan, and can be distributed to the public as a supplement to the UN Film Catalogue.

Filing of films

Films should be filed in heat-resistant metal cabinets. The title of each film should be marked on the edge of the canister and the films placed upright in steel cabinets in alphabetical order by title.

Lending of films

The films in a Library collection may be loaned for short periods. The Library staff should keep careful rec​ords of who borrows films from the collection. An alphabetical listing of all films should be made and each time a film is borrowed, the borrower's name, address, organization, telephone number and the date on which the film is due to be returned to the library should be recorded.

A special calendar should be kept on which due dates for films are used. If the film is not returned, the borrower should be called immediately and asked to return it. This procedure will minimize the possibility of lost prints, which can only be replaced at great cost. Films should be in​spected and, if necessary, repaired after each screening.

Borrowers should be advised that sections of United Nations films may not be cut and used on television or in other films. Among the reasons for this prohibition is that some portions of UN films have been purchased from other film-makers and are copyrighted.

In order to assist other members of the staff in pre​paring reports on the work of the Library, each borrower could be asked to complete a form giving information on how the film was used.

A sample form is here reproduced:


UNITED NATIONS
NATIONS UNIES

Library Name:

Title of the video

Name of the borrower

Organization

Address and telephone number

To be shown at (Please include date, address and brief description of the event)

Number of persons expected to view the film

Screening on television station?

Was the film damaged in any way during the screening?

Date Due
Date Returned

Sales and rental

All United Nations films and videos are available for purchase from UN Headquarters, New York, or through regional video libraries. Prices vary depending on the programme length, format and standard. Quotations can be obtained upon request from: 


       UNITED NATIONS

                   Department of Public Information

                   Audio-Visual Promotion and Distribution Unit

                   Room S-805A

                   New York, N.Y. 10017

                   Tel: (212) 963-6982/1807/6939

                   Fax: (212) 963-6869

                   E-mail: audio-visual@un.org
Except with the express written permission of the United Nations, the cutting, excerpting or altering of any of its films is strictly prohibited and the dubbing of its videos forbidden.

Radio Programmes

UN Radio was founded in 1946 to promote the universal ideals of the United Nations, including peace, respect for human rights, gender equality, tolerance, economic and social development and the upholding of international law.

In addition to daily programmes, UN Radio produces approximately 1,200 features and documentaries a year, some of them award-winners at prestigious festivals around the world.

The programmes are distributed to 185 countries and more than 2,000 broadcasting stations in 15 languages (Arabic, Bangla, Chinese, Dutch/ Papiamento, English, French, French-Creole, 

Hindi, Indonesian, Kiswahili, Portuguese, Russian, Spanish, Turkish and Urdu). All programmes are available free of charge to broadcasting stations around the world.

As the UN membership grew during the past five decades, so did the outreach of UN Radio programmes. Initially news bulletins and feature programmes were broadcast via shortwave. UN Radio news is now transmitted to many regions of the world by telephone and Integrated Services Digital Network (ISDN) lines and via satellite. Feature programmes are distributed  by tape and cassette. UN Radio also uses the Internet to broadcast and transmit its programmes

Photographs

The United Nations Photo Library holds a collection of approximately 200,000 photographs dating back to the mid-1940s and chronicling the history of the Organization and its work. Subjects include United Nations meetings and events. Photographs also depict the work of the UN and its specialized agencies in the field, including peacekeeping, agriculture, health, natural resources, employment, industry, decolonization, education, environment, science and technology, housing, community development and community life. 

This UN Photo web site contains a limited selection of the images in the UN Photo Library archives.  Please address inquiries, and requests to:


  UN Photo Library

                   Department of Public Information

                   Room S-805L

                   United Nations

                   New York, NY 10017

                   Fax: (212)963-1658

                   
  E-mail:photolibr@un.org
or call the Photo Library, (212) 963-6927, to make an appointment.
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