
15 PLANNIN G AND  ORGANISATIO N O F CONFERENCE S 

G Parris 

T h e r e a r e man y aspec t s i n planning an d organis in g Conferences . 
I shal l dea l specificall y wit h th e administrat io n o f conferenc e 
S e c r e t a r i a t -  th e sett in g u p an d maintenance . 

When Doe s P r e p a r a t i o n fo r a  Conferenc e Begi n 

(1) Afte r th e las t conference ; 
(2) Immediatel y afte r th e decisio n t o hav e a 

conference i s given ; 
(3) A  state d pe r iod , sa y th re e month s befor e 

the propose d dat e o f th e conference . 

What i s c l ea r i s tha t p repara t io n fo r th e organisat io n o f a 
conference a r e don e week s o r month s befor e th e dat e o f th e 
conference . 

Planning Committe e o f Conferenc e 

The Chie f Superv i so r o f th e S e c r e t a r i a t i s alway s a  membe r 
of th e Committe e respons ib l e fo r plannin g an d organis in g 
the Conference . Whil e th e Chie f Superv i so r i s in te res te d 
in al l a spec t s o f th e Conference , h e / s h e i s pa r t i cu la r l y 
in te res ted i n th e following : 

(i) Siz e o f th e Conferenc e —  th e numbe r o f 
de legates an d o b s e r v e r s attendin g th e 
conference . 

(ii) Typ e o f Conferenc e — 

(a) Conferenc e o f Pr im e Min i s t e r s 
(b) Conferenc e o f Fore ig n Min i s t e r s 
(c) Conferenc e o f Official s 

The Superv i so r o f th e S e c r e t a r i a t mus t l ia is e especial l y 
with th e Conferenc e S e c r e t a r y an d th e Document s Officer . 

Now, whe n th e s iz e o f th e Conferenc e i s known , th e 
Supe rv i so r wil l for m a  sub-committe e t o a s s i s t i n 
the organisa t io n an d operat io n o f th e S e c r e t a r i a t . 

P r e p a r a t i o n s fo r a  ' l a rge ' Conferenc e sa y fo r 50 0 pe rson s 
or r e p r e s e n t a t i v e s fro m abou t 45/5 0 countr ie s — 

Conference S i t e : 

(a) Mai n Conferenc e Hal l 
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(b) Discuss io n Room s 
(c) Room s fo r Conferenc e Official s 
(d) S e c r e t a r i a t 
(e) Cantee n Fac i l i t i e s 
(f) Res t F a c i l i t i e s , e t c . 

Let u s suppos e tha t a t th e Conferenc e 4  language s a r e t o 
be use d — 

English Spanis h 
F rench Arabi c 

Let u s furthe r suppos e tha t th e countr y wher e th e Conferenc e 
is t o b e hel d i s Engl i sh-speakin g an d the r e i s l i t t l e o r n o 
personnel t o se rv ic e th e F r e n c h , Spanis h an d Arabi c unit s 
of th e S e c r e t a r i a t . Pe r sonne l capabl e o f typin g an d readin g 
Spanish , F renc h an d Arabi c mus t b e obtaine d fro m outsid e 
the hos t count ry . 

A decisio n a s t o th e numerica l s t rengt h o f th e S e c r e t a r i a t 
must no w b e determined : 

e . g . F renc h typin g poo l —  9  typ e (12 ) fo r rotat io n 
Spanish typin g poo l —  6  typ e (8 ) fo r rotat io n 
English typin g poo l —  1 0 typ e (12 ) fo r rotat io n 
Arabic typin g poo l —  6  typ e an d 2  typis t s fo r 
English typing . 

Added: Conferenc e Organ i se r /Ch ie f Superv i so r 

Conference S u p e r v i s o r s -  one  supe rv i so r fo r eac h categor y 
of typin g pool ; on e fo r Offic e supp l i e s . 

Chief Messenge r 
Messenger 

Now th e Committe e ha s set t le d th e questio n o f th e typin g 
personnel fo r th e fou r uni t s o f th e S e c r e t a r i a t . Th e layou t 
of th e ent i r e Conferenc e S e c r e t a r i a t an d Hal l mus t no w b e 
looked into . Th e followin g faci l i t ie s mus t b e locate d nea r 
to th e typin g s e r v i c e s , i . e . 

The Chie f T r a n s l a t o r s an d th e T r a n s l a t o r s ; 
The Offic e Suppl ies ; 
The Pr in te ry /Dupl ica t in g Sect ion ; 
The I n t e r p r e t e r s ' Rooms ; 
Documentation Reg i s t r y o r S tore-Room ; an d 
The Documentatio n Officer ' s Room . 

Attached a r e tw o specime n layouts : 

(i) o f a  typin g an d i n t e r p r e t e r s sec t ion , e t c . ,  an d 
(ii) th e print in g roo m o f th e s e c r e t a r i a t 

The Chie f Supe rv i so r an d th e committe e shoul d b e 
acquainted wit h th e en t i r e layou t o f al l th e va r iou s ha l l s an d 
rooms whic h wil l b e use d durin g th e Conference . 
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Let u s r e c a p o n th e fact s tha t a r e no w know n t o th e Chie f 
Supe rv i so r an d th e committee : 

(a) Tim e an d durat io n o f conference ; 
(b) S i ze ; 
(c) Th e numbe r o f language s t o b e use d a t th e 

conference ; 
(d) Th e locatio n an d layou t o f th e S e c r e t a r i a t , 

other depar tments , conferenc e ha l l s , e t c . 

The offic e equipment , s t a t ionery , e t c . ,  mus t no w b e o r d e r e d . 
The followin g mus t b e take n int o considerat io n — 

(a) Th e countr ie s o r firm s fro m whic h supplie s 
could b e obtained , an d 

(b) th e tim e take n fo r th e del iver y o f th e 
equipment 

I hav e at tache d a n est imat e fo r offic e supplie s base d on  th e 
following: 

600 delegate s 
100 s e c r e t a r i a t ( i n t e r p r e t e r s / t r a n s l a t o r s , e t al ) 

This l is t i s b y n o mean s fina l an d i t wil l b e foun d tha t cer ta i n 
additional item s mus t b e obtaine d durin g th e conference . 

As state d befor e i t wa s accepte d tha t th e Conferenc e wil l 
take plac e i n a n Engl ish-speakin g count ry . Th e competenc y 
of th e s tenographer s an d typis t s mus t no w b e a sce r t a ined . 
Typewr i t e r s fo r th e var iou s typin g unit s mus t b e 
obtained ( e . g . Typewr i t e r wit h Frenc h c h a r a c t e r s face , 
Spanish , Arabic ) . 

As th e dat e fo r openin g o f th e Conferenc e approaches , 
furniture an d offic e equipmen t mus t b e move d int o th e 
S e c r e t a r i a t an d th e office s lai d ou t accordin g t o th e p lan . 
The Chie f Superv i so r mus t a sce r t a i n tha t al l th e room s a r e 
adequately furnishe d an d al l h i s / h e r supplie s a r e adequa te . 
The ent i r e S e c r e t a r i a t mus t tak e o n th e appearanc e o f a 
well o rde re d an d p rope r l y lai d ou t office , whic h shoul d 
ensure a n eas y flo w o f wor k wit h th e operat io n fashione d 
to produc e wor k accura te l y an d quickly . 

Although th e Pr in t in g roo m an d th e Documentar y Regis t r y a r e 
not th e d i rec t responsib i l i t y o f th e s u p e r v i s o r , durin g a 
l a rge conference , i n a  'small ' conference , h e / s h e wil l b e 
respons ib le fo r al l th e depar tment s o f th e S e c r e t a r i a t . 
There fore i n a ' l a rge ' conferenc e th e Chie f Superv i so r mus t 
ensure tha t th e facil i t ie s o f th e print in g roo m a r e adequat e an d 
that i t i s a ls o geare d fo r accura t e an d quic k product ion . 

The S e c r e t a r i a t shoul d b e i n operat io n a t leas t a  wee k befor e 
the openin g o f th e Conference . The r e a r e severa l r eason s 
for t h i s , th e mor e importan t being : 
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( i ) the staf f mus t b e acquainte d an d becom e 
accustomed t o workin g wit h eac h o ther ; 

(ii) t he r e i s alway s p r e p a r a t o r y typin g t o b e 
done -  document s e t c . ; 

(iii) th e staf f gettin g themselve s acquainte d wit h 
the layou t e t c . ,  o f th e Conferenc e s i t e , 
buildings ,  et c .  ; 

(iv) the r e i s sometime s a  meetin g o f official s 
before th e conferenc e p r o p e r , whe n 
Conference Document s a r e p r e p a r e d ; 

(v) r eg i s t r a t i o n documents , c a r d s , f i l es , hav e 
to b e type d an d p r e p a r e d ; 

(vi) conferenc e packet s fo r de legate s mus t b e 
p r e p a r e d . 

On th e notic e boar d i n th e S e c r e t a r i a t t he r e shoul d b e a  cop y 
of th e Time-Tabl e o f th e en t i r e conferenc e meeting s an d th e 
location o f th e meetin g o f th e va r iou s Committee s an d Work -
shops; Pla n o f th e S e c r e t a r i a t an d othe r importan t no t i ces . 

Each offic e o r departmen t mus t b e boldl y label led , i n a 
prominent plac e (wit h nam e o f th e supe rv i so r and /o r th e 
sect ion, e . g . Chie f Superv i so r Cde . X , Typin g Pool , 
F rench Unit) . 

Operat ion o f S e c r e t a r i a t Durin g Conferenc e 

Chief Supe rv i so r o r a n appointe e mus t r e c o r d o r mus t 
r ece ive a  detai le d descr ip t io n o f ever y documen t give n fo r 
typing. Th e Supe rv i so r o f eac h sect io n shoul d mak e a 
r e c o r d o f al l document s submitte d fo r typin g an d a l locat e 
work t o eac h typ i s t . 

The Chie f Superv i so r mus t ensu r e tha t eac h documen t b e a r s 
a numbe r i n numerica l sequenc e accordin g t o cod e number / 
symbol decide d o n b y th e organis in g committee . 

Attached i s a  specime n o f a  Documen t Contro l Ca rd , th e typ e 
of r e c o r d keepin g devic e tha t i s e ssen t i a l t o th e differen t 
operat ion o f a  s e c r e t a r i a t . 

Typing staf f shoul d ensur e tha t eac h confe renc e documen t 
b e a r s a  specifi c number . 

Display an d presenta t io n a r e mos t important . I t i s apprec ia te d 
that accurac y i s th e mos t importan t elemen t i n al l th e 
documents p resen te d . 

We hav e bee n lookin g mostl y a t p repara t io n fo r a  ' l a rge ' 
conference , sa y lik e th e Conferenc e fo r Fore ig n Min i s t e r s 
of Non-Aligne d Countr ie s -  bu t th e conference s w e a r e mos t 
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likely t o b e involve d i n a r e th e smal l conference s wit h 
between 3 0 an d 5 0 pe r son s an d unde r 100 , wher e th e 
S e c r e t a r i a t handle s th e en t i r e operat io n fro m th e p r io r 
p repa ra t ion , o r d e r o f equipmen t an d furnitur e t o th e produc -
tion an d issu e o f th e las t o r fina l communique . 

Misce l laneous Point s 

(i) Typin g and print in g sect ion s mus t alway s b e wel l 
a r r anged an d t idy . 

(ii) S u p e r v i s o r s ensur e tha t staf f a r e happ y an d 
contented. 

(iii) F a c i l i t i e s : can teen , to i l e t , e t c . , a r e adequate
. 

(iv) Secur i t y i s wel l maintaine d 

(v) Adequat e t ranspor ta t io n 

(vi) Supplie s constant l y checked , sou rce s o f 
replacement ava i lab le . 

(vii) Th e personne l avai labl e i n th e print in g roo m 
may no t b e abl e t o dist inguis h betwee n F r e n c h / 
Spanish o r o the r foreig n language s so  i t coul d b e 
decided t o a l locat e differen t colour s fo r eac h 
language used : 

Blue —  Frenc h 
Green —  Spanis h 
Pink —  Arabi c 
Buff —  Englis h 

In th e pr int in g room , pr int in g o f eac h languag e documen t 
should b e r e s t r i c t e d t o pa r t i cu l a r machine s whic h a r e proper l y 
label led . 

T h e r e a r e s eve ra l o the r a r e a s tha t coul d b e e laborate d upon , 
but whic h I  hop e woul d b e d i scusse d i n th e workshops . 
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Est imates fo r Offic e Supplie s 
Based on  th e followin g f igure s 

600 Delegate s -  10 0 S e c r e t a r i a t ( I n t e r p r e t e r s / T r a n s l a t o r s , 
e t c . ) an d 6 0 document s o f fiv e page s each . Thes e quanti t ie s 
should b e i nc rease d i n accordanc e wit h tota l ant icipate d 
number o f documents . 

800 penci l s wit h e r a s e r (fo r de legate s an d s e c r e t a r i a t ) 
800 wri t in g pad s ha l f - s iz e (legal ) (delegate s an d 

s e c r e t a r i a t 
100 thousan d shee t s fo r pr int in g o n bot h s ide s (doubl e 

this quantit y fo r pr int in g o n on e sid e only ) 
50 t in s o f pr int in g in k 

1,000 stenci l shee t s 
30 bott le s o f s tenci l co r r ec t i n g flui d 

200 folder s t o kee p s tenc i l s 
200 plas t i c sheet s t o b e use d wit h s tenci l s 

15 two-hol e p e r f o r a t o r s 
5 s t a p l e r s (heav y du t y a b l e t o s t a p l e m o r e tha n 10 0 

s h e e t s ) 
24 r e g u l a r s t a p l e r s 
24 s t a p l e r e m o v e r s 
15 s c i s s o r s 
20 r o l l s o f gumme d p a p e r 

1,000 s h e e t s cop y p a p e r , l e g a l s i z e 
1,000 s h e e t s cop y p a p e r l e t t e r s i z e 
1,000 e n v e l o p e s l e g a l s i z e 
2 ,000 s h e e t s bon d p a p e r , l e t t e r s i z e 
2 ,000 s h e e t s bon d p a p e r , l e g a l s i z e 

10 f o l d e r s wi t h l e v e r 
100 m a n i l a e n v e l o p e s , l e g a l s i z e 
100 m a n i l a e n v e l o p e s , l e t t e r s i z e 
100 m a n i l a f o l d e r s , l e g a l s i z e (Oxfor d t ype ) 
150 l a b e l s fo r m a n i l a f o l d e r s 

10 t h i c k fel t pe n 
30 fin e fel t pe n ( v a r i o u s c o l o u r s ) 
12 b o x e s o f c a r b o n p a p e r , l e g a l s i z e 
40 s h o r t h a n d p a d s ( G r e g g an d P i t m a n r u l e d ) 

6 ru le d pape r pad s (10 0 sheet s each ) 
6 boxe s o f tack s 

50 boxe s o f c l ip s 
30 typewr i te r e r a s e r s 
12 typewr i te r c leane r rubbe r knea d 
12 blottin g pape r pad s (fo r desks ) 

1 bo x o f rubbe r band s (4 0 mm. ) 
1 bo x o f rubbe r band s (8 0 mm. ) 
1 bo x o f rubbe r band s (10 0 mm. ) 

200 bal l-poin t pen s 
12 r u l e r s (1 2 inch ) 

2 in k pad s fo r sea l s 
2 in k bot t le s fo r sea l s 

30 wast e pape r baske t s 
30 boxe s o f s taple s (s tandar d 26/6 ) 
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5 boxe s o f Acco- fas tener s 
10 des k p e n c i l - s h a r p e n e r s 
12 i n an d ou t t r a y s 

1 doze n o f b i -co loure d penci l s 
2 b lackboard s fo r informatio n 
2 blackboar d e r a s e r s 
1 bo x o f whit e chal k 
5 dozen s o f 1 " b inder s 
1 bal l o f s t r in g 
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DOCUMENT CONTRO L CAR D 

SYMBOL: 

AGENDA ITEM : 

SHORT T I T L E : 

ORIGINAL: 

Consulting Officer : 

TRANSLATION 

Into: 

TYPING POO L 

PRINTING 

Ño. o f Copies : 

DISTRIBUTION: 

du e on : Hour : 

CONFERENCE ROOM : 

DOCUMENTS CONTRO L 

Job Number : 

Special Ins t ruc t ions : 

Rec 'd. on : 

Due on: 

Rec 'd on : 

Due on : 

Rec 'd on : 

Due on : 

De lega tes : 

I n t e r p r e t e r s : 

Rec 'd by : 

Date : 

Rec 'd on: 

OUT: 

Refe rence : 

 No. o f P a g e s : 

T e l e : 

Hour : 

Hour : 

Hour: 

Hour : 

Hour : 

Hour: 

O t h e r s : 

Reg i s t ry : 

Hour : 

Hour : 

Hour : 

EXTREMELY IMPORTANT : A  ca r d i s t o b e es tab l i she d fo r eac h documen t an d 
each langauge , althoug h i t b e a r s th e sam e symbol . 
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This car d shoul d b e printe d i n fiv e cop ies , eac h on e o f a  differen t colour , an d 
bear a  specia l mention : 

ORIGINAL :  Whit e o n heav y bon d pape r wit h mentio n botto n righ t 
Documents Contro l 

1st cop y :  Yello w o n thic k cop y pape r wit h mentio n botto m righ t 
Trans la t ion 

2nd cop y :  Ligh t Gree n o n thic k cop y pape r wit h mentio n botto m righ t 
Typing Poo l 

3rd cop y :  Pin k o n thic k cop y pape r wit h mentio n botto m righ t Pr int in g 
4th cop y :  Ligh t Blu e on  thic k cop y pape r wit h mentio n botto m righ t 

Documents Contro l 

The manne r i n whic h thes e c a r d s a r e t o b e use d i s indicate d below : 

(1) DOCUMEN T CONTRO L es tab l i she s th e ca r d wit h al l indication s 
available a t th e tim e th e documen t a r r i v e s fo r r e g i s t r a t i o n : 

(i) Keep s th e ligh t blu e copy ; 
(ii) Send s documen t wit h WHIT E ORIGINA L an d YELLO W 

copy t o TRANSLATION ; 
(iii) A t th e sam e t ime , send s LIGH T GREE N cop y alon e 

to TYPIN G POOL , an d PIN K cop y alon e t o PRINTING , 
to advis e the m o f th e comin g o f th e documen t ahea d o f 
time i n o r d e r t o enabl e the m t o pla n th e work . 

(2) TRANSLATIO N keep s YELLO W cop y afte r enter in g respec t iv e 
indication o n bot h th e WHIT E ORIGINA L an d th e YELLO W cop y 
and send s documen t wit h WHIT E ORIGINA L t o th e Typin g Pool . 

(3) TYPIN G POO L r e c e i v e s documen t an d fill s ou t WHIT E ORIGINA L 
together wit h LIGH T GREE N cop y an d send s documen t an d WHIT E 
ORIGINAL bac k t o DOCUMEN T CONTROL . 

(4) DOCUMEN T CONTROL , afte r enter in g informatio n appearin g o n 
WHITE ORIGINA L ont o i t s LIGH T BLU E copy , send s documen t 
with WHIT E ORIGINA L t o PRINTING . 

(5) PRINTING , afte r fillin g ou t i t s PIN K Cop y wit h informatio n appear -
ing o n WHIT E ORIGINA L an d enter in g i t s ow n informatio n o n both , 
sends documen t i n th e numbe r r equ i re d t o DOCUMEN T CONTRO L 
with WHIT E ORIGINAL . 

(6) DOCUMEN T CONTRO L remit s document s fo r distr ibutio n t o 
Documentation Officer , en t e r s respec t iv e informatio n o n bot h WHIT E 
ORIGINAL an d LIGH T BLU E cop y an d cl ip s the m togethe r an d fil e 
into Karde x system . 
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