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ANY OTHER BUSINESS 
 

DOCUMENTS FOR MEETINGS 
 

Note by the Director 
 
 
Summary: Various options for improving the structure and content of documents for 

meetings are set out, with the aim of obtaining preliminary feedback so that 
concrete proposals can be put forward to the October 2007 sessions of the 
governing bodies. 
 

Action to be taken: Give the Director such instructions as the Assembly may deem appropriate. 
 

1 Introduction 

1.1 The Director has noted that the length of documents and Records of Decisions has continued to 
increase over recent years, which has led to an increased workload both for delegates in preparing 
for meetings and for the Secretariat in producing these documents. The Director therefore 
considers that an evaluation of the current practice as regards documentation for meetings is 
useful. 

1.2 The Secretariat devotes considerable effort to providing comprehensive documentation for 
meetings in order to enable the governing bodies to make informed decisions.  However, it is 
important to ensure that the information provided is appropriate and that it is presented in as clear 
and accessible a format as possible.  Improvements to the structure and content of documents 
could have significant benefits, in terms of the time required not only for delegates to prepare for 
meetings but also for the Secretariat to produce and translate documents, with the result that 
documents could be made available to delegates earlier in all three languages.  Shorter documents 
would also reduce the costs of production and translation.  

1.3 A number of options which might improve the usefulness of documents are therefore set out 
below with the aim of obtaining preliminary feedback from the Assembly.  Based on any 
feedback received, the Director will develop more detailed proposals, as appropriate, for 
consideration by the governing bodies at their October 2007 sessions. 

2 Director's consideration 

Documents 

2.1 Incident-related documents are written in such a way that the documents are self-standing, to the 
extent possible, so that delegates do not need to consult documents from previous sessions or 
other sources of information.  However, this has the effect that the documents are usually 
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relatively long and key issues can be difficult to identify since they are contained in the body of 
the document.  In addition, it is difficult to obtain an overview of the current status of the incident 
without reading the whole document. 

2.2 One or more of the following options could be considered to improve incident-related documents: 

• A standardised summary could be provided at the start of each incident document, giving 
factual information about the incident and providing an indication of the level of claims in 
comparison with the amounts available under the Conventions. 

• Both the amount and structure of the information currently provided in the summary box 
could be developed so as to be sufficient to enable the majority of delegates to take a view 
on the decisions to be taken, with more detailed information available in the body of the 
document for those that require it. This could be structured in the form of: objective of 
document, developments/issues, recommendations. 

• Attempts could be made to develop a standard structure for the body of incident documents 
to assist delegates in navigating the large amount of information provided. 

• Efforts are already made to shorten documents to the extent possible, without detracting 
from the objective of ensuring that documents are self-standing.  However, significant 
reductions in the length of documents could be obtained by simply referring to information 
which is contained in previous documents or in other sources of information, such as the 
Annual Report, rather than quoting it verbatim. 

• If such a policy were to be followed, electronic links could be provided in PDF versions of 
documents on the Document Server to simplify the process of referring to previous 
documents or to other sources of information. 

• New information within the body of the document could be highlighted, eg in bold, to draw 
the attention of delegates to such information. 

2.3 Documents other than incident-related ones are often also quite long and therefore could also 
benefit from referring to information to be found in other sources, in particular earlier documents, 
rather than quoting the information verbatim.  However, in general, the Director does not consider 
that there is the same scope for standardising or simplifying non-incident related documents. 

Records of Decisions 

2.4 Records of Decisions for meetings of the governing bodies are also currently quite long as a result 
of attempting to ensure that the Records are self-standing, to the extent possible. The Records 
could be considerably shortened if information which is contained in the relevant documents were 
not repeated but simply referred to.  However, bearing in mind that the Secretariat has only very 
limited time available in which to draft the Records, the Director is of the opinion that attempting 
to summarise such information would not be a useful approach. 

2.5 It could be possible to structure the Records of Decisions so that each topic was presented as, for 
example, Background, Debate, Decision.  

2.6 To facilitate following-up of decisions which have been taken, decisions could be highlighted in 
bold and/or a separate list of the decisions taken could be produced after the meeting. 

2.7 A more radical approach could be for the Records of Decisions to only contain the key points 
from the discussion by the governing bodies and a list of the decisions made, with no repetition of 
information which is contained in the documents.  If the Records were prepared in such a format, 
they would then have to be read in conjunction with the relevant meeting documents. 
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2.8 Finally, whilst joint documents are produced to the extent possible for subjects concerning two or 

more of the three Funds, there is inevitably considerable repetition when these subjects are dealt 
with in the Records of Decisions.  This repetition could be avoided in the following ways: 

• The subject could be reported only in the 1992 Fund's Record of Decisions, with the 
1971 Fund and the Supplementary Fund's Records of Decisions simply referring to the 
1992 Fund's Record of Decisions; 

• A joint Record of Decisions could be produced so that, for example, all decisions relating to 
levies of contributions to the three Funds would be reported together. 

3 Action to be taken by the Assembly  

The Assembly is invited: 

(a)   to take note of the information contained in this document; and 

(b)   to give the Director such instructions as it may deem appropriate. 

 
 


