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The United Nations Conference on International Organization 
-- 576 (El'<lLmll) G/68 
Mey 26. 19"5 

ORGANIZATION, FUNCTION'S, AND PERSONNEL OF SECRETARIAT 

A DVISERS 

~ENERAL ADVISrn t CHIEF OF SPECIAL ASSISTANTS ON LIAISON 

WARREN K!LCHNER 

ADVISER 
CLARK L. WILLARD 

SPECIAL ADVI SER 
~ERNAOOTT8 E. SCHMITT 

ADV I SER ON SEr.URITY 
THO~AS PITCH 

EXECUTIVE OFFICER : STEERING. EXECUTIVE. & COORDINATION COMMITTEES 

Assists :::iecretary Gene ral in work of these C'rnrll' ittees. 

E. R. HARLIN 

ADMISSIONS OFFICER 

Controls & issues II l.J. 

tickets !or admission to 

Conference meetings. 

KARL , . VAN ME'l'ER 
M.J. BEAUDIN• 

E.J. ADE 

CHARLES F. DARLINGTON 
RO ~~NA ROMMEi ELWOOC N. THOMPSO~ 

• 

COMPTROLLER 

Advises Secretary General 
with respect to a 11 

proposed expend 1 tu res, 

J, CARNEY HOWELL 
ELIZABETH FRIEND 

PRESENTATION OFFICER 

. Provides p r esenta ti on 

services tor documents, 

meetings 6: physical 

setting of Conference. 

OLIVER LUND,IIIST 
DAVID ZABI.OC(loSKY 

SECRETARY GENERAL 

Supervises the Secreta riat. Senes as Secretary of 

Steering & Executive Co111mittees. 

ALGEfi HISS 

DEPUTY SECRETARY GENERAL 

Assists Secretary General & serves in his absence. 

PROTOCOL OFFICER 

Advises President & other 

Conference and Secretariat 

officials on protocol 

GERALD DREW 
C. BURKE RLBRICK 

MUHRIS HUGHES 

JOHN C. ROSS 

CULTURAL ACTIVITIES 
OFFICER 

Consults with local groups 
who arrange cult ura.l 
activities for Delega.t ions 
and Conference visitor.; 

CHARLES THOMSON 
CHARLES J. CHILD 

IIITERUTIONAL INFORM.HION 
LI.I.I SOM OFFICEII 

COL. J. NOEL HACY 

PHOTOGRAPHIC OFFICER 

.Provides photographic 

portrayals of Conference 

events & person11lities 
for immediate 6: record 

p.irposes, 

RICHARD WILSON 

EXE CUT IVE ASSIST ANTS 

Assist Secretary General & Deputy, and perform special assii'oments. 

CABOT COLVILL~ JOHN S. THACHER 

SPECIAL ASSISTANTS 

As~ist Secretary General & Deputy, and perform special assignments, 

SAMUEL D. BOYKIN 
GILBERT BROWN 
DANIEL CHEEnR 

JAMES F. GRE 
GEORGE MOLONEY 
JOHN PEURIFOY 

VICTOR PURSE 

INFORMATION OFFICER 

Maintains general informa­
l ion desks in hotels 
5: Conference buildings. 

THEOUOHE T. McCROSKY 
BRYANT MQHFORO· 
!VAN STONE 
ANNE McGOWAN 

SECURITY OFFICER 

Supervises military & 

naval guards stationed 

in Con ference buildings, 

COL . LEWIS M. MEANS 
HfJ. T. L. CHAMBERS 

LT. J . J. SCANLOK 
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EXECUTIVE SECRETARY 

Directs Secreta.riat ' s technical and documentar)' staft; 

advises Delegations on technical wvrk of Conference 

C. EASTON ROTHWELL 

ASS I STANT EXECUTIVE SECRETARIES 
Assist in direction of technical staff. 

ROBERT B. STEWAHT JOHN C. DREIER 
EXECUTIVE ASSISTANTS 

OLCOTT H. DEMING JOHN A. SIJTRO 

ADV I SER 
MARTIN HILL 

!iEORGE HASELTON 
SPECIAL ASSISTANT 
ROBERT McCLI NTOCK 

MARGARET BALL 

DEPUTY EXECUTIVE SECRETARY 
Assists becutive Secretary; directs docun,entary services. 

CARTER L . BURGESS 

ASS I ST ANTS 

EDNA FLLiEG!L 
WILLfAM GRAHAM GEOR!iE W. VAUGHAN 

/ 

I DOCUMENTS CONTROL I 
-------. JAMES T. Jf:rtrd't: KIDNf~HN GANGE ------

2314 

G•ORGE LAYMAN 

COMMISSION I (GENERAL PROVIS I OHS) . 
EXECUTIVE OFFICER : MALCOLM DAV IS 

-
-

Assistant : Clarence l.ie1·a!ihl 
Associates: Guy Daufresne de la 

Bernard de MenLhon 
Ch.evalerie, 

COMMI TTff I (PREAMBLE , PURPOSES, & PRINCIPLES l 

SECRETARY : ROBERT McCLINTOCK 
Assoc I a ui. W. Horsfall Cart.er 

Assistants: William IL Armstrong, Sherley 
Asnt.on, Ursula Du:'l'us 

COMMITTEE 2 (MEMBERSHIP, AMENDMENT & SECRETARIAT 

SECRETARY: ELIZAHETH ARMSTRONG 
. 

Assistants: Shel'lei~h Fowler, Julian li'riedman, 
John Masiand 

COMMISSI ON 11 (GENERAL ASSEMHLYl • 

EXECUTIVE OFFICER : HUNTINGTON GILCHRIST 
As sistant: Frank L . Kidner 
Associates: Claude Bouchinet-Serreulles , 

\riou Saefong 

COMMITTEE I (STRUCTURE AND PROCEDURES) • 
SECRETARY: WILLIAM A. BROWN, JR . 

- Assistants: Marion O. B0att1es , Robert T. Huang, 
Thomas F. Power, Victoria Shuck 

-
-
-

COMMITTEE 2 (POLITICAL & SECURITY FUNCTI ONS) 
SECRETARY: EU!iENE STALEY ' 
Associate: Heather J . t1arvey 
Assistants: ~ernard Meltzer, William L.T<lyler 

COMMITTtE 3 (ECONOMIC & SOCIAL COOPERATION) 
SECRETARY : MAX GIDEONSE • 
Associate: Jules Dekor:k 
Assistants: Warre1, HunsbPr-ger, Francis Linville .. 

RoDert. Schwenger, Arthur Smithies 

COMMITTEE ij (TRUSTEESHI~ SYSTEM) • 
SECRETARY: EUGENE P. CHASE 
Associa te: Harold Beeley 
Assistants: . Ruth Bacon, A. Vaadenbosch, 

William Yale 

COMMISSION 111 (SECURITY COUNCIL) • 

EXECUTIVE OFFICER: !iRA YSON KIRK 

Assistant: Lawrence Chamberlain 

COMMITTEE I (STRUCTURE & PROCEDURES) • 

SECRETARY: P-AUL G. PENNOYER 
- Associate: Y. C. Yang 

Ass istants: Howard Johnson , Dwight Lee 

COMMITTEE 2 (PEACEFUL SETTLEMENT) • 

SECRETARY: LELAND eOODRICH .... Ass istants: Jane Carey, Ruth Hub hes , 
Pauline Preuss , Bryce Wood 

COMMITTEE 3 (ENFORCEMENT ARRANGEMENTS) • 
SECRETARY: WILLIAM T. R. FOX 

... As sociate: Christian de l'largerie 

-
Ass istants: Ward Allen, Hugh Farle,y , 

Claiborne Pell 

COMMITTEE ij (REGIONAL ARRANGMENTS) • 
SECRETARY: ALLAN DAWSON 
Associates: Jean de la Grandville , Jacques 

3mets, W. M. Jordan 
Assistants1 Virginia C. Little, David N. Rowe 

COMMISSION IV (JUDICIAL ORGANIZATION) • 

EXECUTIVE OFFICER: NORrt,11,,J . PADELPORD 

-
-

Ass ista nt: Joseph Sweeney 
Assoc iate: Robert Harri.gnies 

COMMITTEE I (INTERNATIONAL COURT OF JUSTICE) 

SECRETARY: JOHN W. HAl,DERHAN ' 
Assistants: John l-1a.ktos, Philip Nea l, 

Al hn Trumbull 

COMMITTEE 2 (LEGAL PROBLEMS) • 

SECRETARY: EDWIN D. DICKINSON 
Assistants: Dana Backus, Llewellyn 

Pfl\nkuchen, Ja.mes McDonnell 

• Assists officers of Commission in preparing !o r 
meetings; drafts documents; records pr oceedi ngs; 
maintains liaison wit h othe r biecutive Officers 
and with Secreui.ries. 
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DOCUMENTS OFFICER 

Supervises processing of 

all officia l Confe r ence 

documents . 

WALDO CHAMBERLH 

i...i 

~AUREEN ~ULLJ-MER 
WILLIAM BRUCE 

CONFERENCE ED I TOR 

Edi ts II l l Conference 
documents, including 

Journal and Record. 

VIRGINIA ANGEL 
FRANCES ARMHRUSTER 

PRODUCT I ON MANAGER 
Supervises staff which. 

records proceedings & 

types, duplicates and 
assembles documents. 

DANIEL DeWALT 

STOOGUPIIIC 

RALPH 
Ro.LAND 

DU PLICATICll 

· DAN !EL 

DeWALT 

INDEX b REFERENCE 
OFFICER 

Maintains cu r rent index 

o! all Con!erence docu -
- ments & p r ovides refer­

ence service. 

M. CARMEL SULLIVAN 

ARCH IV 1ST 

Maintains complete 

ot!icial tile of Confer­

llli ence, including original 
copies of all official 
documents & corresp:>ndence, 

RUTH WAIUS 

DOCUMENT DI STR I BU-
TION & Fl LE OFFICER 

Provides d1str1bution of 
Conference documents to--authorized officials. 

WILLIAM BRUCE 

.... 

\ 

TRANSLATING AND 
INTERPRET! N_G BUREAU 

Pr ovides interpre t ers & 

translators necessary 

to conduct meetings & 

prepare documents for 

Conference use. 

G. 3URU---- 0lll[C TOR 

ANDRE SIMONPIETRI 

CONFERENCE REPORTERS 

Provide verbal im Reports 
o! allConJerence meet in~ 

... as required. 

ROBERT FORTIN I 
EU!iEN E ~OORE 

TECHNICAL ADV I SER 
ON TREATIES 

Assists Secretariat staff 
on technical matters of 

- treaty precedents& 
interpretation . 

WI LL! AM V. WHITT! NGTOI 

ADV I SER ON GEOGRAPHY 

Supervises map drafting; 
p r ovides reference 

- service for map interpre­
tation. 

OTTO E. GUTHE 

LIBRARIAN 

Ar rankeS for & provides 
libr11ry f ac i 1 it i es , 

11111 

VERIER W. CLAPP 
LEWIS HANKEY 

• Assists office r s in prepa rin g for meetings, drafts 
docum e nt s , records proceedings; maintai ns liaison 
with Exec.utive Officer and with othe r Secretaries . 
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ADMINISTRATIVE SECI 

Direct Sect,et"ariat's admi11istrative serv 
space, equip111ent, transportation, commun 

WILLIAM D. WRIGHT 

DEPUTIES 

Assist Administrative Secre tllry and s 

abse11ce, to provi de 2q hour service. 

JOHN RUSSELL 

MILLARD KENES'l'RICK 

MERLE K. WOOD-
0. H. TRANSTRUM 

PERSONNEL OFFICER 

P r ovides personnel 
required to perform 
services of Sec re ta r iat. 

ROBERT E. WARD, JR . 
JAMES S. REGAN 

HOTEL SPACE 
OFFICER 

Allocates hotel space 

by delegations . 

HARRY TROUPE 

PROCUREMENT AND 
SUPPLY OFFICER 

lssues llll Conference 

,;upp l ies & equipment. 

O. H. TRANSTRUM 
R. M. P. WILLIAMS 

TRANSPORTATION 
OFFICER 

.:,upervises ,11 travel 
services , including air 
priorities, train 
accomodations, etc . 

DONALD WATSON 
KEITH MILLER 

COMMUNICATIONS 
OFFICER 

Arrl!nges tor telep hone, 
te leg ra pb, ca ble • 
wireless communicat i on . 

1 INPHLIJ A. COFFIN 
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ORDER OF THE DAY 
OFFICER 

Compiles official Order 
of the Day containini 
schedules ot meetings; 
pr epa res physical ar-
ran gernents for mee tings. 

WILLIAM KANE 
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ON INTERNATIONAL ORGANIZATION 
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ltESTRICTED -
April 23, 1945 

The attached memorandum on the Proposed Organi­
zation of the Conference Secretariat is submitted 
on an informal basis by the Temporary Secretariat 
of the Conference for tho information of the Secre­
taries General of the Delegations and the members of 
the Temporary Secretariat. 
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, 
April 23, 1945 

THE UNITED NATIONS CONFERENCE 
ON INTERNATIONAL ORGANIZATION 

PROPOSED ORGANIZATION OF THE CONFERENCE SECRETARIAT 

The United States Government, as host to the 
Conference, has assumed the responsi bj_li ty for organi­
zing the Secretariat which will perform the usual 
technical, documentary, and service functions. The 
personnel of the Secretar:lat will be provided by the 
United States Government, together with such staff 
as may be made available by other participating Govern­
ments. 

The Secretariat is organized and will function 
as described below. The appointments shown on the 
attached chart are temporary. 

I THE SECRETARY GENERAL AND HIS OFFICE 

1. The Secretm7 Ge~eri!:~ wil 1 supervise the Confer­
ence Secretariat; receive formal proposals for sub­
mission to the Conference, and serve as Secretary of 
the Steering and Executive Committees. 

2. The Deputy Secret~.EX General will perform jointly 
with the S0cretary General the functions of t .hat 
office, act in the Secretary General's place during 
his absence, and servo as Assistant Secretary of the 
Steering and Executiv0 Comnitteas. 

3. Th~ Advisers, Specia~ _Assistants, ~xecutive Assist­
ants and Assistants will advise the Secretary General 
and Deputy Secretary General and aid them in organi­
zing and facilitating the work of tho Secretariat 
and will perform such special duties as the Secre-
tary General and Deputy Socretary General may assign. 

The Genoral Advi sc·r will supervise the Special 
Assistants engaged in 15.aison woI'k wi th tha delegations. 

4. The Executive Officer of tho Steering, Executive 
and Coordination Committeesw"III assist the Secretary 
General in the worFof thesu Conuni ttees, including 
making preparations for meetings, drafting Corruni t tee 
documents as directed, recording the proceedings of 
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mootings including vot e s t aken, supervising the pre­
parat ion of thG of'ficinl mj_nutes of those Committees, 
and ma.:i.nt o..iniEg 1i11ison w:Lt ll the Executive Officers 
and Secrst.3,:::~03 of tho COimnis!:3ions c1nd Technical Com­
mittees. 

5 . The Protoco:. C:f/j.c:c·r will o.dvise the President and 
ott:,./re"onf or once~ (if:~ ·L • '.l:J f3, De l1sgo. t ions and theil" 
stafrs, tho Secr0tc~y G2D dral, and other Secretariat 
officials, on m~tters of protocol. 

6. 'rhe Cultural Activities Officer will consult 
wi th local groups r e sponsible for arranging educational, 
uusical , dramatic, aritistlc and other cultural activi­
ti es of interest to the delegations and other Confer­
ence visitors. 

7 , The Presenta tion Officer will assist the Secre ­
t a r11..1.t -st o.ff in effective documentation through visual 
dic.gr l~ms c.nd charts to accompany official documenta­
ti.on, etc. ; plan effe:cti ve prosontation techniques 
for conveying i nformation about Conference activities 
to Dol egations and their 'staffs, and to the public, 
for official and historicc.l recording purposes; and 
make microfilms of all Conference documents. Media 
used will include chart l ectures, brochures, films, 
microfilm, diagrams and cherts, decorations, sound 
recordi.ngs, lighting arrangements, special oxhibi ts, 
etc. 

8. The Photoornuhic Offic er wi ll be responsible for 
obt ain{ng t.l p~otogrnphic rGCO!'d of tho Conferenc e , 
o..nd wi ll furnish the Presentation Offic er wi th 
technical assistance i n planning and installing 
light i ng c.nd sow.1d 0quipmcmt; he will also super­
vise the dark room and furnish photographic supplies. 

9. The Comptroller will advise the Sucretury General 
wi th rospect t o nll proposed expendi tures. 

10. The Information Officer wil l maintain general 
inf ormation desks in hot els and Conferenc e buildings 
to answer quest i ons concerning the organization and 
gonarc.1 procedurG of tho Conf 0renc 0 , nnd names und 
location of pGrsons a ttending; ho will also be re­
sponsible for• handling unofficial Conference- mail 
such as l etters of inquiry. 

11. The Admissions Offi cer will control and issue 
all tickots f or admission t o Confer ence meetings . 
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, 12. The Security Officer will supervise military 
and nc'.lval guc.rds stationed j_n Conference buildings. 

II. THE EXECUTIVE SECRET.ARY AND HIS OFFICE 

1. The Executive Socretary will generally assist 
the Secretary General in the technical work of the 
Secretariat; coordinate the work of Executive 
Officers and Secretaries of Commissions, Technical 
Committees nnd Drafting Sub-Committees; supervise 
the Secretariat's documentary and technical advisory 
service s; direct the preparation of r eports and ~in- -
utos of the Commissions and Technical Committees ; 
and advise with the Delegations on questions pertain­
ing to the technical work of the Conference. 

2. The Deputy Executive Secretnry will assj_st the 
Executive Secretary, giving his principal attention 
to documentary services, which includo editing, trans­
lating and interpreting, stenogrnphic, repo1•ting, dup­
licating, indexing and reference service, keeping tho 
archives, providing for files and distribution of docu­
ments. 

3. The Assistant Executive Secretary will assist the 
Executive Secretary, giving his principal atte,ntion 
to the work of Exocutivo Officers and Secretaries 
of the Commissions, Tochnico.l Committees , and Draft­
ing Sub-Committees. 

4. The Advisers and SpeciQl Assistants to the Execu­
tive ~cretary will p0rforr:1 ··ouch c1uti00- ·:s hu nay assign. 

5. The Technical Adviser on Treaties will ussist the 
Executive Secretary, Executive Officers and Secre­
taries of the Cor.unissions, Technical Committees and 
Sub-Committees on technical matters of treaty pre­
cedent, interpretation, and drafting. 

6. The Adviser on Geography will give technical 
assistance in providing published maps and geograph­
ical charts for Conference use; in designing and 
drafting maps and geogrnphical charts; in advising 
on geographical questions p~rtaining to the deline­
ation of areas, and providing comparative factual 
information on specific areas as required in the work 
of the Commj_ssions , Technical Committees and Drafting 
Sub-Committees. 

7. ~ Librarian will arrange for adequate library 
facilities t o service the Delegations and the Secre­
t ariat; select and assemble reference volumes, maps, 
statistical dnt~ and other background material for 
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official use; arrange with local libraries for loan 
of books and other reference services. 

8. The Documents Officer will supervise, under the 
direction of the Deputy Executive Secretary, the pro­
cessing of all official documents for use in Confer­
ence, Commission, Committee and Sub-Committee meetings 
or for general information of the Conference and Secre­
tariat. He will direct the Secretariat staff units 
concerned·. in the sevorQl processes of editing, trans­
lo.tfng . recording, typing and duplicating documents, 
indexing, filing and distributing for Conference use, 
determine priority of processing when necessary; main­
tain documents numbering system, and supervise pre­
cautions taken by the processing sect ions against un­
authorized disclosure of Conference r ecords. 

a. The Conference Ed~tor will edit for form, 
style and general appearance all Conference 
documents prior to their duplication and use; 
compile, edit, correct proof, and handle the 
printing of the official daily Journal of the 
Conference, containing the "Order of the Day", 
summaries of verbatim minutes of Plenary Sessions 
and Commission meetings, and announcements, etc .; 
compile, edit and correct proof of the official 
daily Record, a collection of the sui::u:.mrios of 
Committee and Subcommittee meetings, and other 
documents emanating from the meetings; edit and 
handle the printing of lists of Delegations; 
proofread the Final Act of the Conference. 

b. The Language Officer will assist in pro­
viding interpreters and translators for the 
Delegations and their staffs and officials of 
tho Secretariat to facilitate the conduct of 
me0tings of the Conference, Commissions, Com­
mittees and Subco:mmlttees; translate Conference 
documents us required in tho languages prescribed 
in the Rules of Procedure; translate the Final 
Act of the Conference into the languages deter­
mined by th0 Conferenco. 

c. The Reporting, Stenographic and Duplicating 
Officer ~ill :maintain the pool of stenographic 
reporters to record the proceedings and minute s 
of all meetings of the Conference, Commissions, 
Committees and Subcommittees; supervise staff 
for typing, duplicating, and assembling Confer­
ence documents; provide secretarial assistance 
for the Conference and the Secretariat. 

20 
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d. The Index and Reference Officer will main­
tainn"complct~and current (daily) index of 
all Conference documents, including a topical 
heeding and brief identifying analysis of sub­
ject mutter covered; provide a reference ser­
vice on all Conference documentation for members 
of Delegations and for the Secretariat. 

e. The Archivist will maintain a complete re­
cord of the Conference; collect the original 
copies of all Conference documents, including 
complete files of all Com.mission and Committee 
meetings, press releases, the Journal, the 
Record, etc.; maintain files of the official 
correspondence of the Conference and working 
materials of the Technical Secretarias. 

f. The Documents Distribution and File Officer 
will provj_de distribution of Confererice docu­
ments to authorized offici~ls; maintain a basic 
reserve file of every document processed, a 
stencil file for ·additional reproduction as 
required, and a microfilm file. 

9. Tho Executive Officers of Comm5.ssions will assist 
the Presidents, Rapporteursnnd Assistant Secreto..ries 
General of Commissions in prepnring for me etings; 
maintain necessary liaison with the other branches of 
the Secretariat; draft documents as directed by tho 
Commission officers; advise such Officers on parlia­
mentary and Conference procedure; record the pro­
ceedings of Commission meetings; inform the Order of 
the Day Officer of desired time and place of future 
meetings; assist in coordinating the work of the 
Secretaries of Technicnl Committees nnd Subcommittees 
of the Commissions; and serve as 11 channel through 
which the various technical services of the Secre­
tariat are made fully avnilable to the Commissions 
and their members. 

10. The Secretaries of Technical CoITu.~ittees and 
Drafting Subconunittoeswill assist the Cho.irne!land 
Rapporteurs in preparing for o.nd conducting meetings. 
Thu Secretaries will draft documents as directed by 
the Committees and Subcommittees; advise and assist 
delegates with respect to the introduction of docu­
ments; record proceedings; attendance and votes at 
meetings, and arrange for necessary interpreters; 
advise the Chairmen on Conference procedure; provide 
liaison with the documentary, technical advisory and 
presentation services of the Secretariat; ascertain 
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di stribution r equirements of documents and keep the 
Documents Officer i nformed; i nform the Order of the 
Day Offi cer of de s i r ed t i me nnd place of future 
mee t ings; through the Executive Offic ers and tho 
Execut i ve Secreta ry, facilit a t e tho coordinat i on of 
the wor k of the Technical Committees and Drnfting Sub­
c ommittee s wi th other parts of the Conference; and 
servo a s t he channv l through which the various tech­
ni cal sor vi cos of the Secretariat are made fully avail­
able t o t he Techni ca l Cor.m1ittoes and Drafting Subcom­
mi ttoes mid t hoir members. 

III. THE ADMINISTRATIVE SECRETARY 
AND HIS OFFICE 

1. The Admi n:Ls tration Secre t c.r_y wi ll di r ect the 
Secrotarint ' a admi ni strati ve sorvi cos, such as pro­
viding :.1o t el o,nd Conf er cmce spac e , equipment, trans­
por t ations c o:twruni ca t ions, and t he courier and mail 
sys tems. 

2 . The Depu!Y Ac.m:Cni strative Sec rG t a r ios wi ll assi st 
the Administra t i ve Secretary, and serve j n hi s place 
as neces sary t o pr ovide r ound-the-cloclc se r vi ce . 

3, The Execut i ve As s i stant wi ll gi ve general super­
vi sion t o the work of tho Hotel Spac e , Conferenc e 
Re gis t rat ion , and Conferunc e Spac e Offi cers. 

4. '11he Specinl As sistants wi ll perform such special 
dut iesa D tho Admini s t r a t i ve Socrot~ry mc..y ass i gn. 

5. The Per sonne l Offic er will provide personnel re­
quired to perform the s erv i ce s of the Secretariat; 
e stablish a counselling s ervic e f or Secreta r i at per­
sonnel; ass i st in provi di ng medical and health 
facil i ties for the Conforenc e . 

6. The Financ e Offi cer wi ll supervise all f i nancial 
transactions, including the por diom and travel 
allowanc e s of the Secre tar i at; approve oxpendi ture s 
charged t o the Conference account; sign or count er­
sign all vouchers; keep the f j_nanc i al r ecords of the 
Conference and prepare a final financial report to 
the Secre t ary General f or submission t o the Secre ­
tary of StatG. 

7, The Supply Offic er wi ll pr ovide and i ssue all 
supplie s and 0quip111ent f or conduct i ng the business 
of the Conference . 
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8. The Transportation Officer will supervise all 
travel services including air priorities, train 
ac c ommodations, arrangemGnts for special trains, etc . , 
for travel to and from the Conferenc e site. 

9. The Communications Officer will arrange for 
t e l ephone , telegraph , cable and wireless communicaticn. 

10. Tho Hotel §pace Officer will allocate hotel space , 
by dclegati.ons. 

11. The Conferenc e Registration Officer will provide 
for Confer enc o registrat ion of all officially accre ­
dited per sons. 

12. The Conference Spac e Officer procures and allo­
catesllll space in Conference buildj_ngs. 

13. The Local Transportation Officor will arrange 
for buses, l imousines , staff cc.rs, and jeeps for 
trave l no or between hotels and Conference buildings, 
around the city and environs ; operate l ocal fo ot and 
motor messenger s ervice for the convenience of Dele ­
gations and the Secretarint in c onduc ting Conference 
business . 

14 . The Special Mail Officer will maintain the Con­
ference mail room. 

15. The Or der of the Day Officer will, in collabor­
a t ion with t he Executive Secretary and his staff, 
compile the off i cial "Order of the Day" which wi ll 
appear i n the Journc. l t o inform tho Confe r enc e and 
the Socr-etariat of the doJ.ly schedu1e and agenda. of 
meetings of General and Tech.1."li cal Committees , Com­
mi ss ions , etc.; prepare daily l i stings of scheduled 
meetings for bulletin boards in Conference buildings 
and hotels where Delegates and the Secretariat ar0 
housed; and provide proper physical arrangements 
for a ll scheduled meetings in c ooperation with the 
Space Officer, Presentation Officer, and Protocol 
Officer. 
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PROPOSED ORGANIZATION a FUNCTIONS OF SECRETARIAT : The United Nations Conference on /nfernaf1ona/ Or9anizafion 

ADVISERS SECRETARY GENERAL 
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Robert A. Breen ADVISER ON SECURITY Cabot Co'Y'ille John s. Thacher 
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I I 
EXECUTIVE SECRETARY ADMINISTRATIVE SECRETARY 
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C, Ee.:rion R~thwell Williu D. Wright 

DEPUTY 
DEPUTIES 

Aesiet Administratin Secret~ry & serTe in hie: e;bnence, to proTide 24 hour service. 
Asltists El:ecuthe Secretary; directs doCU11.entery serTice.e . . Stephen P. Dorsey John Rus.eell 

Carter L, airseu EXECUTIVE ASSISTANT 
ASSISTANT EXECUTIV~ SECRETARY Gives ~~nere.l 81.lpel'Tision to s.Pace allocation, hotel Ud conference registrs.ti6o. 

ADVISER Musi.eh in direction of technical staff. Merle I. Wood 
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Eroceedings; ID8.io.tains iaison with hecuh ve Officer end wi h other Eroceedii:i,gs; mainh.ins iaison with hecutin Officer end wi b other ~roceedinga; maintains liaison with Executive OfficP.r end wi h ot her ~roeeedings; maintains ie.ison with !I:ecutns Officer and wi h other 
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ecret9.ries . 
Kai: Gideonse ...f!crehries . Paul Pennoyer \ . 
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April 25, 1945 
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UNITED NATIONS CONFERENCE 
ON IN'l1ERNATIONAL ORGANIZATION 

TO THE SECRETARIES GENERAL OF ALL DELEGATIONS: 

The attached page 3 (revised) should be substi­

tuted for page 3 'Of the papers of April 23, 1945, 

which have been submitted on a tentative and informal 

basis by t .he Tempo1,ary Seci-1etariat. These papers 

relate to the organization and procedure of the 

Conference. 

EN.T/eck 

2159 
( 45) 

• 



. , 

5. 

6. 

RESTRICTED 

·• ii--
Nomination of an Executive Committee. 

Nomination of the officers (or the countries 

from w)lose Delegations the officers would be named) of 

the four Commissions and the twelve Technical Committees 

of the Conference. 

7. Re commenda tion that tho Conference approve as 

its Agenda the Dumbarton Oaks Proposals as supplemented 

at the Cri mea Conference and by the Chinese proposals 

agreed to by all t hv Spons oring Governments , and the 

comments thereon s11bmi tted by the participating countries . 

8. Rucommondatlon that the Confcronco approve a 

memo1°andum on the Propos0d Rules of Procedure . 

9 . Statement of the Soviet Deleeation about the 

decision of the Crim0a Conference concerni ng an invi -­

tation to tho Ukrainian Soviet Socialist Republic and 

the Byelo-Russiun Soviet Socialist Rupublic to initial 

membership in the in-ccrnacional s ocurlty organization . 

2159 
( 45) 
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RESTRICTED 'l1IIB UNITED NATIONS CONFERENCE 
ON IN1rERNATIONAL ORGANIZATION Doc. 29 (ENGLISH) 

DC/lt ( 1) 
May 12, 1945 

MEETING OF THE CHAIRMEN 
OF THE DELEGATIONS .• ., 

CORRIGENDA TO THE MINUTES OF THE MEETING OF THE HEADS 
.QJ_ DELEGATIONSJO ORGANIZE THE CONFERENCE , APRIL26, ~ 

/ 

Page 2 , paragraIJh 3: 

Delete the pare.graph and substitute the f ollowing : 

"Sr. Fernande z (Chile ) seconded the motion of 
the Chairman of the Delegation of France that English 
and French be considered on a basis of perfect equal­
ity at a ll sessions of the Conference and mee tings of 
the commis sions, cor:unittees, and subcommittees. 

"He stated that it was the thought of his coun­
try and he was sure of all the La tin Ame1'ican nations , 
tho.t the F:!:ench language should , jointly with the 
English, be the official language of the Conference. 
He s a id that it was tradlti.onal that at all inter­
national conferences the French language be consid­
ered as official . In this cas e , he stated tha t they 
should likewise muke i t so as a tribute to the heroic 
France tho,t has made such immense sacrifices in order · 
to defend libe1 ... ty and democracy against the totali­
tarian regimes . 

"The exprt:.rns ion of Sr. Ferna.ndez wa s seconded by 
Sr. P6rez (Vene zuela ) and Sr. Gallc.ghe r ( Pe ru)." 

Pages 2 and 3: 

Delete the last 4 lines on page 2 and the first 8 
lines on page 3. and substitute the following: 

"The Meeting recommended that at plenary sessions 
of t he Conf er ence addresses in English or French would 
not be interpreted into the other language, but that 
a translation would appear subsequent ly in the 1 Record 1 • 

• 
1181 -1-
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Delegates would be free t o use any other language 
besides English or French, but in this cuse they 
should provide interpretations thereof into e ither 
English or FNmch at their choice . Interpretations 
might b e mo.de into both English o.nd French if the 
speaker dos ired . As regD.rds meetings of commissions, 
t ochnico.l corruni ttees , and subcornmi ttees, it was 
r e commended that interpret.::. tions from English into 
Ii'1-..ench and vice versa would be pr ovided if tho 
meeting in question so desired . De lega.tes would 
b e free in these bodies also to speak in any other 
la:".1.guago , but should provide their own interpre ­
t a tions into ej_thor English Ol"' French." 

1181 -2-
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Provisional 

RESTRICTED 
(;-;nglish) 
April 26, 1945 

THE UNITED NATIONS CONFERENCE 
ON INTERNATIONAL ORGANIZATION 

MEETING OF THE HEADS OF DELEGATIONS .. ---- -
TO ORGANIZE THE CONFERENCE 

Veterans Buildi~, Room 223, April 26, 1911-5, 10:37 a.rn. 

The chairmen of the following delegations were present: 

Australia 
Belgium 
Bolivia 
Brazil 
Canada 
Chile 
China 
Colombia 
Costa Rica 
Cuba 
Czechoslovakia 
Dominican Republic 
Ecuador 
Egypt 

Lebanon 
Liberia 
Luxembourg 
Mex:Lco 
Netherlands 
New Zealand 
Nicaragua 
Norway 
Panama 
Paraguay 
Peru 

, Philippine Commonwealth 
Saudi Arabia 
Syria 
Turlcey El Salvador 

Ethiopia 
F:r1ance 
Greece 
Guatemala 
Haiti 
Hondu1"as 
India 

Un.ion of South Africa 
Union of Soviet Socialist 

Iran 
Iraq 

Republics 
United Klngdom 
United States of America 
Uruguay 
Venezuela 
Yugoslavia 

The temporary President of the Conference, Mr. Stettinius, 
called the meeting to order at 10: 37 a.m. 

I. LANGUAGES OF THE CONFERENCE 

M. Bidault (France) requested that the remarks of the pre­
siding officer be translated into French and the Committee 
discussed the general questioD of the use of languages at the 
sessions of the Conference, 

( 75 ) New Job 98 -1- 7 
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It was movod by M. Bidnult thGt both English and French 
bo used on a basi s of compl e t e equa l i ty c t all Conference 
sessiohs c~nd meetings of commissi on s_, commi tt c::)OS, nnd subcom­
mittees. 

He emplmsizod that this wo.. s D. mc,tter of principlo for tho 
French dol ogo,tion c:.nd tho., t i t WQ S ossontinl not to gi vo support 
t o the efforts which havo boen mad0 to oliminc te o.,s nn interna ­
tionnl lnnguago, Fronch, tho tradit:I.onnl lapguago of diplomacy, 
and ono of tho groat l anguages of civilization, by Qny action 

• t akon a t this Confor onco. 

No obj ection wa s expre ssed to M. Bidc.ul t 1 s proposnl. It 
wns supported by severa l dologntions. 

Tho tompor c.ry Chairm{.:m said that tho Uni tod Sta to s wa s 
porfoctly willing t o acc ept this propos al, but f or tho scko of 
oxpoditing tho work of tho Conforonco a skod whothor th0 Com­
mittee would f c.vor having Pronch and English tro.nslations during 
tho procoodings of tho commissions, committoos, and subcommittoos 
but having tho procoodings of tho plenary sessions conducted in 
English only, wi th subsequent immedia te French transl a tion cir­
cula ted t o tho dologeto s . 

Dr. Soong (China ) moved tlm t English should be the only 
working l anguage used by tho Conforonc e , with t:'. viow t o saving 
tho time of the Confo ronc o . 

Sr. Cncoros (Hondul'llS ) said that if F1ronch were to be tron tod 
as an lldditionnl Conferonco l nngungo, h i s deleg~tion would roquost 
the same troa tmont f or Spnnish. Sr. Vollos o (Brc, zil) s tntod 
tha t ho would ac copt French end Engl i sh as tho working languages, 
but thc t, i f thorc woro t o be sevor nl offici a l l anguQgos, 
Portuguese should bo included. 

In the cours e of tho discussion Dr. Soong withdrew his 
motion t o es t abli sh Engli sh a s tho so l e wo1•ki ng l anguage. 

Mr. · MD., ckonzio King (Cana da. ) oxplcinod tho procedures in the 
Canadian Pnrlinment, unde r which mombors c ro f1~oe to uso 
oi thor English 01' French a t Parliamenta ry sos s i ons. No inter­
pretu tion is mado, but tho r ecord o,ppoars subs equently in both 
l anguages . In commi ttee mee t i ngs int erpret a t i ons a r e provided 
if desired. 

The Committee docidDd thnt at plenary sessions of the 
Confor enco nddrossos i n Engli sh or French would not bo inter­
pre ted into the other l anguage , but tha t a tran s l a tion would 
appea r subs equently in the "Record". Delega t es would be free 

75 -2-
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to use D.,ny othor lc..ngungo besides English or Fronch, but :Ln this 
cnso thoy should provide intorprotc.tions thoroof into English. 
As regards mootings of commiss:Lons .• com1ni ttoe3 _. c.nd subcornmi ttees, 
it wo.. s Ggrood the, t lntorpretr1.. tions from English into Fronch nnd 
vico verse would be provided if the mooting in question so 
dosired. Delegntos would be froe in those bodies nlso to spoQk 
in any othor lcngunge, but should pro vi do thoi:r' own intorproto,­
tions into oithor English or French. 

A. Officio,l Lnn uo.., os 
Mr. Molotov Soviet Union) nskod t hat tho Committee decide 

not only c..s to tho worki11~: l:.mguagos to bo used, but clso tho 
question of tho official langungos of tho Conference. Ho proposed 
that the official languages should be English, French, Russi~n, 
Chine so, and Spc.nish. Tho tomporo..ry Chnirmnn, j_n response to a 
question by Sr. Enr{quoz (Ecundor), ruled tho..t tho de~ision pre­
viously tnken rolo.tod t o tho workin3 la.nguo,gos of the Conference 
and put ton vote Mr. Molotov's □~tion thct tho fivo lnnguuges, 
English, Fronch, Russ inn, Chinose, c,nd Spc..nish be the offj_cin.l 
languages of the Conference. Tho C0~ nittee spprovod tho motion 
by c, show of hnnds. 

II: RAPPOR'rEUR OF THE 
STEERING COMMTrTEE 
Tho ter:1porc..ry Chnirmc~n t1,sked for nonino.. tions for R.':'..pportour 

of the Steering Committee. 

Dr. Soong (Chino.) n ominc. tad Sr. Guillermo Belt Rc.m:!rez 
(Cube,). Sr. Bolt wc..s oloctod un.:1ni1:1ously by the Cor.:hli ttoo and 
oxpf!'ossod his e.pprocic.tion in his own b oho..lf c..nd in behalf of his 
country. 

III. PERMANENT SECRETARY GENERAL 
Tho to::-:pornry Cho..irmcn c.sked for n ominations for pormn.nont 

Secretary GonorQl of tho Conforonco. 

Mr. Eden (United Kingdom) nom:Lnatod tho temporary 
Socrot.'.:!.ry Gonoro.l, Mr. Alger Hiss, cmd tho nomL.1l1.ti6n was 
approved uncnimously by tho Committoo. Mr. Hios oxnrossod 
his thnriJcs to the Commi ttoo. • 
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IV. ORGANIZATION OF THE CONFERENCE --
At the request of the temporary Ct:.f:,irmc.n, the Secretary 

General introduced an informal memorandu.rn on possible organiza­
tion of the Conference prepared by the Secretariat and sum­
marized the main provisions of the document. 

Mr. Molotov (Soviet Union) raised a point of order by 
asking whether the Com.mittee was proceeding on the basis of 
an approved agenda. He poi.nted out that a prelim:l.nary agenda 
circulated to the delegation chairmen had been amended by the 
addition of a ninth pnragraph and asked whetb.E-r the amended 
agenda was in the hands of the members of the Committee and 
had been approved by them • 

The Secretary General read the amended agenda of nine 
par•o.graphs which was before the Cormnittee o..nd explained that 
the amendments had been agreed upon too late to make possible 
the circulation of the agenda in languages other than English . 
The amended d1°0.ft had been circulated to the chairmen of all 
delegations on April 25 . 

The Secretary General stated that the agenda had been 
approved by the representatives of the four s ponsoring powers 
and ho.d been circulated to the other delegations. 

The Secretary General indicated that the f i rst item on 
the agenda, the appointment of n Credontio.J.s Com.111:U:;tee , ho..d 
been reserved for later consideration and that thG second item 
(appointment of a Rapport eur) had alreedy been acted upon. The 
Committee wo.s now engo.ged j_n considering the third :i. tem (pro­
posed orgo.n:Lzation of the Conforonce). 

Mr. Jen Masaryk (Czechoslovakia) stated tho.the had 
received tho revised agenda. only tha.t morning and so.id that 
he had been instructed to ma.kc o. stntoment o.t tho close of 
the meeting. 

The Committee approved the r evis ed cgenda, including the 
statement to be mo.de by Mr . Masaryk. 

Mr. Molotov (Soviet Union) suggested thc.t the first item 
to be considered with roferonce to the organization of the 
Conference should bo tho qucstj_on of tho olection of a chairman 
or co -cho.irmen of tho Confo11 once. The Secretary Genernl pointed 
out tho.t this wo.s tho n ext item on the agondo. and would be 
reached as soon as the gc.meral proposals for tho organization 
of the Conference wore considorod. No o.ction to.ken on tho 
document introduced by tho Secretariat wouJd bs rogardod as 
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prejudicing the subsequont action of the Committee on tho 
question of the Conference chairmo.nship. 

A. Status and Nu.inber of Commi.ssions o.nd Comrnittees 

Mr. Fraser (New Zeo.land) exprossod the view that tho 
organization proposed w:c,:1.s unduly complex and that much of the 
wo1•k assigned to techn:~ca.l committee:s might be accomplished 
in the commissions . It was pointed out thnt the sessions of 
the commissions wepe to be public, unluss an occo.sional clo.sod 
meoting wore decided upon, o.nd that thereforo the work of the 
commissions nnd of th0 committees would be qu ite different . 
Tho Secretary General reported thnt it wo.s th8 viow of tho 
Secretari.at that the commissj_ons nnd committees might decide 
to have joint meetin~s, but that it was Cesir~ble ns a general 
principJ.e of orguni?ntion to assign specific responsibj_lities 
to the commi ttoes. Mr•. Fro.s0r askod whL;ther it wns clonr thnt 
the commissions woi.~J.d be fro'-' to make their mm rules, including 
changes which migh-"c be dcsirnblo in the nurnbo.r nnd work of the 
technical committ, ;es, nnd ho wns o.ssured by the temporary 
Chairman that this was tho cnse. 

B. Mombersh5.p o·n tho Proposed Cr0dentials Committee 
o.nd Exe cufi ~, o CoriinT·fteo-- - --

ir-"'~ ·- -·-· 

The Sec re tnry Gonora.l announced tho. t the Socretario. t·1 s 
proposal as r.)ad by him to the Committee wnt different from 
the document which had boon circulatod with rospoct to the 
number of' me=,.mbers of tho two commi tteos. Tho Secrotnrint now 
recommended. tho.t tho mombership of the Cr•edontinls Cornmi ttee 
should be -3ix o.nd the membership of tho Executive Commi ttoe 
fourteen. 

M1•. Spno.k (Belgium) expressed o. preforonco for a. smo.ller 
Executi,;e Co:r.uni ttee nnd o.slrnd why j_t had been increo.sed. The 
Secrett\ry Genero.l replied tho.t tho increase lind boon agreed 
upon hy the sponsoring governments. Thu tompornry Chairman 
suggested that tho discussion of this matter be postponed until 
the -question of the Exocutivo Couunittec was roached. 1l1he 
memc.n,o..ndum on tho proposed Ol"ga.nizn tion of the Conference wns 
approved, without prejudice to roconsidoratio~ of tho size of 
tho Executive Committee. 

iJ. Trusteeship 

Mr. Fro.sor (Nuw Zealand) and Mr. Forde (A~strnlio.) drew 
the a ttcntion of tho Commit toe to tho function ~J of Technicnl 
Committee 4 of Commission II o.s described in the Secretnrio.t 
document which reads: 
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''To prepare and recommend to Commi ssjon II, 
and to Commissj_on III, as nec0ssary, draft pro­
visions on principles and mechanism of a system 
of international trusteeship for such dependent 
territo1°1es as may by subsequent agreement be 
placed thereunder." 

They pointed out that the last words of this sentence might 
be taken to restrict the scope of the d5.scussion on trustee·­
ship in the Conference. The tempo1,.,ary Chair1i1an stated that 
there would be no such restriction. 

D. Economic and Social Council 

• Abdel Hamid Badawi Pasha (Egypt) inquirud as to which 
committee would discus.,s the questions rc J.nting to the Economi.c 
and Social Council, since thi s matter appears partly as a 
function of the Genero.J. Asse:mbly, end partly i.n the section of 
the Dumbarton Oaks P1°oposals r0lating to the proposed funct:tons 
of the Economic and Soc1o,l Council . The Secr8t::n'y Geno:eal replied 
that tho economic and social questions to be dealt with by tho 
Assembly and by the Econom:i.c c~nd Soc:LaJ. Cound.l would be dis -
cussed by C01mni tteo 3 of C'omni::: r.,:ton II. 

Mr. Molotov (Sovie t Union) supported tho document on 
proposed orgnnization of tho Conf EJ rencc o.nd ro.5.sed two quos -
tions for clarification. F'l.r•st, ho suggested tho.t tho Committee 
should not go int o tho dote.LL[.: of the q-iK:Dti.on of officic,l 
lnnguages at this timo. The ~3 e c1°otc~ry Gen0ral indicated tho.t 
this question was deo.1t wlth i.n r;. second momo:rnndum on procedures 
to be j_ntroduced, and it wa.s e,grccd thnt dj_scussion should be 
deferred untj.1 that mcmo1°andurn was consj_dcre:d . Mr. Molotov 
then raised tho socortd_· point for clcrification as to whothor 
the Conferenc e should choose one president or four presidents. 

V. THE PRESIDENCY OF THE C«JNF'ERENCE 

Mr. Eden (Uni tod K:Lngdom) so.id he had gj_ven much thought 
to the problom of trrn prosidoncy of the Confc renco. Ho fol t 
it was es sential th~t tho Conference should mnkc clear that the 
four Governments which a.cted o.s sponsors wcro acting in unity, 
and that this unity wouJ.d continue throu ghout the Conference . 
On tho oth8r hand, :i. t wo.s noc o ssc..ry for the c onduct of the work: 
of the Confo1,.,cnce to havo at tho helm ono off:i. cGr who would bo 
responsible for organizing nnd d:Lrccting this worlc o.nd thnt no 
more suitable person could be found thc.n tho present temporary 
President of the Conference. 
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Mr . Eden therefore suggostod that the cho.i.rl!1nnship of 
tho public mootings of tho Conference should be roto..tcd among 
the four sponsoring govornmonts but that the Steering Cornmi tt co 
and the Executive Committee should ho.ve one chuirmo.n and he 
proposed Mr. Stottinius. 

Mr. Molotov (Soviet Union) so.id thnt the Soviet de legation 
was prepo.red to recognizo in the most fr:Lcndly mo.nner Mr. 
Stettinius o.s the temporary President of the opening session 
of tho Conference on Ap1'i] 25. HG recognized in Mr. Stottinj_us 
o.n outstnnding prusiding off:Lcer and did not doubt tho.t if the 
Col11I'.litteo were considerlng th:if~ question fro1i1 o. purely tcchnico.1 
point of view it would wi.sh to have Mr. Stettinius o.s Pres ident • 

Mr. Molotov snid, however, tlmt the quost.i.on of tlw 
presidency of the Conforenc•..; '\-ms fol' the Govorrnnent of tho 
Soviet Union n mo.ttor of pr1nciplo. The Sovi.ot doJ.ogat:Lon 
submit tod for tho o.pprovo.1 of the Cu.nfo:r1 onco the prupos~1 tho. t 
tho Conference eloct o.s Co - Presidents roprosonto..tivos of ca.ch 
of the four sponsoring Govcrnmonts, who w,::iuld prosido in rota­
tion. 

In support of this propo sQJ. Mr. Molotov advanced tho 
following considoro.ti on:3. Since: f our Governments hc.d 11r•epa.r0d 
tho Conforenc e and had uctod a.sits sponsors , it would be only 
natural tho.t o. rep1,osento.tiv0 of w1ch should bo elected o..s c. 
Co-President of tho Confor!f:.nco c,nd tho.t tho p1--incj_ple 0 f oquo.lity 
should bo obse1°ved. Should tho propc.!Bnl of tho Soviet Union be 
nccoptod, this principle of oquo.lity of st~tus of the four 
c ountries in the direction of th8 Conforonce would be ostab­
lishod, c.nd the dc loga.tions c ~mld then elect c. number of vice 
presidents fr om other c ountries. 

The dolegntion of the Soviet Union was net s eeking o.ny 
privileges f or itself, o.nd j_t should b o to.lrnn f or g1--o.ntod tho.t 
no ether couJ1try rop1-- ose)nted was a.ttenpting t o o.chicve o. 
priv1loged position f or itself. 

The propcso..1 th:::i.t there should be one President wns 
mot1vo.ted by rec.s ons of o. tocrmico.l nature . There; would be 
a.nple oppcrtuni ty t o arrange for tho order·ly conduct of the 
business of the Conferonce if tho Soviet prJpcsal wero cdcptud . 
In fa.ct, such nrro.ngcmcmts must bo o.ssurcd. Of fnr r.icro 
importance to the Cc:nfL; rEJnco was the o.s surcmco thct f1-- .:r.1 tho 
very beginn1ng of i.ts wc1°k the prir..ci.plc cf unity -ri.r.10ng tho 
sponsors should be ostnblished end 8hould not be u::dorr;-1inod 
du1--ing the whole por:Lod of the: Conforcnco. 
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Mr. Molotov said that these were the reasons vhich led 
the Soviet Union to prop~se the election of representatives 
of the tour Governments as Co-Presidents of the Conference. 

sr: Padilla (Mexico) referred to the norms establishe<i" 
in diplomatic practice, which can be followed without involv­
ing any consideration of national prestige and which should 
not be deviated from without very strong reasons. One of 
these is the custom of choosing as the President of interna­
tional conferences the foreign minister of the host govern~ 
ment. It would be a fitting tribute to Mr, Stettinius for 
his special preparations fbr the Conference, and to the . 
United S~ates for acting as the host of the Conference, to 
elect __ Mr. Stettinius as the President. The views expressed 
by Mr. Eden and Mr. Molotov could be taken account of by 
choosing Vice Presidents from the three other sponsoring 
Governments: 

Mr. Molotov advanced the additional consideration that 
no sfugle President could adequately discharge the heavy 
responsibility of conducting the work of so great a 
Conference, and he added that since the question of equality 
was a fundamental point of principle 1r:i.t:~,. : :.:.L.; O v ,._,1•11: :,,:..t. t ., the 
Soviet Union, would not accept the presidency 11· the Com-
mi ttec should mnke such an offer, Mr. Molotov added that if 
tho proposal of tho Soviet Union were not accepted by the 
Committee, the Soviet Union would be obliged to givo warning 
that 1 t would l'efrain from rmy further reprosontation of its 
delegation on the Presidium of the ·conferenco. The Soviet 
delegation would, under such c:t.rcu.11stancos, take part in tho 
work of tho Conforonco on tho so.rae basis as tho delegations 
of tho non-sponsoring Governments. 

Sr. Padilla said that his proposal was also a matter 
of principle and ho mninto.inod thct if the Conference wero 
m0oting in tho Soviet Union ho would gladly propose Mr. 
Molotov as Prosidont Dnd would net in a similar way if it 
wore mooting in England or China. Ho recognized tho quali­
fic ations of the other representatives of sponsoring Govern­
ments but maintained his motion proposing Mr. Stettinius as 
President of this Conference. 

General Smuts (Union of South Africa) snid that under 
ordinary circumstances there was much to be said for the 
proposal for a single President but that under the specinl 
circumstances of this Confo1,once in which four oquo.l Govern­
ments hnvo invited tho other governments, tho circumstD.Ilccs 
that tho Conference is being held in San Francisco is almost 
accidental. Und01, those conditions, the ordinnry rulos 
nood not nocosso.r,ily o,pply. 
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Mr. Molotov, ho continued, had raised the question of 
principle c.nd thc..t in his view whon nny one of the four 
sponsoring Governments raised 11 question of principle the 
Conference should not ovorrulu j_nsistonce on a point of 
principle by one of the four sponsoring Governments. If 
one of tho govorrunents insisted on a rotating presidency, 
then there should boa rotating presidency. General Smuts 
~ddod, however, thnt this was also n great Conference which 

;) must conduct its business to completion within a few weeks, 
c..nd there was need for one person to be in charge of the 
regular conduct of Conference business in the Steering 

• ruid Executive Committees. Genere,l Smuts supported Mr. 
Eden's proposal of four Presidents,equo.l in status, who 
would preside in turn at tho plenary sessions, one of whom 
would boa permruient Chairman of the Steering and Executive 
Committees. 

Dr. van Kleffcns (Nethorla.nds) support0d MP. Eden's 
proposo..l nnd Mr. Ed0n indicated that it had been better 
expressed by Genor•c,l Smuts tha..ri by himself, He added, 
however, thnt if the Conunittee agreed to choose c. single 
Che.irmc.n of the Executive o.,nd Steering Committeos, it would 
be necessary to delegate to him full power to net in bohnlf 
of the other sponsoring Governments till.d of all the delego.­
tions. He also said tho..t ho wished to oxplnin to his 
collcnguos tho.t the United Kingdom would hnve boon willing 
to accept the proposal of Sr. Padilln for a single President. 

Mr. Fraser nlso supported Mr. Eden's proposal and 
expressed the opinion that it was in full harmony with Mr. 
Molotov's suggestion that tho principle of equality be 
fully safogunrdod, and urgod Mr. Molotov to accept it and 
tho Cammi tteo to o.dopt it unanimously, 

After further discussion, Mr. Molotov suggested that 
tho Committee adopt the following resolution: 

"In observance of the princlple of equality 
betwoon tho four sponsoring Stc.tes which have borne 
end ni-•e bearing tho ma.in burden of the struggle 
for the defeat of tho common enemy, the Steering 
Committee roconn:1ends tho election of four Cho.ir­
men of the Conference." 

The temporary Chairman then stnted that there were throe 
specific proposals before the Committee; (1), tho proposal 
of Mr. Eden; (2), the proposo.l of Mr. Molotov; and, (3), the 
proposal of Sr. Padilla. 
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In further discussion of these n1otions, the question 
was raised whether the two parts of Mr. Eden's motion 
might not be treated se~arately. I~ was sugg~sted ~y 
Mr. Fraser (New Zealand) and M1•. Mo J.otov ( Soviet Uluon) 
that the Committee approve the principle that tliere should 
be four Presidents i n rotation of tho Plenary Sessions of 
the Conference and then take up the question of the chair­
manship of the Exc3cuti ve Cammi ttee and the Steering Com­
mittee at a later ~ime. 

Mr. Eden, however, said that whi le affirming hj_s posi­
tion that in order to obtain unity, the Conunittee should 
agree to the princi1J.e of a rotating President for Plenary 

• Sessions, the parts of his mot:Lon wore so connected that 
he could not ngroe to their being separated. 

Mr. Spaak (Belgium) stated that the entire Committee 
recognized most cordially the great debt which was owed to 
the achievements of th,~ Russian Armies and that this should be 
given expression by accepting the principle of co-presidency. 
He suggested that the questions should be combined in onE: 
motion by addin~ to the text of Mr . Molotov's motion the fol -­
lowing words: and at tho same timo we propos e that 
Mr . Stettinius b(. Chairman of the Steering Cammi tteo and of 
the Executive Committee- , " 

In the courso of further discussion the following addi­
tional points w', Jre brougbt out. Mr. Mackenzie King (Canada) 
emphasized the e;roat impo:etanco of making it clear t o the 
public through ·1nnouncomen t of tho election of f our Co­
Presidents that the Confer(;nce was beginning wi th unity among 
the Sponsoring Gov ernments, and that Jt might be desirable 
for them to wm•k out la tor "the most appropriate method of con ­
ducting tho bu·-3iness of tho c c,mmittc c s . He hoped that 
Mr. Molotov hims elf mi.gh t fee :~ that for th e: committee work 
one chairman would bu a dcsir ~blc arrangcmor:.t . 

Mr. Molotov suggustod th,.. t the question as to who should 
preside at ma otings of tho r epres enta tives of tho four Sponsor­
ing Govornmc:nts was one whlch ;:.;hould not b e submitted to tho 
Conference . Ho stated that he fully agro~d with Mr. Eden's 
viow that whon tho re11r osont&tivos of the four t~ovornmonts do 
meet, ho would be very g lad to have Mr. Stottinius preside . 

It was proposed by Faris ol-Khour (Syria ) thut tho entire 
ma ttor bo loft to tho ropre .. : cnta tives of tho ~:, oonsoring (J:>vorn -­
mcnts to decide in behalf of the Conforonce . 

Sr . Castro (El Salvador) pointed out tha t the moti ons of 
Sr. Padilla and of Mr. Molotov wore mutually exclusive but 
that j_t might be possible to combine the motions of Mr . Eden 
and Mr . Molotov. If this wero done, it would be necessary to 
reject Sr. Padilla 1 s motion for 8 single chcirman . 

Sr. Padilla withdrew his motion, 
'7C::: 
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Mr. Molotov then stated that he felt it proper to tako 
into account the commonts made by Mr. Eden end Mr. Spc.ak and 
supported by other delegations. He renewed the suggestion 
that tho question be divided into two parts, of which tho 
first should be decided immediately and tho second (nc.molr 
the chairmc,nship of tho Executive and Stocr::Lng Commi ttoos) 
postponed. Mr. Molotov said thc.t tho question of tho presidency 
of tho Plenary Sessions of tho Conforenco was most urgent and 
he suggested tho following modified rosoluti.on: 

"In the observance of the principle of equality 
between the foux• sponsoring states who are bearing and 
have borne the main burden of the struggle for tho 
defeat of the enemy of all tho United Nations, tho 
Steering Cornmi tteo suggests tlm t four chairmen be 
selected for tho J-llenn.ry So:::sions of tho Conforonoe . 11 

The te1:1pornry Chcirnmn sold that it would be unfortunc.te 
to divide this issue end thct the whole question should be 
decided now. He then called for a vote on the question which 
he sum.marized as follows: 

1. That there should bo four Prusidents of tho 
Conference _; 

2. That the four Presidents should preside at tho 
Plenary Sessions in alphabetical rotation; 

3, That tho reprcsontativos of the .four Sponsoring 
Governri1c.mts should rnoet together from ti1:10 to tir:10 
and that at these meetings Mr. Stottinius should 
prosido; 

4. That the representative of the United Status should 
bo tho Chatrmc.n of tho Stoorine; Cor.mittoe c..nd of 
tho Exocutivo Cor:1r;1ittcc c.nd that tho chcirmon of 
tho othor (:clogations shoul d glvc full powers to 
Mr. Stottini..us for seo:Lng thcat tl1o WOl .... k of tho 
Conforoncc wo..s carried out . 

M .. ·Bidnult (Fro..nce) suggested thc.t n vc,tc ;:: t this tir;ie 
should be avoided in the hope that tho Conference could start 
with ronl urn:mimi ty on the question of tho chairrmnship and 
that soce other raothod should bo sought f or finding n solution. 
In the monnwhilo tho present Touporn1°y Prusidcnt o.f the Con­
ference should contL-rne to preside. Mr. Mnso..ryk (Czechoslo ­
vakia), however, indicated that ho would favor e decision at 
this ti.me on the chairmnnship of the Plenr:,ry Sossions a.nd 
supported the notion of Mr. Molo tov. Sr. Belt (Cube) sug­
gested that if four Presidents of the Confcronco were to be 
chosen that they should bo chosen by the Asser.1bly. 

The tomporc.ry Chairr:-1nn them put the notion to c., vote and askr:xl 
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the Secretary General once more to summarize Mr. Eden's pro­
posal. Mr. Hiss restated the motion as follows: 

"There are to be four Presidents to preside at 
the Plenary Sessions. These four Presidents may 
meet together from time to time, Mr. Stettinius 
to preside at such meetings. Mr. Stettinius is 
to preside also at meetings of the Steering Committee 
and of the Executive Commi tte,;9. Mr. Stettinius is 
to have the full authority of the Conference for the 
conduct of affaix•s." 

Mr. Molotov said that he was fully in agreement that 
Mr. Stettinius should proside over meetings of the four for­
eign ministers as well as over meetings of the Steering and 
Executive Committees, but that he felt that the latter question 
was a matter to be decided by the Committees themselves and 
not by the Conference. 

Mr. Stettinius then put Mr. Eden's motion to a vote of 
t he Committee and declared that it had been appr~ved. 

Mr, Molotov then said that he could vote in favor of the 
proposal for four Presidents of the Conference, and that he 
had no objection to haying Mr. Stettinius act ~s Chairman of 
the Executive and Steering Committees. Since, however, the 
question of how to arrange for Mr. Stettinius to serve in this 
way was not a question for the Conference itself to decide he 
could not cast his vote in favor of Mr. Eden's motion in its 
present form. 

Mr . Molotov, therefore , a.sked tnat his own motion be put 
to a voto, but tho temporn.ry Chairman ruled that since it 
constituted a portion of a motion which had already been 
approved it coulq not bo separately submitted to the Committee. 
The temporary Chairman informed the Committee that he was not 
a free agent, but was under instructions in the matter of hav~ 
ing a single chairman to preside over meetings of the foreign 
ministers of the four sponsoring Governments. 

The tenporary Chairr.10..n at this point asked fo:r a brief 
suspension of the Co:omittoe session. The Committee reconvened 
at 2:10 p.m. a.nd Mr. Eden said that he was sure all member s 
felt that this question of the Conference presidency should be 
decided unanimously if a way could be found. He said that 
it was apparent that agreement coul d not be reached at this 
moment, but he was also convinced that it would be possible 
to reach ag:reament if a little more time were provided. He 
therefore ::ioved that the entire question be postponed for 
later discussion in the Steering Coramittee o.nd that in t he 
meanwhile the heads of the delegations should ask Mr. Stettinius 
to preside over the Plenary Ses sion sched~led for that after­
noon, without constituting o. precedent. Ho e.lso moved that 
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after taking this action the Cotnnittee should adjourn. This 
r:i.otion was seconded by Dr. Soong (China) • Mr. Molotov said 
that it would b0 better if the question of the presidency 
of the Plenary Session could be settled then Md the other 
questions deferred, 

The temporary Cho.irmnn said he could not ugreo with 
Mr. Molotov at this tir:io Md that the motion of Mr. Eden 
doforrod tho entire question. He asked for a vote by show 
of hands Md the notion was approved. The to~porary Chairman 
then unnounced that the Plenary Session scheduled for 3:30 
p.m., April 26, would be held as scheduled but that the 
Plenary Sossion scheduled for the morning of April 27 would 
be cuncelled nnd that the Steering Committee would meet aguin 
at 10:30 a.m., April 27, at tho srune place. 

Tho meeting was declared udjournod at 2:30 p.m. 
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Apr:i..l 25, 1945 

UNITED NATIONS CONFERENCE 
ON INTERNA'rIONAL ORGANIZATION 

TO THE SECRETARIES GENERAL OF ALL DELEGATIONS: 

The attached page 3 (revised) should be substi­

tuted for page 3 of the papers of Apl"il 23, 1945, 

which have been submitted on a tontative and informal 

basis by t,he Temporary Sec1"etm•iat. These papers 

relate to the organization and procodure of the 

Conference. 

ENT/eek 

45 

258 





UNITED NATIONS CONFERENCE 
ON INTERNATIONAL ORGANIZATION 

RESTRICTED 

MEETING OF THE HEADS OF DELEGATIONS TO ORGANIZE THE 
CONFERENCE 

/ 
Protosed Agenda 

Revised.) 

It is suggested that the Chairmen of all Delegations meet on 

April 26, 1945, at 10:30 a.m., under the chairmanship of the 

Temporary President of the Conference, to consider the following 

matters: 

1. Appointment of the Credentials Committee, and designa-

tion of its Chairman, by the Temporary President of the Conference 

with the approval of the Heads of the other Delegations. (It is 

contemplated that the Credentials Committee will meet at once and 

that it would have its report ready for presentation at the First 

Plenary Session, 3:30 p.m., that same day.) 

2. Appointment of a Rapporteur of the Meeting by the Tem­

porary President of , the Conference with the approval of' the Heads 

of the other Delegations. 

3. Recommendation that the ConfBrence approve a memorandum 

on the Proposed Organization of the Conference. 

4. Nomination· of the presiding officer of officers of the 

Conference. 

April 26, 1945. • 
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RESTRICTED 

·• ~ 
5. Nomination of an Executive Committee. 

6. Nomination of the officers (or the countries 

fropi whose Delegations the officers would be namea) of 

the four Commissions and the twelve Technical Committees 

of the Conference. 

7. Recommendation that the Conference approve as 

its Agenda the ~umbarton Oaks Proposals as supplemented 

at the Crimea Conference and by the Chinese proposals 

agreed to by all the Sponsoring Governments, and the 

comments thereon submitted. by the participating countries. 

8. Recommendation that the Conference approve a 

memorandum on the Proposed. Rules of Procedure. 

9. Statement of the Soviet Delegation about the 

decision of the Crimea Conference concerning an invi­

tation to the Ukrainian Soviet Socialist Republic and 

the Byelo-Russian Soviet Socialist Republic to initial 

membership in the international security organization. 

89 (rerun 
of 45) 

-2- (Revised) 
• 
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UNITED NATIONS CONFERENCE 
ON INTERNATIONAL ORGANIZATION 
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RESTRICTED 
April 23, 1945 

The attached memorandum on the Proposed Organi ­
zation of the Conference Secretariat is submitted 
on an i nformal basis by the Temporary Secretariat 
of the Conference for the information of the Secre­
t a 1" j_e s General of the Delegations and the members of 
the Temporary Secretariat. 
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April 23, 1945 

THE UNITED NATIONS CONFERENCE 
ON INTERNATIONAL ORGANIZNPION 

PROPOSED ORGANIZATION OF THE CONFERENCE SECRETARIAT 

The United States Government, as host to the 
Con.ference, has assumed the responsibj_lity for organi­
zing the Secretariat which will perform the usual 
technical, documentary, and service functions.. The 
personnel of the Secretariat will be provided by the 
United States Government, together with such staff 
as may be made available by other participating Govern­
ments. 

The Secretariat is organized and will function 
as described below. The appointnents shown on the 
attached ohart are temporary. 

I THE SECRETARY GENERAL AND HIS OFFICE 

1. The Secretary General will supervise the Confer­
ence Secretariat, receive formal proposals for sub­
mission to the Conference, and serve as Secretary of 
the Steering and Executive Committees. 

2, The Deputy Secretary General will perform jointly 
with the Secretary General the functions of that 
office, act in the Secretary General's place during 
his absence, and serve as Assistant Secretary of the 
Steering and Executive Committees. 

3, The Advisers, Special Assistants, Executive Assist­
ants and Assistants will advise the Secretary General 
and Deputy Secretary General and aid them in organi­
zing and facilitating the work of the Secretariat 
and will perform such special duties as the Secre-
tary General and Deputy Secretary General may assign. 

The General Advisor will supervise the Special 
Assistants engaged in liaison work with the delegations. 

4. The Executive Officer of ~ho Steering, Executive 
and Coordination Committees wj_ll assist the Secretary 
General in the work of thesG Committees, including 
making preparations for meetings, drafting Comrrdttee 
documents as directed, recording the proceedings of 
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meetings i ncluding votes taken, supervising the pre ­
parat i o:r. of ~-:n0 t;ff'lc i_ .., J P::Ln't .. -=i s c,f tb0~1e Gornm1 t tee s, 
an6 1 . .1.c-i .. 7. n t·• tJ..i.c1·\ -~· r ~1.t ·:. -!- ~-' -.. )}.:_ \,-~-;-,-: · ... _.Jir.: :C::<E;·\,1r\.l ·,r \:: :,1 ftr;('!)s 
and 0'-"'=:.;r~ .. ·,._.7.,:··:,_.~::-1 L':;·. :.h ... J :_:.).tt~nL::' ~~"}\;.r1~1 :.:-t<l. =-.2 8,J~1llJ_cal Oom­
mi i; ~d.:; cL:~ " 

5. Trlc p,--.~ 0.-~Gi.. c::-:-~_,) (' l"' 11°j _i_J_ t_:,:::l;rtse t:10 Px• e sid.:mt and 
0 t {"~~·•::~~ -l :'cl'f~ 1.-:-~~--::~--i.: -; ,_; -~-{ ~-~ ---,- ,- l. ~j:. ;:;1 ·~ :t 'rJ ·:i_.:; ~.:-,_\ti G :-:1.8 c.:c.J t!1,; 111 

st af.; · s ✓ t h,; ~f-. ~ ~ :,:_.·:_: 0.·,~· ·r c; ~\·J 1:_;~ )'.":2 i •J.. :~.ct c,::hor 3r:;c rs-t::1.ria t 
of fi~iels, on m[1i.·.t 02'.0 :1. 0f y.:-:·: :,crc,ol. 

6 . The Cultural Activ:Lti.Gci Oftic e r will consult 
with local groupsresponsi'5le-·l'o1 ... arranging educational, 
nusica l, dramatic, aritistlc and other cultural activi­
ties of interest to the d0legat~ons and other Confer­
enc e visitors. 

7. Tho Presentation Officer will assist the Secre ­
tariat ·staff in effective documentation through visual 
diagrt:.ms &nd cho.rts "co accor,1pany official documenta­
t i.on , etc.; plan eff0ct i ve prc:sontat ion tochniquos 
for• conveying i.nfor ma tion c:.bout Conference activities 
t o D1:; l egations and thoi1' staffs, and to the publ:ie 
for offic ial and historic c.l r ecording purposes; and 
make microfilms of all Confer enc e documents. Media 
used will includ0 cha.rt l 0cturos, brochures, f i l ms, 
mi crofilm, dic.gr·ams and charts, decorntions, sound ' _. 
recordi ngs, l ight ing arrangements, special uxhibits; · 
e tc. 

8 . The Photogr~ppic Officer wi ll be responsible for 
obtaining a. photographic r·ocord of the Conference, 
end will furnish the Presentation Officer with 
technica l as sistance i n pl anning and installing 
lighting and sound oquipn1Gnt; hu will c.lso super­
vi s e tho dark room and furnish photographic supplies. 

9. The Comptrolle r will advise the Secretary General 
with rospect t o nll proposod expendi tures . 

10. The Information Officer will maintain general 
information desks in hot e ls and Conference bui ldings 
to a.nswer quest ions concoPning the organization and 
genar c l procedure of the Confvrenco, nnd names and 
l ocation of persons a ttending ; ho will also be re­
sponsible for handling upofficinl Conf0renc0 mail 
such as l8tt e:r-s. of inquiry . 

.. i . 

' 11. The Admissions Offi~0r will control and issue 
all t icko t s fo r ndrn:i s~:I'd'n t o Confer ehce-.mee t ings. 
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12. The Security Officer will supervi se military 
and no,val guc.rds stationed 1n Conference buildings. 

II. THE EXECUTIVE SECRETARY AND HIS OFFICE 

1. The Executive Socretar~ will generally assist 
th0 Secr•e ,~l 1,rJ 1:ro.dtff C;l in the technical work of the 
Secrotari ltt ; coora2.. :.1nte the work of Execu1~j_ve 
Offi c8rs c..nd s,:1 -:-r c-:.n,ri e s of Co2:1.missions, Technical 
Commi ~;teo;:-1 C'JY5. D: n.f' t i ::1g Sub-Coi:uni ttee s; su:;_ >e rvise 
the '.:;c(; t•e t n.:::' J .<JI:, ~, c: , cPn'.entnr•y and t echni.:::a1 odvi sory 
s er v~ ccs ; t ir0~~ t~~ r r 0parati on of r eportc and nin- -
utos of t11e CotJn.::..~.sLo::~s c..nd Technical Co~r;1i ttees; 
and adviso with the De l ega tions on questions pertain­
ing to the techni cal work of the Conferenc e . 

2, . T~? _D0p 1.ty Exs cut: ~ __ vc. Secre to.r:y _ wi~l nss j_ st t~e 
Excc·,:t.1,iv2 :Jc crc t, :-.1 y , tsJ.i! l Tq:~ ,:i.:; p'!"incipal nttention 
to doc •.!rr:.enro.ry ,-sur1..:.c ss i 0/Llj_,::-.:--J. ::.. !1c; l·L1de cdi t 1ng, trans­
latL1g a11d int e:.:pi- g·G:f.n g , Rt enog~·[ .:;_::ih.:i. c, report1ng, dup­
l i ca~i ng, i ndexi n g and r eferenc 0 s a rv! ce, keeping tho 
a rchi ves, provi cE r.:.g :;:' or fiJ.cs anc. distribution of docu­
ments. 

3, The Assistant Executive Secretary will assist the 
Executive Secretory: gj ving his prT:ncipal ntte.ntion 
to the work of Exocutivo Offi cers and Secretarie s 
of the Comr.1j_ ssions, Toch--11.icc.l CoEunittoes, nnd Draft­
ing Sub-Comni ttee s. 

4. Tho Advis ers and Special Assistants to the Execu-
t i vo Secretary i;,fil. l :.)0rfor 1:1 ··c~ucll c'\ut h~ o · ~.s ho 1:10..y . assign. 

5. The Technical Advj_ ser on Trenties will c.ssist the 
Executive Secr•,3·L~ary, Execut i ve Officers nnd Secre­
tnries of th0 Cor.uniss 2. ons, '11e chnical Committees and 
Sub- Committ ees on t echnico.l matters of trea.ty pre­
cedent, intarpretntion, and drafting. 

6. The Adviser on Geography will give t echnical 
assistance in provi ding published maps and geograph­
ical charts for Confer enc e use; in de s i gning and 
drafting maps and geogrc phical charts; in advising 
on geographical questions p9rtnining to the deline­
ation of areas, and providing comparative factual 
information on specific areas ~s required in the work 
of tho Commissions , Technical Committees and Drafting 
Sub-Committees. 

7. ~ Libr~rian will arrange for adequnte library 
facilities to s 0rvioe the Delegations and the Secre­
tariat; select and assemble reference volumes, maps, 
statistical dutu and other background material for 
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official use; arrange with local libraries for loan 
of books and other reference services. 

8. The Documents Officer will supervise, under the 
direction of the Deputy Executive Secretary, the pro­
cessing of all official documents for use in Confer­
ence, Commission, Committee and Sub-CoJTu.~ittee meetings 
or for general information of the Conference nnd Secre­
tariat. He will direct the Secretariat staff units 
concerned · in the sever.:11 processes of editing, trans­
lat;tng . recording, typing and duplicating documents, 
indexing, filing and distributing for Conference use, 
determine priority of processing when necessary; main­
tain documents numbering system, and supervise pre­
cautions taken by the processing sections against un­
authorized disclosure of Conference records. 

a. The Conference Editor will edit for form, 
styleand general nppearance all Conference 
documents prior to their duplication and use; 
compile, edit, correct proof, and handle the 
printing of the official daily Journal of the 
Conferonce, containlng the "Order of the Day", 
summaries of verbatim minutes of Plenary Sessions 
and Commission meetings, and announcements, etc.; 
compile, edit and correct proof of the official 
daily Record, a collection of the scrJDaries of 
Committee and Subcommittee meetings, and other 
documents emanating from the meetings; edit and 
handle the printing of lists of Delegations; 
proofread the Final Act of the Conference. 

b. The ~anguage Officer will assist in pro­
viding interpreters and translators for th0 
Delegations and their staffs and officials of 
tho Secretariat to facilitate the conduct of 
meetings of the Conference, Commissions, Com­
mittees and Subcommittees; translate Conference 
documents o.s required in the langunges prescribed 
in the Rules of Procedure; translate the Final 
Act of the Conference into the languages deter­
mined by the Conference. 

c. Th~ Reporting, Stenosraphic and Duplicating 
Officer will mainta;i.n the pool of stenographic 
reporters to record the proceedings and minutes 
of all meetings of the Conference, Commissions, 
Committees and Subcommittees; supervise staff 
for typing, duplicating, and assembling Confer­
ence documents; provide secretarial assistance 
for the Conforonce and the Secretariat. 

·I 
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d. The Index and Reference Officer will main­
tain~complet~und current (daily) index of 
all Conference documents, including a topical 
heading and brief identifying analysis of sub­
ject matter covered; provide a reference ser­
vice on all Conference documentation for members 
of Delegations and for the Secretariat. 

e. The Archivist will maintain a complete re­
cord of the Conference; collect the original 
copies of all Conference documents, including 
complete files of all Commission and Committee 
meetings, press releases, the Journal, the 
Record, etc.; maintain files of the official 
correspondence of the Conference and working 
materials of tho Technical Secretaries. 

f. The Documents Distribution and File Officer 
will provide distribution of ConferGilCG docu­
ments to authorized officials; maintain a basic 
reserve file of every doc\.UUent processed, n 
stencil file for ·additional reproduction as 
required, and a microfilm file. 

9. The Executive Officers of Commissions will assist 
the Presidents, Ro.pporteursnnd Assistunt Secretaries 
General of Commissions in preparing for meetings; 
ma.into.in necessary liaison with the other branches of 
the Secretariat; draft documents as directed by the 
Commission officers; advise such Officers on parlia­
mentary and Conference procedure; record the pro­
ceedings of Commission meetings; infor•m the Order of 
the Day Officer of desired time and place of future 
meetings; assist in coordinating the work of the 
Secretaries of Technical Committees and Subcommittees 
of the Commissions; and serve as u channel through 
which the various technical services of the Secre­
tariat are made fully avnilable to the Commissions 
and their mer.1b0rs. 

10. The Secretaries of Technical Committees und 
Drafting Subcommittceswill assist the Chnirr.1er1and 
Rapporteurs in preparing for and conducting meetings. 
Tho Secretaries will draft documonts as directed by 
the Committees and Subcommittees; advise and assist 
delegates with respect to the introduction of docu­
ments; record proceedings; attendance and votes at 
meetings, and arrange for necessary interpreters; 
aqvise the Chairmen on Conference procedure; provide 
liaison with the documentary, technical advisory and 
presentation services of the Secretariat; ascertain 
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distribution requirements of documents and keep the 
Documents Officer informed; inform the Order of tho 
Day Officer of desired time and place of futuro 
meetings; through the Executive Officors and tho 
Executive Secretary, facilitate the coordination of 
the work of the Technical Committees and Drafting Sub­
committees with other parts of the Conference; and 
serve as the channel through which the various tech­
nical services of the Secretariat are ma.do fully avail­
able to the Technical Committees and Drafting Subcom­
mittees and thoir members. 

III. THE ADMINISTRATIVE SECRETARY 
AND HIS OFFICE 

1. The Administration Secretary will direct the 
Secretariat's administrative services, such us pro­
viding hotel and Conference space, equipment, tra.ns­
portntion, communications, and the courier and mail 
systems. 

2. The Deputy Administrative Secretaries will assist 
the Administrative ~ocretnry, and serve in his place 
as necessary to provide round-the-clock service. 

3, The Executive Assistant will give general super­
vision to the work of tho Hotel Space, Conference 
Registration, and Conferunco Space Officers. 

4. '11he Special Assistants will perform such special 
duties as the Administrative Socrotnry mc..y assign. 

5, The Personnel Officer will provide personnel re­
quired to perform the services of the Secretariat; 
establish a counselling service for Secretariat per­
sonnel; ns.sist in providing medical and health 
facilities for the Conference. 

6. The Finance Officer will supervise all financial 
transactions, including the por diem and travel 
allowances of the Secretariat; approve expenditures 
charged to the Conference account; sign or counter­
sign all vouchers; keep the financial records of the 
Conference and prepare a final financial report to 
the Secretary General for submission to the Secre­
to.ry of State. 

7, The Supply Officer will provide and issue all 
supplies and equipment for conducting the business 
of the Conference. 
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8. The Transportatj_on Officor will supervise all 
travel services including air priorj_ties, train 
accommodations, arra.ngernents for special trains, etc., 
for travel to and from the Conferenc e site. 

9. The Communications Officer will arrange for 
telephone, telegraph, cable and wireless communicaticn. 

10. Tho Hotel Space Officer will allocate hotel spac e , 
by dclegati.ons. 

11. The Conference RegBstration Officer will provide 
for Conference registra.· ion of alTofficially accre­
dited persons. 

12. The Conference Space Officer procures and allo­
catesllll space in Conferenc e buildings. 

13. The Local Transportntj_on Officer will arrange 
for buses, limousinen , staff cars, and jeeps for 
trave l to or between hotels and Conference buildings, 
a.round the city and env.irons; opera.te local foot and 
motor messenger service for the convenience of Dele­
gations nnd the Secretariat in conducting Conference 
business. 

14. The Special .Mail Officer will maintain the Con­
ference mail room. 

15. The Order of the Day Officer wj_ll, in collabor­
ation with the Executive Secretary and his staff, 
compile the official "Order of the Day" which will 
appear in the Journ~l to inform tho Conference and 
tho Socretarint of the dc.lly schedule and agenda of 
meetings of General and Technical Committees, Com­
missions, etc.; prepare daily l i stings of scheduled 
meetings for bulletin boards in Conference buildings 
and hotels where Delegates and the Secretariat are 
housed; and provide proper physical arrangements 
for all scheduled meetings in cooperation with the 
Space Officer, Presentation Officer, and Protocol 
Officer. 
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UNITED NATIONS CONFERENCE 
ON IN'rERNATIO!IAL ORGANIZATION 

0cc J, f' 

b(j , (4) 
RESTRICTED 
April 23, 1945 

The a t tached memorandum on the Proposed Organi­
zation of the Conference Secretariat is submitted 
on an informal basis by the Temporary Secretariat 
of the Conference for thu information of the Secre­
t aI'ies General of the Delegations and the members of 
the Temporary Secretariat. 

240 
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April 23, 1945 

THE UNITED NATIONS CONFERENCE 
ON INTERNATIONAL ORGANIZATION 

PROPOSED ORGANIZATION OF THE CONFERENCE SECRETARIAT 

The United States Government, as host to the 
Conference, has assumed the responsibility for organi­
zing the Secretariat which wi ll perform the usual 
technical, documentary, and service functions. The 
personnel of the Secretariat will be provided by the 
United States Government, together with such staff 
as may be made available by other participating Govern­
ments. 

The Secretariat is organized and will function 
as described below. The appointments shown on the 
attached chart are temporary. 

I THE SECRETARY GENERAL AND HIS OFFICE 

1, The Secretary General will supervise the Confer­
ence Secretariat, r eceive formal proposals for sub­
miss i on to the Conferenc e , and serve as Secretary of 
the Steering and Executive Commi ttees. 

2, The Deputy Secretary General will perform jointly 
with the Secretary General the functions of that 
office , act in the Secretary General's place during 
his absence, and serve as Assistant Secretary of the 
Steering and Executive Committees. 

3. The Advisers, Special Assistants, Executive Assist­
ants and Assistants will advise t he Secretary General 
~Deputy Secretary General and aid them in organi­
zing and facilitating the work of the Secretariat 
and will perform such special duties as the Secre-
tary General and Deputy Secretary General may assign. 

The General Adviser will supervise the Special 
Assistants engaged in liaison work with the delegations. 

4. The Execu~ive Officer of ~he Steering, Executive 
and Coordination Committees wiTI assist the Secretary 
General in the work of these Committees, including 
making preparations for meetings, drafting Committee 
documents as directed, recording the proceedings of 
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meot ings i ncluding vote s t aken , supervising the pre ­
par a t ion of 'chG offic i:i J :rr:~:_al1t.-=Js of tho~-;e Con:.n1i t teo s, 
and 1,1-''::i.n t c,i.ci-: ·c1.: J.:t ::L~.' .::.J: ',1 ~ i·- '. ·::.LE:: E:,'.s,,n ;i'i,re '.'ff :L 8r:,rs 
and 80cr ~;·~.(-:'"J.~ ~? u:=· r.iJ. .. ; c .. ·)x11ri:!.e~i-.Jn:·1 -:1.::..r.l ;f f..: ~Jhr1.ic a l Com­
mi t tiee ;:) .. 

5. T'1.u ?,0 ·,~0,;,c·; C::'.'\' i_ ,:c,r 1~:J _i.1 o.c1~1j_se the Pre sident and 
0 t -r:, 0.-.~ l : o·r.• 1_·· c, .. ," .. ·1' ··., ,_ ·,, -~ ".i :·, - • · ,--l· -1:·" T'__, ·' ~ c· ·, +-1 o ·- " ~ r· ·" + ·h "' 1· 1• 

........ ~ ... _;_ • • , 1 . : ._ .. vi.:;·:}·• • .. V.) c., .:.U u .v 

r-tJL_ ;-:i. -P ~ .. s t·nl ·:i. ~".::·. , -),-:-.. -~- :"i ·, • . ;· t . ::-,.,1t-, .. 1:~. 1 t' ,1 cl o·:....hr. ..... r :~1--~C"".1. "'·tar 1· at 
...., ,._.,,.1. • } . • -'- · - : :· '-' - Y '-· .,_ · · -'·' ,.., __ I ....,._ · • • ~ V \,,./ ,._,, '-' 

of ficials, on m~~G0~3 of ;r~tocol . 

6 . The Cultura l Act ivj_ti.os Of fi cer wi ll consult 
wi th l oca l groups r esponsible· f or ar.r a.ngi ng educational, 
i:ius i cal, dramatic, ar•t i stlc and other cultura l act i vi­
ties of int er e st to the de l ega t ~ons and other Confer­
ence visitors. 

7. The Pre s enta tion Officer will ass i st the Secre ­
t a r iat stQff in eff ecti ve documenta t ion through vi sual 
diagr c,ms .s.nd chei.rts t o acc ompany off i c ial documenta­
t ion, etc.; plan eff0ct i ve pros ont ation t ochniquos 
for• c onveyi ng i nformation c-.,bout Confo r enc o actl vi ties 
to De l egations and their staffs, and t o the publi c, 
for off i cial and historicc l r ec ording purpo s e s; and 
make microfi lms of all Confer enc o documents. Media 
used will include chart l ecturos, brochure s, f i lms, 
microfilm, di c. gi-•ams and ¢har ts, decorat i ons, sound 
recordi ngs, lighti ng arrangements, spec ial oxhibi ts, 
e tc . 

8. The PhotogrQphic Of fi c 0r wi ll be res ponsible f or 
obtain i ng a phot ogr aphi c roc or d of t he Conforenc e , 
end wi ll furni sh the Pr e s entation Off ic er wi th 
technica l ns s i stanc e i n pl anning and installing 
light i ng and sound equipment; hu will nlso super­
vise the do,rk r oom and f'urrdsh photographic supplies. 

9. The Comptroller wi ll a dvise the Secretary General 
with r ospect t o nll propo s ed expendi ture s. 

10 . The Informat ion Off i cer will r.mint ain general 
i nformat i on de sk s i n ho t e ls a.nd Conferenc e bui l dings 
to answer quest ions conc erning t he organi za t ion nnd 
generQl proc eduro of the Conf or enc c , and name s- and 
location of persons att endi ng; hu will al so b e r e ­
spons i ble f or handli ng unoff i c i al Conferenc e mai l 
such ns l ett ers of i nqui ry. 

11. The Admi ssi ons Offi cer wi l l cont r ol and i s sue 
all t i cke t s f or admis s ion to Conf e r enc e moe t ings. 
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12. The Security Officer will supervise military 
and no..val guards stationed j_n Conference buildings. 

II. THE EXECUTIVE SECRETARY AND HIS OFFICE 

1. The Execut ive Sacretnry will generally assist 
th0 Secr·e c;nr-J Gctierc:: .. J. i n the technical work of the 
Secrot c r ir.tt ; coo1•ai~1n,te the wo:i:'k of Execu-s j_ve 
Offic ers c,.n.d Se-:- :r·c t r:i .. r ie s of Cornnj_ s sions, Techn.ico.l 
Commi t teGt-1 c .. n-:5. .:J ,· n./ t i :'.:lg Sub-Committ ees; S1J.}JCrvi se 
the Sou·0 t: L:::' ~ 8 L · rJ c: ,J cr.r;ientnry and t echnL~ a J. o.,dv i sory 
s erv ~:..•J;__; s; ci 1:' ,:Jr:: :, t ·n8 p:ri epar a tion of r epoi"' t J and nin- · 
ut e s of t n0 Co1mni~,s L0!1s c.nd Toclmical Co:;nrni ttee s; 
nnd a dv i so wi th t he De:::_e gntions on que st i ons pertain­
ing t o the t echni cal wor k of the Conforenc o . 

2. Th o Deputy Exe cuti ve Secre t nry will ass i st the 
Exoc·::i1, :tv·~-=--;~c,c"i ,sT~.J>; ~·-· ii v ir:i;::- r: l :;- 1ir i nc i pal a ttention 
to d 0 ( ' 1 tnP.n rnr:y .-- c.: ·r 'J i f". '·', ~· 0 .-f1 1 .. , , .... ~-l '') ' " l . 1 n 0 ed 7 t 7 Il 0' trans-- . .. "- - ·' ••·- .::>..._ -..J -:.Jp ,. ___ _ ,, i.. _._ .•. .._ ,,_._1,.. ~ ... - ...... D J 

lati ,1g- a11d i nt e :.·pr·e t j_ng , ti tenog~~·c: .. phi c, r eport i ng, dup­
l i c :J;~i ng, i ndexi ng and r ef er enc e s e rv :.. c e , keepi ng the 
archi ve s, providj_ng f or f i l e s and distr i but i on of docu­
ments. 

3. The Assistant Executive Secre tory will assist the 
Execut i ve Secro t o.r~r: givi ng hi s prTnc i pnl ntte.ntion 
to the work of ~~:x:c Gu-i:; i ve Of f i c ers ::rnd Sec rotari e s 
of tho Commj_ ssions, Tcchni c c. l Coramitt oes, und Draft­
ing Sub-C ommitt ee s. 

4. The Advi sers and Spe cial Ass i stants to the Execu­
tive Secre t a r y 1.f:L11 y-:; :rfo r 1:1·· r;uch c'i.ut i v ::::·-: s h0 r:i,2y .assign. 

5, The Techni ca1 Adv j_ se r on Tronti e s will a ssist the 
Execut i ve Sec:r-- ,3tary, Ex ecut i ve Offic ers and Secre­
tari e s of t ho Cor.1m.i ss2.ons, '11e chni cal Committees und 
Sub-Commi tt ees on t echnical matt ers of treaty pre­
cedent, intorprotut ion, and drafting. 

6. The Advise r £g Goograpl?x will give t echnical 
ass i stanc e i n providi ng published maps and ge ograph­
ical charts f or Confor onc o use; in designing and 
draft i ng maps and geogrQphical charts; in advi sing 
on geographical quest i ons p9rtaining to the deline­
ation of areas, and providi ng comparative factual 
information on specific areas ~s required i n the work 
of tho Commissions, Technical Committees and Drafting 
Sub-Committ ees. 

7. !he Librarian will arrange for adequate library 
facilities t o s ervioo the De legat i ons and the Secre­
tariat; s elect and assemble reference volumes, maps, 
statistical dntn and other background material for 
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official use; arrange with local libraries for loan 
of books o..nd other r1 eference services. 

8. The Documonts Officor will supervise, und0r the 
direction of the Doputy Executive Secretary, the pro­
cessing of all official documents for use in Confer­
ence, Commission, Committee and Sub-Committee meetings 
or for general information of the Conference and Secre­
tariat. He will direct the Secretariat staff units 
concerned · in the severQl processes of editing, tro..ns­
lat{ng . re cording, typing and duplicating documents, 
indexing, filing and distributing for Conference use, 
determine priority of processing when necessnry; main­
tc,in documents numbering system, and supervise pre­
cnutions taken by the processing sections against un­
cuthorized disclosure of Conference records. 

a. The Conference Editor will edit for form, 
styleand general appearance o..11 Conference 
documents prior to their duplication and use; 
compile, edit, correct proof, and handle the 
printing of the official daily Journal of the 
Conference, containlng the "Order of the Day", 
summaries of verbatim minutes of Plenm,y Sessions 
and Commission meetings, and nnnounccments, etc.; 
compile, edit and correct proof of the official 
daily Rocord, c, collection of the sciu:mries of 
Committee and Subcommittee moetings, and other 
documents emanating from the meetings; edit and 
handle the printing of ljsts of Delegations; 
proofread the Final Act of the Conference. 

b. The ~nngun~ Officer will assist in pro­
viding int0rpr8ters and translators for the 
Delegctions nnd their staffs and officials of 
tho Secretariat to facilitatG the conduct of 
me otings of tho Conforonce, Commissions, Com­
mittees and Subcommj_ttees; trnnslate Conference 
documents c.s required in the lnngungos prescribed 
in the Rules of Procedure; translate the Final 
Act of the Conference into the languages deter­
mined by the Conferenco. 

c. The Reporting, Stenographic and Duplicating 
Officer will maintain the pool of stenographic 
reporters to record the proceedings and minutes 
of all meetings of the Conference, Commissions, 
Committees and Subcommittees; supervise staff 
for typing, duplicating, and assembllng Confer­
ence documents; provide secretarial assistance 
for the Conference and the Secretariat. 
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d. The Index and Reference Officer will main­
tain~complote und current (daily) index of 
all Conference documents, including a topical 
heading and brief identifying analysis of sub­
ject matter covered; provide a reference ser­
vice on all Conference documentation for members 
of Delegations and for the Secretariat. 

e. The Archivist will maintain n complete re­
cord of the Conferenc e; collect the original 
copies of all Conference documents, including 
complete files of all Commission and Committee 
meetings, press releases, the Journal, the 
Record, etc.; maintain files of the official 
correspondence of the Conference and working 
materials of tho Technical Secretaries. 

f. The Documents Distribution and File Officer 
will provide distribution of Conference docu­
ments to authorized officials; maintain n basic 
reserve file of ev0ry document proc ossed, a 
stencil file for ·additional reproduction ns 
required, and a microfilm file. 

9, The Executive Officers of Commissions will assist 
the Presidents, Rnpporteursnnd Assistant Secretaries 
General of Commissions in preparing for meetings; 
maintain necessary liaison with the other branches of 
the Secretariat; draft documents as directed by the 
Commission officers; advise such Officers on parlia­
mentary and Conference procedure; record the pro­
ceedings of Commission meetings; inform the Order of 
the Day Officer of desired time and place of future 
meetings; assist in coordinating the work of the 
Secretaries of Technical Committees nnd Subcommittees 
of the Commissions; and serve as a channel through 
which the various technical services of the Secre­
tariat are made fully aVQiluble to the Commissions 
and their members. 

10. The Secretaries of Technical Committees and 
Drafting Subcornmittoeswill assist the Cho.irne'Iland 
Rapporteurs in preparing for and conducting meetings. 
Tho Secretaries will draft documents as directed by 
the Committees und Subcommittees; advise and assist 
delegates with respect to the introduction of docu­
ments; record proceedings; attendance and votes at 
meetings, and arrange for necessary interpreters; 
advise the Chairmen on Conference procedure; provide 
liaison with the documentary, technical advisory and 
presentation services of the Secretariat; ascertain 
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distribution requirements of documents and keep the 
Documents Officer informed; inform the Order of tho 
Day Officer of desired time and place of future 
meotings; through the Executive Officers and tho 
Executive Secretary, facilitate the coordination of 
the work of the Technical Committees and Drafting Sub­
committees with other parts of tho Conference; and 
serve as the channol through which the various tech­
nica.l services of the Secretariat are ma.de ful1y a.vc.il­
able to the Technical Committees and Drafting Subcom­
mittees and their membors. 

III. THE ADMINISTRATIVE SECRETARY 
AND HIS OFFICE 

1. The Administration Secreta.ry will direct the 
Secretariat's administrative services, such as pro­
viding hotel and Conference space, equipment, tra.ns­
portc.tion, communications, and the courier and mail 
systems. 

2. The Deputy Administrative Secretaries will assist 
tho Administrative Secretary, and serve in his place 
as necessary to provide round~the-clock service. 

3, The Executive Assistant will give general super­
vision to the work-of the Hotel Space, Conference 
Registration, and Conferunco Space Officers. 

4. The Special Assistants will perform such special 
dutiesas the Administra.tive Socrotary mo..y a.ssign. 

5. · The Personnel Officer will provide personnel re­
quired to perform the services of the Secretariat; 
esto..blish a counselling service for Secretariat per­
sonnel; assist in providing medical and health 
facilities for the Conference. 

6. The Finance Officer will supervise all financial 
transactions, including the per diem and travel 
a.llowancos of the Secretariat; approve expenditures 
charged to the Conference account; sign or counter­
sign all vouchers; keep the financial records of the 
Conference and prepare a final financial report to 
the Secretary General for submission to the Secre­
ta1,y of State. 

7, The Supply Officer will provide and issue all 
supplies and 0quipment for conducting the business 
of the Conference. 
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• I 8. The Transportation Offic0r will supervise all 
travel services including air priorities, train 
accommodations, arrangements for special trains, etc ., 
for travel to and from the Conference site. 

9, The Communications Officer will c'1rrange for 
telephone, telegraph, cable and wireless communicatic:n. 

10. Tho Hotel Space Officer will alJ.ocate hotel space, 
by delegations. 

11. The Conference Registration Officer will provide 
for Conference registration of all officially accro­
di ted persons. 

12. The Conference Spac8 Officer procures and allo­
catesliil space in Conference buildings. 

13. The Local Tr'.3,nsportntion Officer will arrange 
for buses, limous i nes, staff cars, and jeeps for 
travel to or between hotels and Conferenco buildings, 
around the city and environs; operate local foot and 
motor mess enger service for the convenience of Dele­
gations and the Secretariat in conducting Conference 
business. 

14. The Special Mai l Officer will maintain the Con­
ference mail r oom. 

15. The Order of the Day Officer wj_ll, in collabor­
ation with the Executive Secretary and his staff, 
compile the official "Order of the Day" which will 
appear in the Journc.l to inform tho Conference and 
th0 Secretariat of the dc.j_ly schedule and agenda of 
meetings of General and Techni cal Committees, Com­
missions, etc.; prepare dnily listings of sch0duled 
meetings for bulletin boards in Conference buildings 
and hotels where Delegates and the Secretariat are 
housed; and provide propGr physical Grrangements 
for all scheduled meetings in cooperation with the 
Space Officer, Presentation Officer, and Protocol 
Officer. 
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PROPOSED ORGANIZATION a FUNCTIONS OF SECRETARIAT: 

ADVISERS 
SECRETARY GENERAL 

Advise Secretary General & Deputr SUpen isea the Secrebri «t, Senes as Secr etary of 
GENERAL ADVISER a CHIEF OF SPECIAL ASSISTANTS ON LIAISON WORK St eering & El:ecut i n Committee,. 

Warr en Kelchner 
SPECIAL ADVISER Alger Hi .Sa 

· i ~stR"o",t~•RRA~GE,~ENTS . 
ADVISER 

Robert A. Breen ADVISER ON SECURITY 
Clarte L. l'ill.aro TbOlll!l s Fitch 

DEPUTY SECRETARY GENERAL 
EXECUTIVE OFFICER.: 

Assi:;t s Secretary General in I 
STEERING, EXECUTIVE S Assists SeCret e.ry General &:. serves in hia absence. 

work of t hese Cowr;i tteea. 1 

COORDINATION COWMITTEES Chrrles 1. De r lington J 
John C. Ross 

/ ....... -------------· 

I I I I I 
ADMISSIONS OFFICER COMPTROLLER PRESENTATION OFFICER PROTOCOL OFFICER 

I 
CULTURAL ACTI 

OFFICE! 
Cont rol& & issues all t ickets Arl visei: Secret ory General with Provides presentation services Advises President & other Cons ults with loct for admission to Conference resyect to all proposed expend- f or docUJD.enh 1 aeetings, & Conferenc e and Sec r etar i at groups • ho arrang1 11eeting8. itures . ~hysical setting of Conference. otf1c1ah on protocol mattera. 

l tural act1v1tles t 

Karle K. Vsn l(eter Ce.rney Howell 01 i ver Lun11quist Gerald Dr ew 
Delegations & ConJ 
vi s i tor s. 

Charles Thom! 

I 
~ 

EXECUTIVE SECRETARY 
Di rects Secreteriet•s tech¢cel and doCWllentery 11t11f'f; advh es Delege.t i ona on techiu. c11l wr-rk of Cont'nence . 

C. Easton R0thwell 

DEPUTY -
Ae11iets 1:1:ecuthe Secr etary; directs doC'Ullenhry 11enice111. 

Carter L, &.u-5e1111 . 
ASSISTANT EXECUTIVE SECRETARY 

ADVISER Aseiah in direction of t echnicel sh.f f. 

L'.artin Hill Robert B. St ewart SPECIAL ASSISTANTS 
ASSISTANTS John Dre 1er 

Robert :.:cClintock 
Olcott Dem.1116 Edna Fluegel 'Nll llam. Graha.!11 ... 

I. 

I I I r 
TECHNICAL ADVISER ADVISER ON GEOGRAPHY DOCUMENTS OFFICER LIBRARIAN PERSONNEL OFf 

ON TREATIES 
Assists ~cret ariet ate.ff 

~i~=~~!f!r!~~e d;!~i~; f~~- ~~f i~! i 8to~ f~~:~~ ~ 0 ~o~&m:! f s • 
Arrani::;es for1 & proVides Provides personnel r e 

on t echnical ll6tter s of library tac111ties . to perform services o 
!~i!{i~:.cedents & i nter- map inte r pretl",. tion. to.n et . 

Otto E. Gut he Waldo Chamberlain Verner W. Chpp Robert E. Ward, J r, 
William V. Whit t ington 

I I I I I 
CONFER ENCE EDITOR LAN GUAG E OFFICER REPORTING, SlENO, S. IN DEX S. REFERENCE ARCHIVISl DOCUMENT OISTRI BU- HOTEL SPACE 

DUPLICATING SERVICE OFFICER ti~!!i1i1~~F1C~:r~;: TION a FILEOFFICER OFFICER 
Pro•ides i nt erpreters & OFFICER 

Edits ell Conference transl ator s necessary t o Maintains current index :f8Co!t:!u~in~1~r--
ProviJ.es di11tribut1on 

docU11ents , including: conduct aeetings & ~re- Superv ises atatf which of all Conf erence doc- of Conference docW11ents Allocat ea hotel 8pece 
,!"""1llll and l!wwl- ¥are doeuaents fo r on- record11 proceedin511, & uaente & pro..-ides ref- to 11.uthor1zed off1clals, delegations . 

erence use. types, dup licates , as - erence senice. f icial doC'Ullenh & 
Virgini e Angel 11ernble11 docuBents, cor respondence. Jeaes Gi bson 

Guillermo Suro Thol:'lllll 11. Peavy .II . Carmel Sulliftll Ru.th Wailes George La:,aen 

I I I 
EXECUTIVE OFF ICER, COMMISSION I (G ENERAL PROVISIONS) EXECUTIV E OFFI CER, COMMISSION lI (GENERAL ASSEMBLY) EXECUTIVE C 

~=~~~: ;~~~~ing~f ~~~i!i!~n 1l~i;~:p:rt~g oi~~/h!~~u ~e dorf1~e~~e:d0! iih ~~~~= ;~! ~~ding~f ~~!!i!~n1t~i ~~~paJi~ oi~~/1~!!~fi ~e dorH~e:~c:dn!iih 
Ass ists offiCe'r11 of 
r ecords . :proceedings; 

Secretsr1es. Secr et:!r1es. Huntington Gilcbriat Secrets.ries . 
M.alcol.a ~vis w SECRETARY,COMMITTEE l(PREAMBLE,PURPOSE.S,S. PRINCIPL~ ) SECRETARY,COMMITTEE I (STRUCTURE AND PROCEDURES) H Asai,{~~r~! A3sists officers in pre ring for meetings, drafts docwaents r edords Assists officers i n preITriug for meetings! drafts docuaents{ records 

1 
§!ooeedi~gs ; se.intains ITai son wi th heoutne Officer and with other - iroceedinge; mai ntains iaison wi th Execut Te Officer and wi h other i~;:t~~~= cret Aries. Robert YcClintodlc cretsriea. 'Hll i am A. Brown, J r . 

SECRETARY, COMMlllH 2( MEMBERSHIP, AMENDMENl , S SECRETARIAT) . SECRETARY, COMMITTEE 2 (POLITICAL S. SECURITY FUNCllONS) SECR 

--- Aasist tl officers in prefering for c.eetings 1 Qr&f h document s{ r ecoras 
"='""" 

Asl!lists officers in pref! ring for aeetings! drafts documents{ record& - Assist., otfl 
§roceedings ; !Ile.in t a ins iaison wi t h !xeeuh ve Officer and wi h other §rooeedings ; aai nhiilB iaison with !J:ecut n Officer end wi h ot her toceedings 
ecr ehries. Rlizebeth An.st ron~ ec-:e,to.riefl. Ervin R. Marlin creter i es 

"' SECRETARY, COMMITTEE 3 (ECONOMIC a SOCIAL COOPEflATI ON SECRETI - Assi st s officers. in pre.raring for 11eetinga , drafts d.oCU!lents{ r ecords - .i+.ssi:,h oft: 
~ceedings; aaint eins iai son wit h Execut i l'e Officer and wi h ot her ~:~~=;~;i~! creh.ries . lle:r. Gi deonse ,.. 

' SECRETARY, COMMITTEE 4 (TRUSTEESHIP SYSTEM) SECI 

• 
Assute officers 1n pr erering for meetings 1 drafts documents{ l"ecords - Aseista off - §roceedings ; me.inhins iaison wit h Execuh n Officer end wi h other ~:~~~~~! ecreteries. 

Eugene P. Chase 

* .\LL APPOINTMENTS ARE TEl,,PORARY 
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SPECIAL ASSISTANTS 
A.eai~t Secrete.ry General & Deputy, and perform speciarl.s~ents. 

Ce.bot CoTille John s. Thacher 

EXECUTIVE ASSISTANTS 

SW1tUel D. Boykin, Jam.es F. Green. John Peurifoy, R'lwetu1 Rou.el,Elwood N. Th011.pson 

ASSISTANTS 
Gilbert Brown, Daniel Cheever, 'Victor Purse 

/ 

I I I 
VITIES PHOTOGRAPHIC OFFICER INFORMATION OFFICER SECURITY OFFiCER 
I 
,1 

Pro"Yides photogrephic portni.y.:!ls 
Maintains generel information ·Supervhee rn111tary &: of Conference eTents &. person-

1 cul- alitiee for i111111edie.te & record desh in hotels &. Conference naval guards etationed 
'or purposes. buildinge. iln Conference building11. 
'erence 

on Richerc. Wilson Theodore T. McCroaky L8\'liS II. Means 

I 
ADMINISTRATIVE SECRETARY 

)irects Secretf.riat'e adminietre.tive senice11 incluOing space_, eq,.1i pment, transportation , coamunicetions·, et c. 
Willi e.a D. Wright 

DEPUTIES 
. 

Asai et Administre.tiTe Secret~ry &. sene in hie e.baence, to pro•ide 24 hour aenice. 
Stephen p. Dorsey 1ohn Ruasell 

EX ECUTI VE ASSISTANT 
Ginl!I i;i:enen1l supeM'ision to sPace allocation, hotel aiad conference registl'6ti0n. 

· Ker le I . Wood 

SPECI AL ASSISTANTS 
Perfol'll. such epe<1iel asaigmaents· as Adainietrativ"e Secrete.r,- u.y dil"eci. 

J(~ll• rd Kenestrick Robert Re~l · 

I - I I 
'ICER F IN ANCE OFFICER SUPPLY OFFICER TRANSPORTATION COMMUNICATIONS 

OFFICER OFFICER 
r~r:~e-

Supervisea all financial Ia.sues all conference Supenisea e.11 t re.nl Arr6Ilges for telephone , tele-~r!ts~~~~~=; o~e~~f~~~~;. suppliea & equipment. sen-ices, inc luding air g.reph, cable & wireless 
priorities, train eccom- com.t.unice.tion. 

William. Heneghan Bruce L. McDaniel odations , etc . 

Donald \\'at son 
linfield A. Coffin -

I I I I 

j 
CONFERENCE REG- CONFERENCE SPACE LOCAL T RANSPOR - SPECIAL MAIL ORDER OF THE DAY 
ISTRATION OFFICER OFFICER TATION OFFICER OFFICER OFFICER 
Prortdee for Conference ProcuNJs and allocates 

Provides 11.otor transport Com.~H offioil!l..l ~ 
regiatre.t ion of all of- for tranl "between lleint&ins Conference ~ til~ oi 0:!:t!!si i ficie.lly e.ocredited all apace in Conference hotels & Conference u.il room. 
per:sons. buildrngs. buildings; asinte.ins 

=:e!t!,~~c:!etfnga. 
Michael M. Berri5 

loo•l t-"'•••..,. -nice. Ed.we.rd TbOll8S 
John O. Bell Roy G. De Vecchio William Kane 

I 

lFF ICER, COMMISSION III (SECURITY COUNCIL) EXECUTIVE OFFICER , COMMISSION llZ" (JUDICIALORGANIZ/:ITION) 

~~{!~~~n 1~!i~~~~~~ o{b;/~!~~ff ~e dbfH~e~~c:~t~{h 

Grayson Kirk 

:TARY, COMMITTEE I (SlRUCTURE 8 PROCEDURES) 
leers in pr"lraring for meetings 1 drafts documents! records 
; ■e.inte.i.u. ieison with Execuh •e Officer and wi. h other 

William T. R . Fox 

ETARY,COMMITTEE 2(PEACEFUL SETTLEMENT ) 

te::i·nt~i~;eli~i~~ I'~ t~e~!~ti v:1af H c~~c:d~ th r~~b~s 

Lelend Goodrich 

\RY, COMMJTTEE 3 (ENFORCEMENT ARRANGE~NTS) 

~0 ~int!i~:0 fi~i~~n r~ t ~e~!~~ii ... :of }t c:~c:dn!~ th r~ih~~:, 

Paul Pennoyer 

~ETARY, COMMITTEE 4 (REGIONAL ARRANGEMENTS) 

.~0 ~int!i~;0 IT;i~~ f~I t~e;.!!~ii: r ... :rsn1 c~~c:~0!i ih r~tb~s 

Allen Dewson 

~:~!~! ;~!~:ding~~ ~~:t:t~0 1l!i~~:~n~ oih!/1b!~~t!ie ~H~e~~0:dn~ib 
Secreter1es. Nonna.n J. Padelford 

SECRETARY, COMMITTEE !(INTERNATIONAL COURT OF JUSTICE) ] 

--- Assists o!'f1cer.s in preITring for aeetingst drafts docwaentsi r ecords 
srocttedinga; u.inteins ie.h~n with Execut1 -..e Officer and wi b other 
I ecretaries . John Halderman 

SECRETARY, COMMITTEE 2 ( LEGAL PROBLEMS) 
.._ Assists off1eer11 1n preur-ing for meetings, drafts document.st records 

sroceedings ; •einteins ieison with :heeuhn Officer and wi h other 
eoretaries . Charles A.. Timm 

RESTRICTED 
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u:r,rrrED NATIONS CONFERENCE 
ON INTERNATIONAL ORGANIZATION 

}b(. ~ S-' 
oc ;, C \ 

I 
RESTRICTED 
April 23, 1945 

The attached memorandum on the Proposed Organi ­
zation of the Conferenc e Secretariat is submitted 
on an · informal basis by the Temporary Secre tariat 
of the Conference for thu information of the Secre­
t a1,j_es General of the Delegations and t he members of 
the Temporary Secretariat. 
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, 
April 23, 1945 

THE UNITED NATIONS CONFERENCE 
ON INTERNATIONAL ORGANIZNl1ION 

PROPOSED ORGANIZATION OF THE CONFERENCE SECRETARIAT 

The United States Government, as host to the 
Conference, has assumed the responsibllity for organi­
zing the Secretariat which will perform the usual 
technical, documentary, and service functions. The 
personnel of the Secr•etariat will be provided by the 
United States Government , together with such staff 
as may be made available by other participating Govern­
ments . 

The Secretariat i s organized and will function 
as described below. The appointments shown on the 
attached ohart are temporary . 

I THE SECRETARY GENERAL AND HIS OFFICE 

1. The Secretary General will supervise the Confer­
ence Secretariat, receive formal proposals for sub­
mission to the Conference, and serve as Secretary of 
the Steering and Executive Committees. 

2. The Deputy Secretary General will perform jointly 
with the Socretary General the functions of that 
office, act in the Secretary General's place during 
his absence, and serve as Assistant Secretary of the 
Steering and Executive Committees. 

3. The Advisers, Special Assistants, Executive Assist­
ants and Assistants will advise the Secretary General 
and Deputy Secretary General and aid them in organi­
zing and facilitating the work of the Secretariat 
and will perform such special duties as the Secre-
tary General and Deputy Socretary General may assign. 

The General Adviser will supervise the Special 
Assistants engaged in liaison work with the delegations. 

4. The Executive Officer of the Steering, Executive 
and Coordination Committeeswi ll assis t the Secretary 
General in the wor-k of theso Committees, inc luding 
making preparations for meetings, drafting Committee 
documents as directed, recording the proceedings or 
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neetings i ncluding votos taken, supervising the pre­
pe,ra t ioP. of ~-~--;0 c-: f i':!..c :i . ..., J 11;:'- :11.' t:~ s c-..f tl-:i0 ~-,e Conmri t t eo s, 
nna lJi<,7_,,t: (J.i,J.•, rr J -'[_ :-_·i2 ).1 ' 'v ~i·. - , -~- l! F_; l>.'.0,,11':1·i' 8 '.'1'fi.~0:r•s 
nnc.1 0,:'\cr~ .. ~. ,.~ ,-\\.:-- ~:.1 i,_ ) -F · i,i·J. ... ~ :··,..:~_-rt~ L:? '.'4in.c1~;j 1,:1d :r81]°:1l1lC.c'11 (;om-
1ni t t,\Jd,:' ,. 

5, 'F'lc 2 ,-··,t0,~G·: C::'.':-:· 1.• :C'r 1,;-:i .i.1 o.J.·:rlse t:-ie P.l'.' a sid.:mt and 
otb 2·_-:;--l : 0r: f :=:·-::;-· r: :;:_:;- ·:·:c·~ --;, c. "j:. ;~ ., P o'! .. ::, ,;.:,_o. t- i G :'}_f3 E.Ed ~-,ha i. r• 
st ct fl -! ' s .1 th, .: 2e. '. :_ ~.~i-'._· t--.,·,:· '/" C:·~ .. f- j , ; ~ 1~:2 ~ fJ./i.ll c):,hor ,3t3 CrE:t r.1r ia t 
offio:i.cls , on :wj _: i~c:.' :J 0f' r: ·: •:,.::,co l. 

6 . The Cul t ural ActivJt1.Gci Officer wi ll consult 
with local groups r esponsible for arranging educational, 
nusical, dramat ic , artistic and other cultural activi­
ties of interest to tho dol egat~ons and other Confer­
ence vi sitors. 

7. The Presentation Officer will assist the Secre­
t aria t ·stcff in effective documentat ion through visual 
diagrc.,ms end charts to nccor:.ipany official documenta­
t ion , etc.; plan E;ffucti ve presentat ion tochniques 
for conveying i nfor mation about Conforenc o activities 
to D,; l egations and their staffs, and to the public, 
for official and historicc.l r ecording purposes; and 
make microfi lms of all Confer enc e documents. Media 
used will include chart l ecture s, brochures, f i lms, 
mic1~ofilm, diagrams and charts, decorations, sound 
recordi ngs, lighti ng arrangements, special exhibits,. 
e tc. 

8. The Photogrn.phic Offic er will be respons ible for 
obtaining c,, photographi.c i-• ocord of the Conference, 
and wi ll furnish the Presuntation Offic er with 
technica.l assistance 1n plo.nning and installing 
lighti ng nnd sound oquipmont; h0 will also super­
vise tho dnrk room and furnish photographic supplies. 

9, The Conptroller wi ll advis e the Secretary General 
with r ospoct t o nll proposed expenditure s. 

10. The Informati on Offi cer will maintain general 
i nformation desks in hot e ls and Confe renc e bui ldings 
to answer quest i ons conc oPning the organi zation and 
general procedure of tho Conforenc o , and names and 
locat ion of persons a ttending; ho will also be re­
spons i ble for handli ng unofficial Conference mail 
such as l etters of inquiry. 

11. The Admissions Officer will control and issue 
all t i ckets f or admission t o Conference meetings. 
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12. The Securi ty Officer wi ll supervise military 
o.nd naval guc.rds stat:i.oned l n Conference buildi ngs. 

II. THE EXECUTIVE SECRETARY AND HIS OFFICE 

1. The Executive Socret ~ry wi ll generally assis t 
the Sec!·e :,c •XJ ':i-c., .leL··,l in the technical work of the 
Secrotcrj_at; 00011 cl::. :1r>,te the work of Execu1~ive 
Off:!..cc:rs :: . .n.d Su:- rctr.i,rie s of Co!:uai s s ions, TechnicoJ. 
Commi ~:t ecu ~.1.-:is L)· n..,"'ti::1g Sub-Coi:uni ttees ; SUjK. rvise 
the 8cc;r•0. ·::.t1:::--:: :J l '~ c'> , cPr:ien~n.r•y and t echni .::: al c..cvi sory 
s erv·~·Jcs; c~ 1:,Jr: :, ·j· :1'.J ~:-icpnrntion of r 8po::•tc 2,:id nin- · 
utos of tne Co1,J;1.:'...2,s Lo!1s c.nd Technical Co::nr:1i tteos; 
and ndvi Go wi ti.1 the De).egn.tions on quest ions pertain­
ing t o the t echni cal work of the Conferenc e . 

2, The Dopvty Execut5ve Secretnry will ass i st the 
Exec·,1ti v~ .8c r:rst::-.1 y, c-;i i:ir-q,; r:i,::; princ ipal at tention 
t o doc·•.!m.e.nrary ,3er '1 i 0 ss) •/L1.'..-:i .-:-.1. :'...n.al·J.de editing, trans­
la t :L1g and intej:pret l ng , stenog:::·c~:phic y r eporting, dup­
l i cat ing, i ndexi ng and reference servi c e , keeping the 
nrch.ives , provi thng .i'or f iles and distribution of docu­
ments. 

3, The Assistant Executive Secre tary will assist the 
Exe cu t i ve Secreto.r-y: giving his prTncipal n tte.ntion 
to the work of Exccutivo Offi cors o.nd S0cretarie s 
of tho Commissions , Tochnicc.l CoEuni ttoes, und Draft­
ing Sub-C ommi ttees . 

4. Tho Advisers nnd Special Assis tants to the Execu-
ti vo S8cretnry , .. ,'ill ,.:,;rfor1·1 ··:::;-uc:1 c1uti ,:,::; · -:s hu r:my a ssign. 

5, Th8 Technical Adv 5. se r on Treaties will c ssist the 
Execut ive Soci,,::f'ii:ry , Execut i ve Officer s and Secre-
tari e s of thu Cor.uniss :!..ons, TeclL~ica l Committee s and 
Sub-Commi ttee s on t Gchnico.l natt er s of tronty pre ­
c edent, int0rprotc.tion, and drafting . 

6. The Adviser on GGograp~ will give t echnical 
assistance in provid:'..ng published map s and geograph­
ical charts f or Confcronc u us e ; in designing c.nd 
draft i ng maps and geogrephical cho..rts; in advising 
on geographical que st ions p9rtaining t o the deline­
ation of areas, and providlng c ompnrativ0 factua l 
informati on on spec i fic areas ~s required in the work 
of tho Commissions , Techni ca l Committ ee s and Drafting 
Sub-Cornmi ttoe s. 

7. _!he Libr•nrian will arrange for adequate library 
facilities t o s erviee the Delegat i ons and the Secre­
tariat; s elect and assemble reference volumes, maps, 
statistical data and other background material for 
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official use; arrnnge with local libraries for loan 
of books nnd other reference services. 

8. The Documents Officer will supervise, under the 
direction of the D~puty Executive Secretary, the pro­
cessing of nll official documents for use in Confer­
ence, Commission, Committee and Sub-Committee meetings 
or for general information of the Conference and Secre­
tariat. He will direct the Secretariat staff units 
concerh.ed ·: in the severa.l processes of editing, tro.ns­
lating _ recording, typing and duplicating documents, 
indexing, filing nnd distributing for Conference use, 
determine priority bf processing when necessary; main­
tain documents numbering system, and supervise pre­
cautions taken by the processing sections against un­
authorized disclosure of Conference records. 

a. The Confe~ence Editor will edit for form, 
styleand general appearance all Conference 
documents prior to their duplication o.nd use; 
compile, edit, correct proof, and handle the 
printing of the official daily Journal of the 
Conference, containing the "Order of the Day", 
summa~ies of verbatim minutes of Plenary Sessions 
and Commission meetings, and announcements, etc.; 
compile, edit ruid correct proof of the official 
daily Record, a collection of the aui:lnaries of 
Committee and Subcommittee meetings, and other 
documents emanating from the meetings; edit and 
handle the printing of lists of Delegations; 
proofread the Final Act of the Conference. 

b. ~he Language Officer will assist in pro­
viding interpreters and translators for the 
Delegations nnd their staffs and officials of 
the Secretariat to facilitate the conduct of 
meetings of the Conferonce, Commissions, Com­
mittees and Subcommittees; translate Conference 
documents as required in the languages prescribed 
in the Rules of Procedure; translate the Final 
Act of the Conference into the languages deter­
mined by the Conference. 

c. The Reporting, Stenosraphic and Duplicating 
Officer will maintain the pool ofstenogra.phic 
reporters to record the proceedings and minutes 
of all meetings of the Conference, Commissions, 
Committees tnd Subcommittees; supervise staff 
for typing, duplicating, and assembling Confer­
ence documents; provide secretarial assistance 
for the Conforence and the Secretariat. 
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d. Tho Index und Reference Officer will main­
tainllcomplote o.nd current (daily) index of 
all Conference documents, including a topical 
heeding and brief identifying analysis of sub­
ject matter covered; provide a reference ser­
vice on all Conference documentation for members 
of Delegations and for the Secretariat. 

e. The Archivist will maintain a. complete re­
cord of thG Conferenc e ; collect the original 
copies of a.11 Conference documents, including 
complete files of all Commission and Committee 
meetings, press r e leases, the Journnl, the 
Record, etc.; maintain files of the official 
correspondence of the Conference and working 
materials of tho Tochnicnl Secretari e s. 

f. The Documents Distribution nnd File Officer 
will provide distribution of ~onfer'orice docu­
ments to authorized officinls; maintain a basic 
reserve file of every document processed, a 
stencil filo for ·addit ional reproduction ns 
r equired, and a microfilm f ile. 

9, Tho Executive Officers of Co:rnmissions will assist 
the Presidents, Rnpporteursnnd Assistant Secretnries 
General of Commiss ions i n preparing for meetings; 
maintain necessary liaison with the other branches of 
the Secretariat; drnft documents as directed by the 
Commission officers; advise such Offic~rs on parlia­
mentary and Conference procedure; record the pro­
ceedings of Commission meetings; inform the Order of 
the Day Officer of desired time and place of future 
meetings; assist in coordinating the work of the 
Secretn.ries of Technico.l Committees and Subcommittees 
of the Commissions; and serve us a channel through 
which the various technical services of the Secre­
tariat are made fully available to the Commissions 
and their members. 

10. The Secretaries of Technical Committees and 
Drafting Subcommitteeswill assist the Choirnen and 
Rapporteurs in preparing for a.nd conducting meetings. 
The Secretaries will draft documents as directed by 
the Committees and Subcommittees; advise and assist 
delegates with respect to the introduction of docu­
ments; record proceedings; attendance and votes at 
meetings, and arrange for necessary .interpreters; 
advise the Chairmen on Conference procedure; provide 
liaison with the documentary, technical advisory and 
presentation services of the Secretariat; ascertain 
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distribution requirements of documents and keep the 
Documents Officer informed; inform the Order of tho 
Day Officer of desired time und place of futur e 
meetings; through the Executive Officers and tho 
Executive Secretary, facilitate the coordination of 
the work of the Technical Committees and Drnfting Sub­
committees with other parts of the Conference; and 
serve as the channel through which the various tech­
nical service s of the Secretariat are made fully nvnil­
uble to the Technical Committees and Drafting Subcom­
mittees and their members. 

III. THE ADMINISTRATIVE SECRETARY 
AND HIS OFFICE 

1. The Administration Secretary will direct the 
Secretariat's administrative services, such as pro­
viding hotel and Confercmce space, equipment, trans­
portation, communications, and the courior and mail 
systems. 

2. The Deputy Administrative Secretaries will assist 
the Administrative ~ocretnry, and serve in his place 
as necessary to provide round-the-clock service. 

3, The Executive Assistant will give general supor­
visior1to the work of the Hotel Space, Conference 
Registration, and Conference Space Officers. 

4. '11he Specio..l Assistants will perform such specio.l 
dutiesas the Administrative Secretary mo..y assign. 

5, The Personnel Officer will provide personnel re­
quired to perform the services of tho Secretariat; 
establish a counselling service for Secretariat per­
sonnel; assist in providing medical nnd health 
facilities for the Conference. 

6. The Finance Officer will supervise all financial 
transactions, including the per diem and travel 
nllownncos of the Secretariat; approve expenditures 
charged to the Conference account; sign or counter­
sign all vouchers; keep the financial records of the 
Conference and prepare a final financial report to 
the Secretary General for submission to the Secre­
tary of State . 

7, The Supply Officer wi ll provide and issue nll 
supplies and equipment for conducting the business 
of the Conference. 
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8. The Transportatj_on Officer_: will super•vise all 
travel services including air priorities, train 
accommodations, arrangemGnts for special trains, etc., 
for travel to and from the Conference site. 

9, The Communications Officer will arrange for 
telephone, telegraph, cable and wireless communicaticn. 

10. Tho Hotel Space Officer will alJ.oca..to hotel space, 
by delegations. 

11. The Conference Registration Officer will provide 
for Conferenco registration of all officially accre­
dited persons. 

12. The Conference Space Officer procures and allo­
catos!i"IJ. space in Confer'ence buildings. 

13. The Local TransportntJon Officer will arrange 
for buses, limousines, staff cars, and jeeps for 
travel to or between hotels and Conference buildings, 
around the city and environs; operate local foot and 
motor messenger service for the convenience of Dele­
gations and the SecretariGt in conducting Conference 
business. 

14. The Special Mai.l Officer will maintain the Con­
ference mail room. 

15. The Order of the Day Officer will, in collabor­
ation with tho Executive Secretary and hts staff, 
compile the official "Order of th0 Day" which will 
appear in the Journc,l to inform tho Conference and 
th0 Socretariat of the daily schedule and agenda of 
meetings of General and Technical Committees, Com­
missions, etc .; prepare daily listings of scheduled 
meetings for bulletin boards in Conference buildings 
and hotels where Delegates nnd the Secretariat arG 
housed; and provide propGr physical arrangements 
for all scheduled meetings in cooperation with the 
Space Officer, Presentation Officer, and Protocol 
Officer. 
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