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Main points in producing an English document at ESCWA

Software: Microsoft Word 97. Create new file and select Blank Document Template for English text
Margins: Regular A4 size: Prepared by:
Left: 2.0 cm

Right:
Top:

2.0cm
2.5cm

Text Processing Unit
Conference Services
Section/ESCWA

Bottom: 3.4 cm June 1998

From edge: Header 1.25 cm Footer: 2.5 cm.

Font size: .
Times New Roman 13, bold for the title of the document.
Times New Roman 11 for text.
Times New Roman 9 for footnotes, endnotes and sources in tables.

Justification: Full justification for main text
Space between lines: Exactly 12 for text and Exactly 11 for footnotes.
General format and appearance
1. Cover page (on a separate page, type the title of the document, centred and in large font).

2. Prefatory matter ifitis available (the word Preface or Foreword should appear centred in boldface at the top
of the page). It should be on a separate page after the cover page.

3. Table of contents (after the prefatory matter comes the table of contents). The word CONTENTS should
appear in boldface and in upper case. Only chapter headings and first-degree subheadings should appear in the
table of contents. The wording of headings listed in the table of contents should correspond exactly to the
wording in the text. This also applies to the list of tables, figures and annexes, which must appear in the table
of contents if they are included in the document.

4. Body of the document. When the table of contents is completed, the main text begins on the following page
and may be divided into the following levels:

1. PROBLEMS OF INDUSTRIALIZATION j

(Chapter heading, centred, bold)

Examl)le: A. PRINCIPAL PROBLEMS

(First-degree sub-heading, centred and small caps)
1. Basic materials

(Second-degree sub-heading, centred and italics)

(a) Main products (Third-degree sub-heading, at left margin, italics)
(i) Source of supply (Fourth-degree subheading, italics, indented five
Spaces or tab)
a. Operating mines (Fifth-degree subheading, italics, indented ten spaces or tWo tabs)
i. Anthracite (Sixth-degree subheading, Ttalics, indented fifteen spaces
Or three tabs)
5. Each chapter begins on a separate page. After the body of the document, we might have annexes, references,

and/or a bibilography. Each of these begin on a separate page.
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Prepared by:
Text Processing Unit
Conference Services

Section/ESCWA
Sentember 1999

ARRANGEMENT OF PARAGRAPHS IN THE EN GLISH DOCUMENT

1.~ The basic characteristic of inflation in countries of the ESCWA region is that the CPI does not
reflect the true level.

2. The main objectives of the National Roads Project are:

(a) To implement a pilot road rehabilitation programmes in support of the RRP;

(b) To strengthen institutional capacity for maintenance and development of the national road
implementation. During the first year of the pilot programmes, about 150 km of road links would be

rehabilitated.

(¢) To reduce reliance on the Government budget by requiring users to pay for the provision of roads
according to:

(i) To support the MPW Programmes Implementation Unit (PIU) in planning and programming
works; preparing guidelines and reviewing feasibility and environmental studies;

(i)  To carry out a detailed study of road-user charges to recommend the level and structure of
charges;

(iii)  To assist in the preparation of laws and regulations to implement the statement of road sector
policy according to:

a. The National Roads Project would help finance a three-year pilot programmes;

b. Urgently needed road rehabilitation works and the necessary technical assistance in
support of the Government Road Rehabilitation Programmes;

¢. The main components of the project are described below:

i.  The programmes would rehabilitate about 400 km of selected international, primary
and secondary roads distributed among the North, Mount Lebanon;

ii.  South and Bekaa regions (Muhafazahs) of Lebanon. The National Roads;
lii. To strengthen the capacity of the Directorate of Roads to develop and implement the
Road Rehabilitation Programmes, including the preparation of feasibility and

environmental studies and supervision of work of:

- To strengthen the capacity of the Directorate of Roads to develop and
implement the Road Rehabilitation Programmes;

- The National Roads Project aims at strengthening the institutional capacity of
MPW to properly manage the maintenance of the road network;

- In this concern the project would support MPW with such urgently needed
equipment as vehicles, computers. :
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Prepared by:
Text Processing Unit
Conference Services

Section/ESCWA
September 1999

MARGINS AND FONTS FOR ESCWA ARABIC/ENGLISH
DOCUMENTS AND PUBLICATIONS

1. REGULAR A4 SIZE:

LEFT: 2.0 cm
RIGHT: 2.0 cm
TOP: 2.5cm
BOTTOM: 3.4 cm for English
4 cm for Arabic
Gutter: 0cm
From edge:
Header: 1.25 cm
Footer: 2.5 cm

FONT FOR ENGLISH DOCUMENTS:

Times New Roman 11 for text.

Times New Roman 9 for footnotes, endnotes and sources in tables.
Line spacing for text: Exactly 12.

Line spacing for footnotes: Exacty 11.

FONT FOR ARABIC DOCUMENTS:

Arabic Transparent 14 for text.

Arabic Transparent 11 for footnotes, endnotes and sources in tables.
Line spacing for text: Exactly 16.

Line spacing for footnotes: Exactly 14.



2. BOOK SIZE:

LEFT: 2.5cm
RIGHT: 5.0 cm
TOP: 2.5cm
BOTTOM: 8.0 cm
Gutter: 0cm
From edge:
Header: 1.25 ¢m
Footer: 7.2 cm

FONT FOR ENGLISH DOCUMENTS:

Times New Roman 11 for text.

Times New Roman 9 for footnotes, endnotes and sources in tables.
Line spacing for text: Exactly 12.

Line spacing for footnotes: Exactly 11.

FONT FOR ARABIC DOCUMENTS:

Arabic Transparent 12 for text.

Arabic Transparent 10 for footnotes, endnotes and sources in tables.
Line spacing for text: Exactly 15.

Line spacing for footnotes: Exactly 13.
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ESCWA - Conference Services Section (CSS)

DOCUMENT CONTROL FORM

TO BE FILLED IN BY SUBMITTING OFFICE (in quadruplicate):

Date submitted to PPCU: Requested date due:

Document title:

Number of pages submitted: Allotment account number:

Language of draft: Arabic 0O English O French O
Translate into: Arabic O English O French O
Revision O Editing O Typing O Offset O
Re-roll 0O (Please indicate original job no. here:)

Number of copies requested: (Check against distribution lists):

O Chiefs of Section 0 Chiefs of Unit

Internal: O Chiefs of Division

External: O Division mailing list

O Yes

00 Sectoral mailing list 0 Selected distribution

Input to a meeting? O No Title of meeting:

Does the document include copy righted or previously translated text? O Yes O No

Are the appropriate references attached ? O Yes 0 No

Submitting Office: Extension: Signature:
Consulting Officer:

TO BE FILLED IN BY DOCUMENTS CONTROL UNIT: Jobno: _

Date received by CSS: Approved Symbol:

Total no. copies: Arabic: English: French:
Distribution type: O General O Restricted 0 Limited O Special

No. of copies for:

REMARKS:

O Depository libraries

O External regular mailing list (EREG)

Reference

Editing

Text Processing Pool

Reproduction

Distribution

In Out In

Out

In Out

In Out

In Out

Translation

In

Out

(Docs Control-7-02)
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Conference Services Section (CSS)

REQUEST FOR CONFERENCE/MEETING FACILITIES

To: Chief, Conference Services Section Date: ...ccoovvvirieieeeeeee
BT oottt e s s e s st met e e e e et e eeeseseeeesssesereseseens
1. Title Of CONfEIENCE OF MEELINEG: ......c.occcuiieiiririririeeieis et ss st se s ee e eeeeesesees s eeseeseseas s s reen

........................................................................................................ 2. Number of participants: .....................
3. ACCOUNE MUMDET: ..ottt et e s st b se st s st as e sa s e st e e eeeeeesteeees s e s ssemsssesen
4. Venue: I:l Main Hall |:| Committee Room I D Committee Room I1 |:| Other
S. Dates: From: .......cccccoeereeiccnnieninnns TO e 6. Time: From:............... Torieeeene.
7. Officer responsible: ...........ccceerirreiirieniieeeeeeeee s EXt: oo

8. Working languages: I:I Arabic I:l English D French

9. Interpretation: [] Arabic D English El French D Not required

10.  Documentation requirements:

No. of Est. total Text
Original language ’ No. of Translation Editing . Reproduction
documents Processing
pages
Arabic: pre-session
in-session
post-session
English: pre-session
in-session
post-session
11.  Preparation of sets for distribution: I:I Yes l:l No
12.  Equipment required: |:] PC D Notebook D Printer
I:] Headphones D Sound recording |:| Flip chart
D Computer projector |:| Slide projector |:| Overhead projector
13.  Stationery and supplies: |:| Yes (to be requisitioned by CSS) D No (by division)
14.  Coffee breaks*:  A. Rich (after opening): NO. Of PEISONS: .......ccvevevimiiuieierieiietecee et e ettt een
B. Regular: No. of persons:.................. No. of coffee breaks: ........c.cccocoeunenn.
15.  Receptions*: No. of persons: ......c..cc.c...... No. of receptions: ............. Date: ....c.coovvinisnini et
16.  Meeting participants at the airport: I:] Yes 17. Travel services: D Yes
18.  Finance services: (DSA, OT) D Yes 19. Information/Press services: D Yes
20 SPECIAL TEQUITEIMIENLS ..ottt sttt ettt s st b e et bbb et b s sesssesa st et ee e neeeaenene

* To request services directly from Procurement Unit.

(CSS-M1-02)
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United Nations

Economic and Social Commission for
Western Asia (ESCWA)

Twenty-first Session

8-11 May 2001
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No. 3/2001
Yoo \/T’ daall

THURSDAY, 10 MAY 2001

PROGRAMME OF MEETINGS AND AGENDA

Scheduled Meetings
Thursday, 10 May 2001

Ministerial Session

First Meeting Conference Hall

9.30-10.30 a.m. Item1 Opening of the twenty-first

session.

(Chairman: His Excellency Basil
Fleyhan, Minister of Economy
and Trade of Lebanon, chair of
the last session)

- Message from Mr. Kofi
Annan, Secretary-General of
the United Nations, delivered
by Ms. Mervat Tallawy,
Executive Secretary of
ESCWA.

- Statement by Ms. Mervat
Tallawy, Executive Secretary
of ESCWA.

- Statement by His Excellency
the President of Lebanon,
Emile Lahoud, delivered by
His Excellency Mahmud
Hamud, Minister for Foreign
and Emigrants Affairs.

Closed Meeting Committee Room I

10.30 - 11 am. Closed session of heads of
delegation to discuss

organizational questions.
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No. 3/2001 )
THURSDAY, 10 MAY 2001 MERRTAES Yoo s/l Ve cpuedl)
Second Meeting Conference Hall G paigall deli AU Al
11-11.30 am. Item 2  Election of officers. il elamel s Y Al VY ,F =YY e
Item3 Adoption of the agenda. e Jsas S8 ¥ aull
Item4 Proposed organization of work. R Jlel) e £ aull

Item5 Invitation to States Members of | saaiall aa¥) 3 clac¥) Joll 5525 0 il
the United Nations and/or of the A A aadidl YL S 3 31/3
specialized agencies not members | 3y _s&y) 4.l i oliact Cud

of the Commission to participate | , . . T gy -
. X Liay ol i3 oL yd e laaly)
in the capacity of observer in the : FR o S

twenty-first session of the Opo—ally Aplal )00 “?‘)‘
Commission. Al
11.30am.-1.30pm.  Item6 Consideration and adoption of the | (o & juiaaill Aialll 5,86 4l T aadl VY PV 7
report of the Preparatory Lodlaie) g Aiall) 3da il
Committee on the activities of the
Commission.

Third Meeting Conference Hall G paigall deld A dudad
3-330pm. Item 7 The role of ESCWA in the A galiy) Aaiil) Gaati (B 1,SY) 5 Yol Ve Ve e
coordination of regional activities Baaial PA'y\ A ghaidd

of the United Nations system.

3.30-530p.m. Item 8 Adoption of the Agreement on Bo—dall 3 Adeal ol Bl dldel A all VY Fe-Yo v
International Roads in the Arab el
Mashreq. )

5.30-6.30 p.m. Item 9  Efforts to combat HIV/AIDS in el ya 8 ug g8 4ailSa gea 4 2l YA Y =YY Y
the ESCWA region. i) Ao i) il A 3NiafAy )
oSyt dihaia & (HIV/AIDS)

Friday, 11 May 2001 Yood s/ JU1Y cAaand
Ministerial Session A 5sh 8 yeal
Fourth Meeting Conference Hall Sy pall deld Axg)h Adal
9am.-1pm. VY ye = e
Fifth Meeting Conference Hall & paipell deli duwaldl) duaal)

2.30-3.30 p.m. Yo ra-1E Y
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THURSDAY, 10 MAY 2001

Summary of Meetings Held
Wednesday, 9 May 2001

Preparatory Committee
Fourth Meeting

Report of the Executive Secretary on the activities of the
Commission (Item 5(e) and (f)) (continued):

Representatives of the secretariat of ESCWA presented the
two reports of the Executive Secretary on the activities of
the Commission contained in documents
E/ESCWA/C.1/21/7 and E/ESCWA/C.1/21/8. The
representatives of Bahrain, Egypt, Saudi Arabia and the
United Arab Emirates made interventions during the
discussion.

Fifth Meeting

Adoption of the Report of the Preparatory Committee on

the activities of the Commission (Item 6)

The Rapporteur of the Preparatory Committee presented
that Committee’s draft report, contained in document
E/ESCWA/C.1/L.9. The representatives of Bahrain, Egypt,
Kuwait, Oman, Qatar and Saudi Arabia made
interventions during the discussion of the draft report.

The Committee adopted the draft report in its revised form.

Conclusion of the work of the Preparatory Committee.
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Side Events
Round Table 12.00 — 1.30 p.m.
Reception 6.30 - 8.00 p.m.

Musical Evening  8.00 —9.15 p.m.
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