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Summary: Current data processing methods are analysed and split . 1nto

four main problem areas (publication productlon, Adnvoicing and

o addressing, research, join% operations with other organlzatlons)

“Various methods of comblnlng these, fo0 produce an efflclent mecha-

nized solution, are considered.

The preliminary conclusions are that the four problems could be

treéﬁed separately using computer service bureaux. It may be'possible

to combine the invoicing and addressing with that of other organiza-.

tions. A computer program to do this is examined;’ Thé;publication

problem requires further investigation but dependsllargély on a-

_stable publication program.. The research problem can be solved

once the research queries are defined in greater detéil-

An Appendzx examines the factors in the env1ronment and w1th1n the o
organlzatlon Whlch may affect de01s1ons on the use of computer data

prooess1ng methods.



Abbreviations:

To avoid tedious repgtition of long names,. the following accepted abbreviations
have been used throughoud the reporti:

UIA Union of International Associations

FATB Federation of Internationai Associations Established in Belgiumv

NGO Internationel non-governmental, nonéprofit organization
160 Intergovernmental organization '
Currency
Most financial and cost data has been given in Belgian Francs:
1 Rand = 60 Belgian Francs (Bfrs.)
Exhibits

Main Report

Exhibits T and 8 have been omitted since the information they
contain is duplicated in & different form in
other Exhibits

Exhibit 11 no Exhibit was prepared under this number

Exhibit 14 and 40 have been included in draft form only

Appendix 1

Exhibit 16 and 37 have been omitted because of'their length
Exhibit 26 has been included in draft form only

Bibliographical Notes

The bibliographies for the Main Report and the Appendix are completely
-geparate. Referencdes to the Main Report bibliography are preceded by
the letter 1M', References to the Appendix bibliography are preceded by
any of the letters A-to G.




. Extended Summary: ' ‘
.The need for an examination of means of improving current data Processing

.+ 1s considered. Any improvement is shown to be dependent upon the precise

objectives of the organization, particularly when data Processing is me-
chanized. " The Main Report refers o the Appendix which attempts to clarify
the objectives of the organization. .

' The Appendix first describes in very general ferms the environment of the
UIA and the organizational features within it with which it is concerned.
The international non-governmenial, non-profit organizations in which the
UI4A is particularly interested, are then considered in order to identify
means of classifying and evaluating these organizations. This is done as
a guide to the UIA problems in selecting which organization to contact,
and also as a possible means of evaluating the UIA itself; '

The Appendix then analyses the UIA markets, competitors and the future of
small documentation centres. The UI4 policies and- departments are analysed,
On the basis of these analyses, the current UIA objectives are re~examined.
A new set of objectives is proposed together with various specific recom-
‘mendations for the improvement of UIA operations.

The Main Report then describes the current UTA informaticn system and:
data processing problem areas (publication production, invoicing/a&dress-
ing, research, other organizations). A range of possible. solution combi-
nations is then considered. ' The most appropriate solutions are then

- examined in more detail. ; :

The conclusion is that separate systems for UIA publication production
(computer typesétting), invoicing/éddressing»and research, should be in-
vestigated, A suitable invoicing/addressing system is described which
could be used with other organizations. The publication production prob-
lem raises no technical problem but is highly dependent on a clear defi-
nition of the future programs. These have not yet been decided, so the
"problem must he investigated further at a later stage. Research poses

no ‘technical problems put requires a much clearer definition of UIA re—
search objectives in order to permit specification of efficient programs,
Further consideration should be given to improving the existing manual
methods,before~investing in more. sophisticated but less flexible solu=.
. tions. ? '
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FLOW CHART OF INFORMATION THROUGH THE UIA DEPARTMENTS
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PRESENT FILES FOR DOCUMENTATION

A  ORGANIZATIONS

EXHIBIT 3

File or Index Order

'Sacs archives' old data not for publication;

includes correspondence, old
Yearbook proofs and manuscript,
statutes, national branches; mee-
ting raports are being transferred
here.

3,000 containing 20,000 documents
50-100 per month input of documents
5~10 per month recall of sacs

25 per month new sacs archives

'Dossiers suspendu'

current data relevant to publications

2,500 containing 15,000 documents
1,000-5,000 per month input of docu—
ments

50-100 per month recall of dossiers
for reference

25 per month new dossiers suspendu

'Demi dossiers' and Buff folders

data on organizations prior to con—
firmation of acceptance for Yearbook
rejected 'international' organizations

3,500 containing 18,000 documents

- 150-450 per month documents input

50-150 per month dossiers created
25 per month reduction to Yearbook
of dossiers

Current Yearbook of International Organizations
(every 2 years) and Supplements (quarterly)

‘ohanges:

current published data on organization

2,500 entries on organizations
5,000 names of persons indexed
15,000 keyword index entries
5,000 initials indexed

25 per month new organizations

2-10 per month changes of title
20-100 per month changes of address
50~80 per month new person names
(or replacements)

60 per month new keywords

Eng., title order
YB is index

Eng. title order
YB is index

Eng. keyword
card index

Eng. title order

Eng. keyword

Fr., keyword

Fr, title order

HQ geographical
location



MEETINGS

01d meetings (card files) not of interest for bib-
' liographies
10,000 cards back to 1950

Past meetings (card files) check for bibliographies/YB
1960/1967 (14,000 cards)

30 per month input of new
2,000 per year of published

Future meetings (card Tiles) publication in Annual
Calendar; 2,000 cards

Unlisted meetings/changes (temporary card file)
preparation of monthly Calendar
Supplement
0-200 cards incl. changes

Calendar plus Supplements (monthly)

current printed/listed
meetings

2,000 entries

2,500 index entries

2,000 geographical entries

Supplements: 200 per month entries

BIBLIOGRAPHIES

Old reports (entry slip files by year) not for further
publication
4,500 slips
1,000 per year addition

Yearbook of Congress Proceedings Reports (slips)

for listing in annual bib-
liographies

8,000 entries

100 per month additions

Bibliographical Current List (entry slips)

for listing in monthly bib-
liography '
130 per month

Exhibit 3

Eng. keyword
Chronological

Eng. keyword
Eng. organiz.
Chronological

Eng. keyword
Eng. organiz.
Chronological

Eng. keyword
Eng. organigz,
Chronological

Eng. keyword
Eng. organiz.
Chronological
Geographic
location

Eng. keyword
Chronological
Eng. title

Eng. keyword
Eng. title
Chronological

Eng. keyword
Eng. title
Chronological



MEETING REPORTS

Listed Reporits already processed and kept for
‘ reference only
15,000 reports
80 per month input
0-5 per month recall

Unlisted Reports wunfiled except for breakdown
into Annual Bibliography
and Supplement — prior to pro-
cegsing
50-200 reports
80 per month processed

REFERENCE AND STUDY DOCUMENTS

books on theory and practice,
reference works, directories,
address lists, etc.

3,000

20-50 per month input

10-30 per month recall

Exhibit 3

Chronological
Locate via pub-
lished biblio~
graphies



PROCESSING OF DATA FOR THE YEARBOOK OF INTERNATIONAL ORGANIZATIONS EXHIBIT 4/4a

A. DURING PERIODS WHEN YEARBOOK IS NOT IN PREPARATION

Change of Address or other Modifications to Yearbook entries

~ immediately noted by distribution department for address plate purposes
-~ source document then sent through to information unit
- Yearbook looseleaf master copy checked and amended on facing page
— geographic index adjusted on facing page
— 8reen change of address slips prepared for all departments (except
distribution, unless there is no indication on the source document
that the change has already been noted in that ﬁepartment)
Copies for: Yearbook supplement in magazine
magazine editor
calendar
FAIB, only if the address is changed from or to that
of a Belgium-based organization
— original source document is then Filed
— 1f the change is » change of name then the alphabetical ordering in
the Yearboock must be changed

Indication of an International Organization not in

~ new data is filed pending investigation
~ existing records are periodically investigated in two series of files:
demi dossiers containing small items
buff folders containing bulky items

- new data is filed with the old dats if a file exists

- if the data is significant new information the file is flagged for
processing at time of preparation of Yearbook

~ if no file exists, it is created, together with an appropriate index
card by English keyword (in exactly the same order as the demi dossiers)

- 1f the new information is of sufficient current interest, an entry is
made out for the 'new organizations' column in the magazine

~ if no address is indicated, and the information is useful, determine
some indirect route by which further information may be obtained and
write using stereotype letter

- file letter in demi-dossier whilst awaiting reply

- from the answer and the filed information the organization is assesged
as a Yearbook entry '

- if eligible, an entry is drafted for the Yearbook supplement

~ a copy of the draft entry is sent to the organization concerned with
UIA publicity material and a request for corrections

— if not eligible, the answer is filed in the demi dossiers

— if there is no answer, Tthe files are left for evaluation of those flagged
at time of Yearbook Preparation

— if the copy of the draft entry is returned, add modifications and prepare
for Yearbook supplement in magazine

~ if the copy of the draft entry is not returned, prepare the original
for the Yearbook supplement in the magazine and file manuscript in
buff folders

- the printed version from the supplement is cut up and filed in the

buff folders (it is used as text for submission to the organization

at the time of preparation of the Yearbook)

a number is allocated to the organization



Exhibit 4/4a

Indication of Change of Officer in Yearbook Organization

- only applies to the Président or Chairman and the Secretary General or
Chief Executive Officer

- the Yearbook master copy is modifigd

- a single entry is made out for the Yearbook supplement

-~ this procedure is only followed up until the fourth Yearbook supplement,
after which too many entries are returned with changes to warrant the
publication of the information prior to the following edition of the
Yearbook

Initialese

~ this is not part of the normal processing of the Yearbook section; it
is only dealt with for Yearbook purposes at the time of preparation of
the indexes to the new Yearbook entries for the Yearbook (not the
supplement)

- a file is maintained by the magazine editor for odd items of initialese

- no data is collected in any otherway for further editions of the Year—
book

Keywords

~ keywords in the Yearbook supplements are not kept up to date between
editions, although cards for new organizations are flagged in the demi-
dossier card index which is in English keyword order

~ keywords for new entries are made out systematically when the new
editions is prepared

~ French keywords for new entries are made out at the same time

DURING PERIODS WHEN THE YEARBOOK IS IN PREPARATION

New editions of the Yearbook have to be on sale in December of every
second year. The normal processing is carried out from January to
November of the first year of the cycle. The remainder of the cycle is:
- plan and prepare dispatch of first circular to organizations (December)
listed in current Yearbook
listed in published supplements (1—4)
The December start is necessary to allow
one month to get final versions of letter
3 weeks to get envelopes addressed and checked
10 days to locate missing address plates and type out
appropriate addresses
Because of these delays the letter should be dated to correspond to
the expected time of arrival at destination
- should have 80% of replies by February
- reminders are prepared for remaining organizations and sent first class
airmail during the last 2 weeks of March
- 90% of replies should be returned by beginning of May



Exhibit 4/4a

- a8 replies are received:
-~ check running total
- get duplicate proof from dossier and attach to reply
- the geographical index is checked in the master copy
~ the dictionary text entry is checked in the master copy
- replies are accumulated into groups of 50 and then passed to
the calendar section where
- data from the calendar is added to the entry
~ data from the entry is added to the calendar
— replies are returned to the Yearbook section and examined
for changes of address or title; if there is a change:
— green slips are prepared as in the normal processing
- routine
— index slips are made out for all changes and new entries:
- old index slips are retrieved from dossier suspendu
~ list of member countries is complied or updated
— corrections are refiled and accumulated into groups
of 50
- editor prepares new or updated entries from these groups of 50
— updated proofs and manuscript (for new entries) is sent to
printer in groups of 25 with a covering index for each group
showing:
- organization English title in title order
- page number of old entry in Yearbook
- seguence number
— editorial work on the first rum through the alphabetical
sequence of replies should be completed by end of July; indexes
should be completed in August; page proof for all parts should
be available by the end of October; printing should be started
at the beginning of November; first copy should be available
from the publishers at the beginning of December; remaining
copies should be bound during the first three weeks of December



PROCESSING OF DATA FOR THE MEETTNG BIBLIOGRAFHIES EXHIBIT @/Ba

Entries for the monthly Bibliographical Current List and for the 2-yearly
Yearbook of International Congress Proceedings are produced by the same
procedure,
— source data is of two kinds:
- direct, as the publication or informagtion from the publisher
~ indirect, as an indication in s kibliography or review section
of a magazine
- Current List material must have been published in the previous 18 months,
irrespective of the date of the meeting to which it refers
- entry slips made ocut ag copies are:
~ white slip for each entry
- BCP slips are filed chronologically
~ BCL slips are filed separately in chronological
order until a group of about 130 has been accumul-
ated; they are then sent to the brinters; on
return they are used to check the proof and are
then inserted in the BCP chronological sequence;
- those that have been printed bear a code to enable
the printer to locate the composition for use
in preparation of the BCP
- pink slip for each entry
— BCL and BCP slips are filed together alphabetically
by organization name; they serve as an index to the
chronological sequence and are used to prepare the
BCP index '
~ white half-sheet for each entry

— are used to attach cuttings and other source material

- filed in boxes by year
-~ a code is marked on each item of source information to indicate that it
has been processed
- volumes are accumulated for filing
- loose processed source material is finally filed
in the dossiers suspendu
- incomplete source materisl is filed in boxes by year
- intermediate files are kept for the Tollowing groups:of bibliographic forms:
-~ Nno replies received
~ distribution of reports private or classified
awaiting BCL Processing
= processing completed
~ index slips for the BCL are produced as follows: .
- buff slip for meeting subkect English keyword
-~ white slip for English organization title keyword
- green slip (where appliable) for author or editor
~ index slips for the BCP are identical, except that organization index
glips are not made out; they are compiled prior to publication from the
bibliographic forms for each organizaticn



PROCESSING OF DATA FOR THE INTERNATIONAIL CONGRESS CALENDAR EXHIBIT §/6a

~ if the sourfe data is a letter, the large international organization
index cards are checked to determine whether the information represents
a change in an existing calendar entry or a new entry

- 1f it is a change, the index and chronological cards are modified

~ if it is a new entry, the index is updated and the new chrological card
is made out; the letter is marked with a 'C*

- the letter is grouped with others for filing in the dossier suspendu unless
it is required by other departments, as indicated on the letter

~ the new or modified chrological cards are accumulated in preparation for
the monthly calendar; the modified cards are marked with a green cross which
the printer treats as requiring a special marker in the calendar; all
sources for changes are noted on the chronological cards with dates

- if the source data is a UIA yellow card, the same procedure is adopted; the
yellow card is then filed in chronological order

~ if the source data ig a meeting program and/or list of participants, the
same procedure is adopted; the source documents are then filed in a
separate chronological file for Air France; after examination by Air France,
indicated by 'AF', the source documents are then accumulated in a special
file :

R W )

— if the source data is an organization magazine, the same procedure is
adopted; the magazine is then returned to the Information Unit Yearbook
section

— 1f the source data is a specialized calendar, the procedure depends on
the reliability of the calendar; entries are only accepted if the
calendar is considered reliable but otherwise the procedure is the same
as above; congress centre calendars are accumulated in a special file

~ 1f the source data is a returned Yearbook entry, the same procedure is
adopted but any information not indicated in the entry on future meetings
is added to the entry; thi#s is then returned to the Information Unit
Yearbook section

— if the source information does not mention an international organizationm,
the English keyword index is checked to determine whether the meeting is
organizaed by a national organization

- if it is organized by a national organization, the chronoclogical card is
made out as before; keyword cards are made out if necessary

~ when 200 cards have been accumulated for a monthly calendar supplement, these
are sent to the printer; when returned with page proofs, the page proof
numbers are noted on the chrological cards (this allows the printer %o
locate the composed type for a given entry when it has to be modified or
used in the annual calendar at a later date)

Criteria fer felection of Meeting Entries

Criteria vary slightly depending on the material available. Data on inter-
national NGO meeting data is given preference, but United Nations, FAO,
Unesco, Council of Europe, etc committee meetings are also taken if of
importance or dealing with technical rather than administrative matters
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EXHIBIT 9

SUMMARY OF ADDRESSOGRAPH PLATE INDICATORS

Each plate is divided into 12 possible indicator positions.

Pogitions 1 —= 5 describe the nature of the organization.

Pogitions 7 - 12 describe the type of subsc@iption, if any.

Position 6 is not used.

Meaning of Individual Positions

Pogition 1 Beige

Yellow

Position 2 L.Blue

D.Blue

L.Blue

M.Blue

P.Red

Full

Full

Full

Full

Half

Half

Full

plate not to be used for non-UIA
publicity as it may be recognized
as having been sold

people liable to be annoyed
consult before using

may apply to any plate

Associate Members
about 20 left i
used to get 15% on publicafions

YB international that once bought from
UIA

difficult to keep up

has been allowed to lapse

treated in same way as L.Blue Half
gradually converting to L.Blue Half

YB IGOs

not now possible due to rearrange-
ment of YB

lapsed and converting to L.Blue Half

originally YB internationals not hav~
ing bought

up to date

includes IGOs and NGOs

IG0s changing address after 1.1.68
new colour
necessary to be able to date plates

Internationals or orgs not in YB yet
interested in international material
originally those having bought

not kept up %o date

converting to P.Red Half



Pogition 3

Pogsition 4

Position 5

Pogition 6

Pogition 7

Pogition 8

Position 9

P.Red

Beige

Black

Green

Orange
etc,

Black

Black

Not used

Black

Red

Green

P.Red

Beige

Half

Full

Half

Full

Full

Full

o]
b

Full

Half

Half

Full

Full

Full

Half

Ixhibit 9

Internationals or orgs not in YB
up to date

Secondary YB addresses or their
libraries
up to date

YB UN consultants
up to date but not used

Unesco National Commissgions
up to date

Governments, Embassies, Ministeries,
Local authorities,
up to date

University libraries
up to date
Other libraries

up to date

Airlines
up to date

Travel (except airlines), tourism, etc.
up to date

Booksellers
usually kept in separate trays
up 1o date

Government subsidies, supporters, etc.
confusion with corporate members
not kept up to date

Bend airmail BCL
refers to Position 9
up to date

Indicates that BCL is a standing order
and must be renewed at end of year.
refers to Pogition 9

up to date

Active members who wish BCL free as
well as magazine

lapses now that BCL is in magagzine



Position 10

Pogition 11

Position 12

Exhibit 9

The remaining indicators in this position refer to the
type of subscription for the BCL (monthly bibliography).

Half
Full

White
P.Red

Beige

L.Blue

Yellow

D.Blue

Red

Red

Brown

Green

P.Red

Silver

Half

Half

Full

Full

always means a single subscription
always means a multiple subscription

free

direct subscription ending in 1967
(will be for 1970)

bookseller subscription ending in 1967
(will be for 1970)

direct subscription ending in 1968
(will be for 1971)

bookseller subscription ending in 1968
(will be for 1971)

direct subscription ending in 1969

(will be for 1972)

bookseller subscription ending in 1969
(will be for 1972)

London invoice
up to date

Diisgeldorf invoice
rarely used

gend airmail magazine
refers to Posgition 12
up to date

indicates that magazine is a standing
order and must be renewed at end of year.
refers to . Position 12

up to daté

Active member (1 only) who gets every-—
thing free.

The indicators in this position refer to the type of sub-
scripiio for the magazine.

Half

Full

always means a single subscription

always means a multiple subscription
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White - free

P.Red — direct subscription ending in 1967
(will be for 1970)

Beige — bookseller subscription ending in 1967
(will be for 1970)

L.Blue ~ direct subscription ending in 1968
(will be for 1971)

Yellow ~ bookseller subscription ending in 1969
(will be for 1972)

D.Blue ~ direct subscription ending in 1970
(will be for 1972)

Red -~ bookseller subscription ending .in 1970
(will be for 1972) ,

Silver - Active members and secretaries (special tray)

- Active members and secretaries multiple

NOTES ‘
Filing Plates of organization or person within town (in address
' alph order, no indicator, govérmment, library, travel),
within country, within language group;

Yearbook No special indicators on BCL/magazine plates unless
written note of combined subscription. Yearbook
standing orders filed separately.

Booksellers Separate drawers

Hotels Separate drawers (produced in 1963); seldom used.

Active Members Separate drawers Associate Members special indicator.

Corresponding Only identified as an international AND purchasing
magagine
Corporate Written indication on plate, only; no indicator.




ORDER PROCESSING AND ASSOCIATED PROCEDURES

BXHIBIT 10 .

ORDERS FOR PUBLICATIONS

Definite Orders (not accompanied by payment)

A definite order may take the form of:

clear request in a letter

return of a UIA order form

client's order form

oterling Area orders. These are dicussed below.

Orders are treated as follows:

l‘

Invoice

An invoice 1s made out for the items detailed in the order. Several
copies of the invoice are made, depending on the type of order.

Invoice carries 7% fiscal stamp tax on paid amount (full amount
less discount) for Belgian sales, except Bmbassies and indirect

avnortation
CXPCIrLvavllll.

Airlines in other countries want Brussels invoice; avoid tax
by sending c/o Brussels office.

Bookseller sales must bear buyer's address when indicated.
Payment without invoice requires no tax stamp

Special discounts for Yearbook: 35% I.P.S., 40% Stechert-Hafner,
35% 0.1.L., 35% A.M.P.

 General disecounts to booksellers: 25% for all libraries, 30% for

more than 10 copies, 35% for more than 20 copies, 40% for more
than 200 copies.

Top Copy (2 sheets of the UIA printed white invoice form)
These are sent to the client at the time the order is mailed.
Copies are numbered, starting in 1959 at no. 3999; now at
24,500, A list of publications is always (exoept for indirect
sales) sent in the same envelope as the top copies; these are
never sent with the publications ordered. Orders of this type:
3000 - 4000 per year; 250-350 per month.

Yellow Copy (not pre-printed)
This is an exact duplicate of the typed data on the top copy.

These bear the legally required fiscal stamp and are official do—
cuments which must be kept by the UIA. They bear the same number
(typed) as the top copies.

Piling: Filed in invoice number (i.e. ohronological) order.
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c) Pink Copy (not pre-printed)

This serves as a general index to all correspondence and orders.
Bears same invoice number as (a) and (b). Bears an additional
number which is stamped on all associated papers and documents.
Copy may subsequently bear a second added number to indicate the
location of subsequent correspondence with regard to the order.
Filed systematically every few weeks from 1965.
Filing
— Pink copies are divided into two groups:

(1) Booksellers

(ii) Direct Sales

These are filed separately, but are themselves d1v1ded into
two groups:

(i) First 6 months of year
(ii1) Last 6 months of year

-  Within each of these four groups, pink copies are filed

-~ chronolagically for the same client within
—~ alphabetical order of client within
— alvhabetical order of town

4P VT VL

(- mno division by country

(4 'simile double rose! may be created on white paper in excep—
tional cases. These do not refer to invoices, but act as an
index to correspondence about potential sales, claims or orders.
Same type of sequential numbering is added to copy and corres-
pondence, which are filed with and in the same order as the pink
oopies.)

d) White Copy (Dispatch Note) (not pre-printed)
These are only made out when the sale ig for:
~ Yearbook :
- Publications produced under contract (L4, L15, Alkjaer, B5T-59 etc.)

In the case of Yearbook invoices, this has been done for the 1lth
edition (January 1967); 4000 - 5000 per edition; 390 per month
average. Bears dispatch number (now at 4500) and date of dispatch.

Filing

Dispadch order number within alphabetical order of town (no divi-
sion by country)

In the case of contract publications, there is no dispatch number.,
Filing

Chronological order within separate files for each publication.

Bntry in Sales Journal

As each invoice is made out an entry is made in the Sales Journal so
that payment reminders can be sent and accounts képt for publications

sold; 3000 - 4000 per year; 250 - 350 per month, The entry bhears
the followlng indications: invoice no; amount; date.
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3. Envelope for Invoice and Publicity

This is made out at the same time as the invoice. 3000 - 4000 per
year; 250 - 350 per month; mno publicity for indgérect sales.

4. Label for Publication Package

Only made out for non-subscription orders, i.e. those not requiring
addressograph plates., Labels are always made out at the same time
as the invoice (sometimes 4/5 envelopes or labels fer order).

B, Subscrippion Orders

If the order is for subscriptions, the addressograph plate creation
procedure is initiated from the pink copy; the plate will (eventually)
bear the invoice number. If a plate already exists, the invoice num-
ber is placed on the plate.

6. Standing Orders

These may be for the: TYearbook, in which case the addressograph
plate creation procedure is. dnmdiated

Magazine, in which case a special indicator
esso

oranh

ig supklied for the addressograph

3

Tate
late.

Monthly bibliography off-prints, in which
case a special indicator ig supplied for the
addressograph plate.

Invoices for existing standing orders are made out annually when the
subscription is to be renewed, or every two years when the Yearbook

is produced and sent,.

Orders requiring Correspondence (not accompanied by payment)

These are of the following types: client order forms bearing wrong prices,
wrong titles, out of print publications, non-current editions, publica-
tions printed elsewhere, requests for prices. 10 - 25 per month.

Orders. for Future Publications

These are orders for publications which are not yet available, such as
future editions of the Yearbook, Yearbook of Proceedings, Directory of
Periodicals.

These are treated using special stencilled reply forms to explain that
the publication is being printed, and informing client that we will assume
that this is a firm order unless he indicates otherwise.

When accompanied by payment, such letters bear a typed addition to indi-
cate that payment has been made.

A1l such orders are filed in special files for each publication.(filed
by name of town and by name of client).
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SUMMARY}OF VOLUMES OF INFORMATION PROCESSED BY UIA

- payment detail requests l/week

Incoming
_Lefters received = 5=20 per day
Periodicals received - - 20~40 per day
Questioﬁnaire/reply cards . -~ 1-50 per day
Orders - © = 10-20 per day
Payments : _ ~ 10-20 per day
Outgoing
Letters ~ 1-30 per day
Publications - magazine (monthly) — 200 calendar entries
~ 130 bibliography entries:
- 30 Yearbook entries (quarterly)
: - 2000 calendar entries (annually)
- Yearbook (2 yearly) - 2500 organization entries
Orders v - 1 per day
Pzyments ~ . 1 per day
Advertising leaflets -~ 10 per day
. Stored .
Addressograph plates - 7000 active (5000 unused)
Customers = 1000-2000
Monthly magazine circulation -~ 3000-5000
EXHIBIT 12
SUMMARY OF RETRIEVAL VOLUMES . .
Current Historical
Documentation ' files files
Incoming — calendar detail requests 1/day_ 1/month
a - yearbook detail requests 1/day . l/honth
- bibliography detail requesis l/week l—3/month
Invoices, etc.
Incoming - invoice detail requests 3/day 1/month
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TYPES OF COMPUTER EQUIPMENT

There are two main groups of computers called respectively digital
computers and analog computers. The latter group is mainly used in

scientific research and will therefore not be considered here.

Within the group of digital computers, there are some which are spec—
ially modified for use on scientific work, mainly in order to cope
rapidly with large numbers. These will not be considered here. Comp-
uters in commercial use are usually designed to cope rapidly with large
volumes of information, although they can of course perform many of the
calculations done on scientific computers. There are some all-purpose

computers.

Computers can range in size from small desk models for calculations
through to the large computers as in maintaining a world wide seat re-

servation service for airlines.

An important feature of the computer industry is the rate of change of
equipment. New technigues are very guickly developed and in some cases
computers are sold to the customer before a particular model has been
produoéd in running order. Because of this rate of change, the tendency
is to hire computers rather than purchase them. In order that a comp-—
uter manufacturer can keep a particular customer, he has to ensure that
when a particular model becomes out of date, the next model should be
adapted to solving the same problems as the one it replaces. As far
as possible therefore, the manufacturer attempts to ensure that program
instructions written for the first model will also operate the second.
This principle, called compatibility, also applies when a given custo-
mer requires g more powerful computer than he already has. The next
computer in the manufacturer's series, must be compatible with the less

powerful model.

A computer system is a complex of hardware (the physical equipment) and
software (the program instructions to perform different operations).

These are discussed below.

Hardware
The hardware can be divided into the central processor which contains all

the equipment to control the 6perations of the peripheral equipment.
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Control Processor

The central processor has the following major components: a memory,
a processing section, an input/output control section, an operating

console.

The memory section is one of the commonest means evaluating differences
between computers. A small computer may have a memory size of 4,000
characters (4K). Extra memory can be added on to many computers guite
easily, generally going up in size from 4K to 8K to 16K, etc. An

average service bureau computer may have a 64K character memory.

The other important point of comparison between computers ig the
speed with which characters are read into or out of memory. This can
also be increased quite eagily. One range of modern computers has
speed ranging from 1.45 through 1.28 to 0.68 millionths of a second
per character. A character may be itreated differently on different
computers, so that comparison in terms of characters is not always

meaningful.

The processor section contains all the logical equipment fof performing
arithmetic and other operations. The input/output control section con-
trols the movement of characters from the peripheral equipment *o

memory and back. An average computer will have 75% of its time avail-
able for calculation whilst performing simultaneously the following
operations: reading 900 éards per minute (72,000 characters per minute),
reading 60,000 characters per second from magnetic tape, writing the
same number to another magnetic tape, printing a total of 3,600 lines
per minute on three printers (each line can have 136 characters). The

computer is controlled by a typewriter operating console.

Perigherals

a) card reader: an average card reader reads 900 cards per minute =
which is eguivalent to 72,000 characters per minute. This is the

principal channel by which data is fed into the computer.

b) card punch: an average card punch punches 100-300 cards per mine-

ute, which is equivalent to 8,000 -~ 24,000 characters per minute,
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printer: an average printer can operate at up to 1,200 lines per
minute with about 136 characters per line. There is a choice of
64 characters. The stationery can be composed of forms, linked

continuously, of about 3 to 19 inches wide and up to 22 inches long.

magnetic drum storage: can store from about 4.5 to 12.5 million
characters which can be read from the drum at the rale of about

370,000 characters per second.

magnetic tape storage: one tape can store about 20 million charac—
ters per second. There are many types of magnetic tape. Some

can contain more characters and be read faster.

perforated paper tape reader/punoh: can read 500 characters per
second or punch 150 characters per second. This is another import-

ant means of feeding data into the computer. Some readers are

&

separate units from the punch.

magnetic disk storage: some disks are removable from the disk unit.
A disk, depending on the size, can store 1.5 to 7.8 million charac—

ters.

magnetic mass data storage: specially coated cards can be used
to store characters. One storage unit can store up to 500 million

characters.

magnetic reader/sorter: can be used to read specially printed

figures, as on some cheques.

Peripherals for Remote Access

In some cases a computer can be used from a distant point by use of

a device bearing some resemblance to a telex machine so that contact

can be maintained between the user and the computer over a telephone

line. As with a normal typewriter, the rate of operation is of the

order of 10 characters per second, although calculetions are done at

computer speeds.
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Special Peripherals

Increasing use is being made of certain special peripherals. These
include television screens 1o display information in the form of
characters or lines. These can be altered by use of a light pencil.
Fast printers using phoioelectric techniques are also being devel-

oped.

Comments on Peripherals

It is wvery important to note the rates at which different peripherals
can operate., If the computer is instructed to use a slow peripheral
like the card punch, rather than a fast one like a disk unit, then it

is wasting valuable time, unless no other method is suitable. For

this reason, some sophisticated computer systems have two computers
linked together - one which is expensive and uses fast peripherals,
another which uses slow peripherals but is cheap. The fast one does

the calculation and then transfers the resulis quickly to storage on

a 'fast! peripheral, the slow one then reads the information from the
fast peripheral and writes it out via the relatively slow printer. This

saves wasting time on the fast expensive computer.

The distinction between use of magnetic tape storage and magnetic disk
storage is an important one. If a series of names and addresses are
stored in alphabetical order on a tape, presumably the tape will have
to be updated periédically. If there are a large number of modifica~
tions each time, then the time spent in reading through the tape will
not be wasted. If, however, there are only a few modifications, or the
modifications are all in the last quarter of the alphabet, a consider-
able amount of computer time will be wasted in searching through the
tape until it gets to the last guarter or the odd items to be corrected.
In cases like this, a magnetic disk unit can be used. With a disk unit
the computer is able to go straight to the part of the disk where the
out of date name and address is stored and make the correction. No
time is wasted in reading through a tape. Many computer installations

do not use magnetic tapes.



Exhibit 13

Accessory and Classical Equipment

Computers have taken over many functions which were performed by other

card machines. These are gtill used as essential accessories in a

computer installation. They include:

a)

card punch: this machine possesses a keyboard similar to- that of

a typewriter. It is the main method by which data to be processed
by the computer is transferred from a printed document to the stand-
ard 80 column card. An average operator can punch 8,000 characters

per hour.

card verifier: this machine is almost identical 1o the card punch.
The verifier operator reads the same document as that read by the
punch operator and depresses a key in the same way. The key de-
pression results in a check of the data punched into the card by
the punch operator. If the card is incorrect the verifier operator
removes it from the deck of alteration. The rate of operation is
the same as that for a punch. In most installations, the pre-
caution is taken to have all punched cards for the computer checked

by a verifier., This is not absolutely esgential.

card interpreter: this machine 'interprets' the holes punched by
the card punch into each card and prints out the equivalenf numbers
and letters so that the contents of the card can be read. This is
very useful if a set of cards has to be checked through manually.
An interpreter operates at about 100 cards a minute. Because it

is so slow, most installations try to avoid the need for using one.

sorter: each card produced generally bears some code (e.g. customer
account number). Time is often saved by sorting cards on a special
sorter prior to sending the cards to the computer. Sorters can

operate at up to 900 cards per minute.

collator: in some cases two separate sequences of cards must be
blended together in number order, This is done by a collator which

operates at about 300 cards per minute.
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f) tabulator: prior to the installation of computers, the tabulator
performed most accounting operations. It reads cards and performs
calculations based on a specially wired set of instructions. The

results are printed out. The program can be changed very easily.

g) mark sense equipment: in some cases it is useful for computer
cards to be marked in with a special pencil (e.g. by warehouse
stock clerk). The cards are then magnetized, read by the mark
sense equipment which punches equivalent holes which the computer
or tabulator can resd in the normal way. This avoids the necess-—
ity for a printed document to be prepared which must then be used

to punch and verify punched cards.

The above items of classical eguipment still form the basis for many
highly successful data process installations, The disadvantages of
this equipment are: lack of processing flexibility, slow speed of
operation, no memory (available for complex operations), no storage

other than trays of cards.

Software

The hardware peripheral listed above is absolutely useless without some
form of instructions 1o control operations. Software is the term given
to the codes, instructions and languages that have been developed to
facilitate instructing the computer to perform the operations required

to solve a given problem.

The term software covers: the languages, many of which resemble basic
English, that have been developed to control a particular computer
(there are now about 1000 computer languages); the standard programs
written to perform common operations.; the particular programs written

to deal with a particular application of a given organization.

Examples of computer languages which are independent of a particular
make of computer are: COBOL, FORTRAN, ALGOL. Examples of standard
programs provided by most computer manufacturers are: tape,sort, tape

merge, payroll routine, square rootroutine.
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Types of Procegsing

a)

Wire Progfam -~ Nno memory
This type of processing is only applicable to the accessory equip-

ment such as the sorter, collator or tabulator.

Program - no operating system

In the second generation of computers which has now been largely
superseded,programs were read into‘the computer one by one on
completion of each job. All control remained in the hands of the

operator.

This wasted a lot of valuable computer time. With the current
third generation, many of the operator's functions are performed
automatically by a special collection of programs known as the
operating system. Only when the latter cannot correct errors is

o e o
L

control given to the human operator.
Programs with Operating System

Multi-Processing or Time-Sharing

As explained earlier, when the computer has a lot of reading or
writing operations to perform, about 75% of its computing time

is being wasted. Many third generation computers are able to per~

form two or more jobs virtually simultaneously.

Remote Access or Real-Time Computing

Associated with multi-processing is the facility by which many
typewriter~like terminals can be linked to one computer from a great
distance. Such is the speed of the computer, that it is able to
deal with each terminal, one after the other, and yet give the im-
pression to each of the human operators of only one or two seconds
delay between question and answer. The limitation of this form of
processing is that the emphasis is on calculations rather than sys-—
tematic processing of large volumes of data, it ig therefore more
suitable.to gscientific applications or checking a particular cust-

omers credit.
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f) Integrated System

In some large installations, it is possible to arrange that every
item of information needed for calculations is registered as soon
as possible (e.g. the slip prepared by the counter saies girl) in
a manner adaplted to automation data processing. This cuts out
all intermediate manipulation. If it is important enough, the
manager of the installation can obtain immediate information on
any field of the organization's activity. A typical example of
such a system is the airlines seat reservation system. EFach firm

booking is immediately notified to the computer.

Preparation of a Program

The operations required to process all the data gnd produce all the
printed information required are divided into groups. Each group
cengists of one data preocessing job. This may be invoicing5J prepar—
ing a balance sheet, sending paymeni reminders, etc. At‘least one

program is required for each job.

The program is the set of instruction to the comp%ter on how to per—
form each of the operations necessary to complete the processing for
that job. The operations must be specified in great detail before the

program can be written,

Once the program has beenwritten on a standard form, the latter is
used by a punch card operator to prepare cards. When these cards have
been verified and grouped together, they constitute the 'source program

deck’.

The source program cards are then fed into the computer through the
card reader. The computer assembles the program and converts it into
special machine language code. Whilst doing this, it checks to see
whether the programmer has not made any errors, although it cannot
detect errors in logic. Error messages are printed oot. The programmer
prepares a correcied source program until the computer finds no errors.
When this stage is reached, the computer punches out an 'object program’

in machine language.
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The object program is then tested by using the sort of data which
the job is required to deal with in practice, e.g. orders, invoice
payments, etc., This test may reveal errors in logic, in which case
the programmer must prepare a new source program and repeat the proce-—
dure. When there are no errors at this large stage, the program can

be used to deal with real data on a regular basis.

Modifications to the system once it is in operation, mean that the
programmer must prepare a new source program, and test it. The new -
program may have an effect on related programs which might alsc have

to be altered and tested.
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DANGERS IN THE USE OF COMPUTER SYSTEMS

When a computer system is planned, there are a number of pitfalls to be
avoided. These can be summarized as follows, (This note is based on
the article by Fiock, Jr., L.R. "Seven Deadly Dangers in EDP" HER May-
June 1962).

1. Incorrect Equipment
Items of equipment may be acquired which, although excellent for cer—
tain tasks, do not suit the current application. This may be because.
they are not fully used or because they do not mesh with other items
of equipment or manual procedures.

lonorance of Procedures

One of the commonest methods by which managers err in switching to
computer methods is by falling to realize the inadequacies of their
present methods. Most managers do not know how much their intended
policies are distorted at lower levels of the organizaticn, in order
to it expedients or available procedures. Thorough analysis of
current proceédures is needed before it can be certain that the com—
puter assisted procedures will be better than the existing methods.

N
.

3. Collection of Data Processing Activities rather than Control.
Computers can either be used for solving a number of problems indepen—
dently, e.g. order processing, research, etc., or else the different
data processing procedures can be supervised by one group or person,
This gives a more disciplined enforcement of policy and procedure.
Only centralized management policy direction can set the goals to be
attained by a particular organization. This fundamental ofgen eludes
management long after a system is in operation.

4. Staff Resistance
Every aspect of an effective system appears as an intrusion to staff
members, Computer programming demands precise, written definitions
of all basic policy and clerical instructions, many of which were pre—
viously verbal. Much subtle verbal decision making takes place at
the clerical level. Staff fear that they are losing control of their
areas of responsibility.

5. Inadeguate Staff
Great Attention has to be given to ensuring that staff can handle the
data processing problems.

6. DBiased Evaluation prior to Installation of the System
Cost savings, efficiency of the equipment, rental price, etc. do not
give a valid indication of the utility of the system. The only valid
measure of success is the effect on the performance of the organis .
zation as a whole.
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EXHIBIT 15
NOTE ON THE TRENDS IN INFORMATION TECHNOLOGY AND COMPUTERS

A1l recent studies of the future of information technology predict that
this will be an area of major change and innovation., Computers are
already being tied into telecommunication networks throughout the world
and this process wil undoubtedly accelerate. It is predicted, for ex-—
ample, that in the U.S.A. the volume of data transmission via telecommu~
nication networks will exceed speech transmission by 1975.

The following major trends have been predicted (Diebold, John, M5):

-  future information systems will be more versatile and will more
nearly parallel the real flow of informstion within an organiza-
tion or information network such as a library system

~ information systems will tend increasingly to be "real time"; that
is, they will reflect important and routine events as they occur
such as immediate requests from one library to another for data on
a particular volume or paper.

— systems flexibility for new applications will be vastly increased,
and costs greatly reduced, through a broad range of new peripheral
equipment developments., This will make it much easier for the indi-
vidual or small organization to contact and be contacted through a
national or international network.

- significant cost reduction and vastly expanded use of random-access
files and memory will permit the drawing together on an integrated
basgis of all the data relevant to a single topic. This means that
documentation at present compiled by laborious manual technigues
with months of correspondence and postal delays will be easily
assembled in a few minutes. This will completely change the econo-
mic of the production of any reference book, .The data will be cheap
to assemble and therefore hard to sell on a quickly out of date printed
form.

- a totally new data storage and processing capability - graphic storage
and processing -~ will become economical and commonly available. This
will reduce composition costs in publication production so that any
conceivable reference work could be produced within weeks.

One result of these changes will be the creation of new markets for infor-
mation. Commercial companies dealing in information cutting across all
subject boundaries will be created. An early example of this is the re-
cent creation of the Information Company of America which will: develop
an array of saleable ififormetion. services; contract to operate any in—
formation systems, centres and publications; and conduct research pro-
jects. These developments will be of great importance to small docu-
mentation centres although it is not yet possible to determine whether
they will be able to survive and precisely how they will have 1o adapt

to international data networks.



NOTE ON USE OF A SFRVICE BUREAU EXHIBIT 16

A service bureau is g means of making expensive equipment available

to those organizations requiring the sophistication of the equipment
but who only need if for a few hours a day or month. There are g
number of different types of service bureau. They may be classified

firstly by the type of work they do and the equipment. they possess:

- seoretarial,_administrative, accounting bureau
- punched card, classical equipment bureau

- computer service bureau

The last two may further be clagsified according to the nature of the
organization operating the bureau and the purpose for which it is

operated:

- computer manufacturing companies general possess a service
bureau at their national or regional head offices to assigt
clients to install their own computers, to test Programs and act

as a sales aid.

- some manufacturing companies bossess a computer which is speci-
fically used for commercial service bureau work and is not intended

primarily as an aid to sales.

- commercial service bureau organizations exist which hire a comp-
uter from g manufacturing company but are otherwise completely

independent of the latter

- occasionally commercisl or semi-commercial organizations group
together and form a service bureau for their own internal use,
It is possible to Join such groups which are run on a non-profit

bagis.

- many commercial companies have computers which are not fully used.
It is occasionally possible to arrange with them to perform s
certain amount of work on g contract bagis. This usually'is cheaper

than going through a commercial service burezgu.

- occasionally universities and scientific research institutes have
computers which are noi fully used. It is possible to arrange with

them to perform a certain amount of work on a contract basis.
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Advantages of Using a Service Bureau

- no investment in expensive equipment which quickly becomes outdated
- no responsibility for machine maintenance
- no need to have computer experts on the staff at the NGO
-~ only use and pay for the time required to process the data
- data can be delivered to the service bureau on normal typed
documents. Transfer of the information to punched cards, etc.
is all done by the bureau. The final results are returned o

the NGO.

How Would an NGO Make Use of a Service Bureau

a) Initial analysis and file creation

- it is vital in data processing tc be able to define clearly
what it is hoped to achieve by using more sophisticated methods.
To do this, it is useful to discuss the problem with an expert
from one or more of the service bureaux, or from an independent
company of consultants

—~ once the prdblem has been defined, a set of instructions can
be written (a 'program' for the computer) and tested to deal
with all the requirements and exceptions of a particular prob—
lem, If the problem is complex, several programs may be re-
gquired.

-~ 1in order to deal with the data om a computer and at computer
speeds, information currently in a typed form on cards or docu—
ments must first be converted to punched cards from which the
computer can convert it to tape. In other words, most card
files must be comverted to magnetic tape files.

- once this stage is reached, processing can be done on a regular

daily or monthly basis.

b) Regular processing
- information coming to the NGO each day which needs processing,
e.g. changes of address or invoices, etc. is dealt with, under
the new system very quickly. All matters of routine have been

transferred to the computer, only creative decisions need o be
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taken by the personnel; with an invoice for example, it might
perhaps only be necessary to indicate the memberfs or client's
number, code number of the publication he ordered and the dis-
count to which he is entitled. This information would be punched
onto a card at the service bureau (it could be punched onto the
card in the NGO offices if there were sufficient to justify the
hire of the equipment) together with all other similar changes
during the month (say).
the monthly processing would then be done during half an hours
computer time each month and the printed invoices would then be
returned to the NGO, together with monthly account details.
in this way, the personnel is freed for more creative non-routine
work which is usually more essential to furthering the objectives

of the NGO.
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NOTE ON THE HISTORY OF THE UNION OF INTERNATIONAL ASSOCIATIONS

In 1906 some tentative contacts were made between executives of several
international institutions with their headquarters in Brussels concerning
the future role of private international associations. This followed the
Congrds d'Expansion Mondiale in Mons (1905) and was just prior to The Hague
conference on peaceful relations between nations (1907). As a result in
1907 the representatives of 20 international associations with their head~
guarters in Belgium created the Office Central des Associations Interna~-
tionales. The objectives of the organization were to establish permanent
relations between international associations and institutions and to study
the organization, coordination of efforts, unification of methods where
feasible, and creation of cooperation between institutions (principally in
the exchange of information, documentation, and external relations). The
Office published an Annuaire de la Vie Intermationale (1908-9) which gave
detailed information on all international organizations at that time.

Creation of UIA

The creation of the Office lead in 1910 to the lst World Congress of
International Associationsiin which 132 international bodies took part.

The congress gave official birth to the Union of International Associations.
The principal promoters of the congress. and the UIA were Henri La Fontaine
(Nobel Peace Prize 1912) and Paul * Otlet who had already founded the
International Office of Bibliography in 1892, They were also responsible
for the elaboration of the Universal Decimal Classification system.

The aims of the UIA then became to: group international associations,
establish permanent relations between them, encourage them to cooperate,
unify their working methods, coordinate their organization and programme;
study systematically the international mechanism, and formulate a practical
coenception of an organized world based on the rule of law, scientific and
technical progress and the free representation of the common interests

of humanity; promote international associations as the highest represen~
tation of the various categories of world interests federated interna—
tionally; encourage them to confederate freely in order to achieve the
objective of organization of the international mechanism in all its parts;
create an international centre for the UIA and affiliated associations

and to facilitate the management of the major world interests; contribute
to the development of relations between nations, increase human solidarity
and ensure peace between the nations.

The UIA published the Actes du Congrés Mondial, the Annuaire de la Vie
Internationale (1910-11), A monthly magazine was also produced. In

1914 65 international bodies had their headquarters in the International
cenire which was provided free of charge by the Belgian Government. The
founders successively created an international museum dedicated to show

the collective aimg of mankind throughout the ages, an international library
principally concerned with documentation on international organizations,

and a universal bibliography (15 million cards).
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The period from 1910 to 1914 was an ambitious beginning with many grand
schemes which can now be seen to be premature for the period. The UIA had
the support of international organizations and the collaboration of the
leading internationalists of the time. Financial aid was received from
Andrew Carnegie, the Interparliamentary Union, and other groups.

A 2nd World Congress of International Associations was held in Brussels
in 1913 at which 175 associations and 22 governments were represented. A
third session was held in San Francisco in 191D.

Dormant Period

The period from 1915 until 1948 was one of great difficulty for the UIA,
The 1914-~18 war completely cut the initial momentum. After the war all
attention was diverted to the problem of creating and using the League
of Nations which completely took over some of the tasks of the UIA. The
list of international organizations was prepared by the League of
Nations Secretariat with the aid of the UIA founders and published in
1919. A Repertoire des Organisations Internationales was published in
1921, 1923, 1926, 1929, 1936 and 1938 by the League of Nations. The
monthly magazine was published from 1912 until 1921. A volume published
in cooperation with the League of Nations in 1923 listed the resolutions
adopted during 150 international meetings up to that time.

The UTIA founders had to face increasing financial difficulties. Due to
political problems, the League was unable to show much further interest
in private international organizations. The UIA was forced into a state
of vegetation during which the only activity was maintenance of the basic
documentation and the addition of new information. A few controversial
papers were published irregularly up until 1934. These included summary
reports of further meetings in the series of World Congresses of Inter-
national Associations, of which the fourth was held in Geneva in 1924.

At the end of the 1939-45 war, and after the death of Henri La Fontaine,

a sum of Bfrs 500,000 was left as a legacy for the reactivation of the UIA,
The work was carried out by Dr G.P. Speeckaert who became the Secretary-—
General. He separated the currently valuable documents on international
organizations from theincredible collection of other material including
the universal bibliography. This is still kept in Brussels under a
separate legacy from the founders by another organization (Les‘Amis du
Palais Mondial). The first reissue of the monthly magazine was in January
1949. It has been produced regularly since that date. :

The Yearbook of International Organizations was published in 1949 using
the League of Nations material by a Swiss publisher. The UIA took over
the copyright to this publicationsand produced the 3rd edition of the
Annuaire de la Vie Internationale under this titlesin 1950. The following
editions have been printed since that Ifime: 4th (1951—52) in English in
1951; 5th (1954-55) in English in 1954; 6th (1956-57) in French in 195T;
7th (1958-59) in English in 1958; 8th (1960-61) in French in 1961; 9th
(1962-63) in Fnglish in 1962; the 10th and 11th editions have both been

in English; the 12th edition published in 1968 is also iniEnglish.
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Pogt-war Reactivation

The UIA constitution had to be adapted to the post-war situation after the
reactivation in 1948. International organizations no longer wished to
group together into highly structured organizations. This was not seen

as the most practical means of facilitating international cooperation.

In 1951 the constitution was therefore modified so that the UIA became

an institute with individuals as the main category of members. A maxi~
mum of 100 such members was set. International organizations were invited
to become 'corregponding organizations'. These are not members and have
no voting rights., They merely indicate their general support for the UIA
activivy. A category of associate members was also established. The ob~-
Jjectives were modified so that the UIA could confine its activities to
that of a study, documentation and research centre.

The title became Union of International Associations -~ Service Centre for
International Non-Govermmental Organizations., The constitution was modified
again in 1955. The planned activities as a service centre had not been
very successful so the 'Service Centre’for International Non-Governmental
Organizations' was dropped from the title.-

The activities of the UIA have been approved by the UN Ecosoc which gave -
ite endorsement to the Yearbook and the criteria for the selection of
organizatiaons.

From 1950 onwards the UIA received regular grants from the Belgian and
other govermments. In 1950 the Belgian Government grant represented 65%
of the income but by 1960 this had decreased 1o 7%. The organization
went through a financial crisis in the period 1956-57 due to excessive
debts. A grant was obtained from the Ford Foundation for § 25,000 spread
over a three year period which enabled the UIA to continue without diffi-
culty. Since that time the UIA income has increased to 90% sale of pub-
lications and lO% grants and other sources.

The UIA acts as secretariat for the Federation of International Asso-
ciations (FAIB) established in Belgium which it helped to found. It
also helped to found the "Amis Belges de la Cooperation Internationale"
(ABCI) which acts as a channel for funds for the promotion of inter—
national cooperation in Belgium,

In 1965 the constitution was again modified to allow a new category of
Supporting Members. These include commercial and other organizations
which wish to suppori the UIA and benefit from its documentary services.



POSSIBLE COMPUTER SYSTEM COMBINATIONS EXHIBIT 18

Publication Research Commercial With Other
Production Facility Processing Organizations
Publication
Production (1] ¥*% *% *x
Regearch
Facility [2] (71 *% *¥
Commercial v
Processing [3] (6] (4] *x
Research with
Commercial [8] ** *% *%
With Other :
Organizations (9] [14] [5] [15]
Commercial only
with Other Organization[10] *% *% K*
ations :
Regearch only :
with Other Organiz- [ll] ** [13] w*

ations

Commercial and
Research with [12] %% *x *x
Other Organizations

The numbers used to indicate valid, non-duplicate combinations correspond
to numbers used in the text,

** indicates a non-valid or duplicate combination.
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NOTE ON TYPESETTING BY COMPUTER

The bulk of commercial printing work depends on typesetting, that is
the arrangement of type characters from which the final printed version
igs produced directly by impression (1etterpress), or indirectly by
photo~lithography. The bulk of typesetting is done mechanically by

an operator at a keyboard similar to that of a typewriter., The de—
pression of a key initiates @ process which results in the production
of a piece of metal type. Although machines which produce the type
directly on the operation of the keyboard are used (espeoially by news-
papers), it is more usual to separate the keyboard from the type cast~

ing machine -~ the means of communication being punched paper tape.

More recently photocomposing machines have been introduced which assemble
the characters on film for reproduction by photography. Although these
offer the promise of increased speed of composition, therkeyboard oper-

ation is broadly similar to that for hot metal composition.

A printed page is expected to consist of justified lines, that is

lines of equal length to give a straight margin at the right and the
left. In normal typesetting the decision where to break the line, and
if hyphenation is unavoidable, the word, is made by the keyboard oper—
ator. This is:askilled, time-consuming job, and requires a thorough
understanding of typography and house siyle. An operator's time is
therefore a significant factor in publication costs. One of the things
the computer can do is to relieve the keyboard operator of the need to
make these decisions, and hence speed up his work and increase product—

ivity. All the hyphenating and justifying is done for him.

Two other main advantages stem from computer composition. Where the
printed matter is to be in the form of tabulated information, such as
bibliographies, directories or dalendars,iwhich may have to be brought
up to date at frequent intervals, the preparation of the copy can be
closely linked with the computer. Insertions and additions can be

easily made for each successive edition of the publication.
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The remaining point is tha% computer composition makes possible the
storage of texts on magnetic tape. Complete publications can be stored
in compact form, without the inconvenience, wear, and cost of keeping
type standing from edition to edition. The texts can be run through
the computer at any time to produce the necessary instructions for the\
copy to be set in type of a different size, style, or format, without

the texts having to be reset manually on the keyboard.

An additional advantage in the production of indexes to bibliographies,
directories or calendars, is that the stored text can be sorted by
computer and then printed in a different order. A two-part directory
of representatives of organizations and of organizations with their rel
presentatives, can be produced by preparing only the more complex half
of the text manually. This is then sorted and edited to produce the
other part (see Exhibit 20). In gome cases it is possible for the com-

puter to examine individual entries, such as bibliographical references,

and pick out the words to be included in the index.

Typical System and Procedure

Exhibit 21 is an outline flowchart illustrating a multi-pass system with

correction but without page make-up facilities. The passes are:

~ keyboarding of manuscript (if a typed version was obtained at the
same time the reéult would be as in Exhibit 22), input to computer
system via paper tape containing unjustified text and format control
messages. (The head of the tape carries indications on the factors
such as type style and spacing limits, that are not generally alterea

during the course of a job, see Exhibit 22,

During the first run on the computer, tables describing the reguired
type face, are loaded from a library tape. By reference to these
tables, text is composed into lines, justified and hyphoniated as
necessary, and written to magnetic tape. Simultaneously, a proof

print is produced on the line printer (see Exhibit 23).
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After the proof has been read (Exhibit 23), corrections are punched
into paper tape. Corrections may include not only alterations to
the text but also amendments to the job specification and format

conirol messages.

During the second run on the computer, these correciions are in-
corporated into the text file produced by the first run. At the
same time, the revised text is again composed into lines and written
to magnetic tape, and a second proof is taken. This correction run
may be repeated as many times as are necessary to obtain an error-
free output tape. The relationship between the contents of the
original main tape, the corrections tape, and the corrected main

tape is shown in Exhibit 19a.

A further run (not shown in the Exhibit) is used to break up the
text into pages and add page headings and numbers. Indexing could

be performed at this stage. A page proof is provided.

The final run translates the text from computer code into the par-
ticular code used by the film setiting machine or the hot metal
cagter. The text is then punched out onto paper tape for input to

either of these machines.

The proof printout is all in capitals, with about ten basic symbols to
‘show shifts and othér typographical changes. Fach line is identified
with a number. These points are made clear in Exhibit 24. The punched
corrections identify the line in which the correction is to be made

and would look the same as in Exhibit 22, if typewritten simultaneously.

Summary of Advantages

composition costs are reduced because

~ text can be typed by less skilled (therefore less
expensive) personnel

~ justification and hyphenation decisions are performed
by computer more rapidly

— composition can be optimized saving 5% space per page
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~ additions or modifications to text in the form of bibliographies
or reference works can be made easily

- reference works in two parts (e.g. list of persons within organ~
igations; list of persomns cross-referenced to organizations) can
be prepared by composing one part only and then sorting the data
automatically

- text can be stored in a compact form at low cost

text is always ready for print and does not wear as with cast metal
- proof reading is reduced

- considerable flexibility in printing only selected portions of the
stored text for different publications

— ties in with invoicing, rappels, administrative operations

~ text can be analysed to prepare indexes automatically.

Summary of Uses: Principal applications currently feasible are the pre~

paration of reference works published at regular intervals giving up-
dated information, e.g. directories, encyclopaedias, membership direct—
ories, abstracts and indexes,ﬁtélephone directories, bibliographies.
The stored text can be used fdr surveys with considerable advantage
since they can be made rapidly and the data base can be easily kept up
to date.

A few Figures

-~ paper tape original read by computer at 500 - 1000 oharacters/sec;
processing at 4,000 oharaoters/sec.

- computer produces proofs %i 1,000 lines/min

- alphabetic index of 20,000 entries prepared in hours rather than
weeks.

~ final page formation in hours rather than in weeks (approximately
30 sec per page).

It is difficult to give an indication of,cdsts except for a definite
problem. In the case of the UIA problem,‘offers from printers using
the classical method and one using computer typesetting indicated that

the latter was cheaper than two offers by printers using conventional
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methods. This did not take into account the advantages arising from

the ability to produce specialized publications, surveys, etc.

The Future in Computer Typesetting

The future in computer typesetting terms is full of conjecture.
Machines producing images by means of cathode ray tubes are coming

off the drawing board and on to the market, and appear to be capable

of setting %ype of an acceptable quality.at much higher speed; electron
beam microfilm printers producing at the rate of 90,000 characters a
second are(being discussed; the development of ultrahigh speed magune~
tic drum printers producing a printing image directly from the computer
core and running at speeds in excess of the newspaper rotary could in-.

dicate the elimination of typesetting as a separate process altogether.



EXAMPLE OF USE

OF CORRECTION

PAPER TAPE

Bande originale

@ 12-406. Fabricatdon et épuration

de gaz pour boisson

INTSCH " BAMA Repr
niinentale” & Gmier, 17000 dAslor
Paris. (8% =T 265-05-30. /Adt, . T¢

Contibtunt 123, Parisi.

] 12-411. Whisky, gin

ENEKEYS Glasgo

lmp‘ excl " Mackain D, et Cl
(S A), 33 d(. Pomh s Par (84
225.11-02.4%

— HIRAM WALKER & SONS Canada.
Imp. cxcl. : Simon Fr., 16. r. d’Agucsseau.
Paris (8%). T 265-16-25.

— JOHN POWER & SON L, Irlandc.
Imp. excl. : Simon Fr,, 16, r. d’Agucsscau,
Pans (8°). T 265 1625, .
ZHJOHNWALKER "& "SONSY G
Imp excliey Shvion Fr., !6 r d"Ague:
Paris (8°). T 26516257 .
SEAGRAM OVERSEAS,  Monre
Can = Repr Grmdcs Margues Conti:
nentales (Les),, fave VICtors:

Paris (1655 T 704 4460,
— TANQUERAY GOR
G.B. - Imp. cxcl. : Simon Fr, 16, 1.
d'Aguesseau,. Paris (8%). T 2651625,

@ 12-413.. Porto
~ HENEKEYS, Glasgo“ ot
G.B. - Imp. exel. : Mackain D. & Cie
(S.A), 33.r. de Ponthicy. Paris {8%). T 225-
11-02

Londres.

@ 12-510. Appareils pour la préparation

du café et autres

""BARTH"‘Lud'\\'i’ burg: Wu‘r’tt YAl
Ript: Verdler: & Cle, 61
Lgsuwr “Paris: 70T 183 686
- IRUS, Dusslingen, All. - Repr. :"Verdier
& Cie, 6. av. Danicl-Lesueur, Paris (7).

p. céréales et prod. divers.)

-~ JORGENSEN, Copenhague: Dan.
Repr. : Verdier & Cie, 6. av.. Danicl-
Lesueur. Paris (7). T 783 68-65. (Moulins
industricls.)

-~ LEYBOLD HOCHVAKUUM ANLA-
GEN, Koin, All. - Fil. : Leybold (Ste
Technique), 48. r. de la Bicnfaisance.
Paris (8%). T 522-06-35. Telex 27.666.
(lndustncls

DUEONE TG
2% oa & Cle, 8.
(179, T 924 8443,
— SWENSON EVAPORATOR Co.
DIV. . OD WHITING  CORP.),
Chicago. U.S.A.  Ag: excl. Fab, s, lic. :
. Whiting-Fermont (Ste Francaise), 27. r.
Laftitte. Paris (9%, T 8245736 ¢t 770-34-
21, (Atomiseurs p. café* en

T 783-68 65. (Moulins industricls. moulins -

popdrc.)r )

'EXHIBIT 19a

Bande de corrections

@ CORRECTION /@

17, r. d’Astorg devient
17, r. d'Alleray

@————— SUPPRESSION

P

®————— CORRECTION /

WALKER devient WALTER

G.-B. devient Canada
SUPPRESSION /

@\INSERTION

‘ROEPKE........

&————— SUPPRESSION

INSERTION
PINTSCH BAMAG,...

CORRECTION’

Chardon devient Churdon

 — HENEKEYS, Glasgow et
. M

Bande corrigée !

B 12-406. Fabrication et épuvin

de gaz pour boisson

— PINTSCH BAMAG, Al Repr.:
Continental & Garnier, 17. r. d'Alicray.
Pans {89, T 2650330, Adr. Teélegr.
Contibrunt 123 Paris.

B 12-411.- Whisky, gin

- HIRAM WALKER & SONS, Canada.

Imp. exct. @ Simon Fr,, lé. 1. dALULSSLaU

Paris (8¢) T 263 16 23,

—_ JOHN POWER & SON Ltd., Irfande.

Imp! exel: Simon Fr,, 16. 1. 4" Aguvsscau.

Paris (&%), T 265 16 25,

= JOHN WALTER & SONS, Canadar
o}, Simon Fr., le.r. d’ Aguus;uau

T 265 (625,

NQUERAY GORDON & bt),

G.B. lmp. exel. @ Simen Fr, 16, 1.

d'Aguesscau. Paris {8). T 2651625,

8 12-413. Porto

Londres.
G.B. . Imp. exch ackain D. & Cie
(S A) 33.r. de Ponthicy. Paris (8%). T 223

— ROEPKE & VAN RIESSEN, Holswin.
All. Kahn, 14 bd d’Austrasic. Nam\ \4
T(28) 32 88 08. (Tables de travail ot fable
convayeurs a découpe).

@ 12-510. - Appareils pour la préparation

. du café et autres

— IRUS, Dusstingen. All.

Ruepr. @ Verdier
& Cie, 6. av.

Danicl Lesueur. Paris (7°).

T 783 68 65, (Mouling industricls. moulins

. cerales et prod. divers.)

— JORGENSEN, Copenhague. Dan.

Repr. @ Verdier & Cie, 6. av. Danicl
Losueur, Paris (79 T 783 68 45, (Moulins
industricls).

— LEYBOLD HOCHVAKUUM ANLA-
GEN, Koln. All.  Fil. : Leybold (Sté
Techmque), 48, r de la Bientaisance.
Paris (8%). T 5220635 Telex 27.666.
tndustricls.)

— PINTSCH BAMAG, All Repr. :

Contlnental & Garnler, 17, r. dA;mrg
Paris . (8%). T 26303 30. Adr. Taegr.
Contibrunt 123 Paris.

- STXLL AND SONS, G‘ B.  Congess.

each. : Churdon & Cie, 8
(179, T 92484 4
SWENSON EVAPORATOR Co,
(DXV oD WHITING CORP.),
Chicago. US.A. Ag. exch Fab, s, lic. :
Whiting-Fermont ($t¢. Frangaise), 27. 1.
Lallive, Paris (9. T 82457 3() et 770-34
21 (Atomiscurs p. calé en poudrel

. 1. Levis. Paris

@ 13-101. Bois divers
- COOPER VIDMAN, Vanmuur
Can.  Repr, @ Lance Beausire' &

Y 3
r. ¢’ Aniray. Le Havre 76. T35y 42 ?7 00
—~ EXPORTLESS, URSS. :
Bgmerng Nif!sen, 2\. t. Joseph §




EXAVPLE OF USE OF COMPUTER TYPESETTING IN THE COMPOSITION EXHIBIT 20
' OF A TWO-PART DIRECTORY CooL | : _.
\ Y — s S e
) Hg MINISTRY OF,i-H!_;LTH é j MINISTRY OF HEALTH !
{ . . : »
%ﬁ {f) Also responsivle for advice 1o Ministry of Consultant Advisers (cont) - s :
Yo M Agriculture, Fisheries and Food. Professor W. H. Trethowan, ms, Frep, FRACP, DPM"
‘ﬁi °(g) Act also for Ministry of Housing and Local . (Psychiatry)

Professor W, I. Tulley (Orthodontics)
“H. R, Vickers, Mp, Frep (Dermatology) - .
T. G. Ward, ¢z, Fosrcs (Oral Surgery)
W, Warren, MD, M&Cs, LRCP (Psychiatry)
~ A. B. K. Wilson, Mz, mrep, (Biological
Engineering) :
Professor Sir Brian Windeyer, FrCs, BiR, LMRCP
(Radiotherapy) .
D. Williams, cgt, p sc, Frep (Neurology)
Professor F, G. Young, b sc, rrs (Bio-chemistry)

Government in connection with medical aspects of
" the cnvironmental health services.

Inspector of Anatomy
D. Dooley, 84, M&es, LrCP

M.T.Pa

o Public Health Advisory Ofﬁcer (£2,193~2,651)
IR H. A, Perry ' R

- Food Hygiene Advisory Officer (£2,651-3,345)
rry . B

Consultant Advisers ’ '
A. M. Adelstein, ms, 5 cH, Dpu-(Medical Aspects
of Statistics) :
E. N. Allott, pm, £res, Fric (Chentical Pathology)
H. G. E. Arthure, £rCS, LRCP, FRCOG (Obstetrics )
and Gynaecologyy
G. H. Bateman, Ma, BM, FiCS, (Otolaryngology)
R. R, Bomford, om, Free (General Medicine)
Sir Austin Bradford-Hill, cax, FRCP, FRS
(Epidemiology) .
S. G. Browne, 0BE, Mp, FRCP, FRCS, DTM
. (Leprasy)
N Capenerkeres (Orthopaedic Surgery)
W. P. Cleland, rres, Mrer (Chest Surgery) A. Bryce Stewart, ms, BS, LRCP, LRCS, LREPS -
P, Cliffe, 8 sc, pu b, Mz, Bs (Clinical - H. AL Tuck, M, 83 :
Measurementy . L .
P. H. Connell, Mp, ppi (Drug Addiction) o
F. S. Cooksey, osE, Mp, Frep (Physical Medicine)
Sir Stewart Duke-Elder, GCYO, MD, D 5C, FRCS
" {Opathalmology)
’ H. C. Edwards, csE, Ms, FrRCS (Surgery)

REGIONAL GENQRAL MEDICAL STAFF .
- Telephone Enguiries: Extn 6767

Senior Principal Medical Officer
T. E. A. Carr, 8 sc, Ms, CH 8, D OBST RCOG

Principal Medical Officer
J. E. Struthers, M, CH 8

Senior Medical Officers
C. M. Boucher, M3, 8 cH, 8A0

North Western Division

53 Whitworth Street, Manchester 1
Telephone: Manchester Central (061 Central)

3757

g:;}fﬂ M EXton-Srnith, MRCS, MRCP, M, B CHIR, MD' - . . i ¢

Buit k. B, - rics) " Senior Medical Officer

Butter . M. J. ~rd, Mp, Frep (Cardiology) A. W. Lilley, mrcs, LRCP. i

Butser R, T‘.DW. Iulau,.,i. CBE, MD, FRCS, FRACS . . ‘ i- .

Butterficld Professor o e R . .
Herbert Pub, Record® . Medical Officers - _ :
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Manuscript

Perforator

‘ Type Table
Job Specification] , Library Tape
- and Unjustified Text R . , ~

Run 1

Justify

il "7~ Type Table
' ' Library

e Justified ) —————
E— | Text ‘., .- Tape 3
§

: - -

§ Run 2

: . Correct

i ,

P ; ‘ ,

i - :

t Corrected ' |

bmm e e e . ) ~orrected . : rther ————
’ . Text Corrections

Run 3
Convert to
Paper Tape

Justified Corrected Paper Tape
for Input to Composing Machine




EXAMPLE OF TYPED EQUIVALENT OF PAPER TAPE INPUT DURING EXHIBIT 22

COMPUTER TYPESETTING

The sequénoe of characters and shift indications shown in the block
below is exactly as it would appear on the typewriter which was also
being used tc produce the paper tape. The string of characters is

shown after converdion into readable text in Exhibit 23,

"~ fob Specification
The specification for the job is as follows:
Job number ¢ ICT/;./@'T
obtitle . : SPECIMEN JOB

J .
Fouunt ;o BO0L, 10 set, 10 polat on 1d

‘ Measure s 22 ems ’
Space Lmits 8, 18, 24 -

© Since thege differ in every case from thc, standard job weuﬂcauon stored in the Ru“ i ma
a comgpiete specification is punched at the head of the input tape:

TJVT”/i/@?VS”’*""PL‘\IVJ@Bx :
VP Q01 VXOV.GV@NV‘ it

1SV8V18V241ET

{The syrabol t represents the format shift code)

' Inpat Text

The job specification is immediately xouowea by the text punched int¢ paper tape and ending with an
code. The punching conventions depend on the fype of keyboard in use, but after transiation into Comm

Code the complete input string is as follows:

Jvi ”’/1/67V<PSCIZ‘.EN7 JOBTIFVPO0LYIOVIOVONTLL ? tHVZ27 TQV6T18 Y24 T
VIHEVPRINTINGVINDUSTRY t=1<S100FTWAVEVIOD tORVELOPMENT 1< 11 181,
4G

SC tOURRENTVWORKY IS‘/ CONCENTRATEDVONVTHEVPRED t$PRODUCT IORVOF
: 1500V19S tOERIESYFORVA VY IDEVRANGE VOFVCOMPOS IRGVMACKT

)

*ctw:nsm.%w—;
<

LICATIONSVWITHINVIHEVPRINTINGVINDUSTRY, V19T tOHESEVAREVALLVBRINGY
VOETERMINEVIHEVIOTALYSYSPEMS VHEQUIREMENT VOF VIHE VINDUSTRY, VANDUT]
HICHVASSCCIAYEDVAPPLICATICHSVSHARINGYCOMMORVINPUTVDATAVCANVEEVL

SVINTECRATIONVEASVPART ICULARVRELEVANCEVYWHEREVONEVEASICVRILE v;‘..w v

3 m :s:i

’

‘Lht"‘u

NDVAUTOMATICVIYPESETTING 1<t

Certain punching errors have cccurred, and are marked on the proof print produse

ster program

e

3 15 g
St

ol
&
3
v;J
G

-
)
2
A
i
®
B
2%
-

&

I

FA

3

Vs

T

OV
A

TI ELY‘?‘*\G‘ EQTVIHVWRIT “NGV”QCGQAW,SWOR\/AU"'O"»MTIwVTXPQVMTTZHG E‘ RYT
T p

=5

e :
Do B o<l W

T OYST ‘”“ﬁV*QIE?GTS’LLUP .E NT4<TI16A TOUTOMATICYTYPESETTINGVISVONLY VOREVOF

VC‘; HVBEVIHEVSCQURC "OI‘ VACCOURT IMJV. ;‘OLEDURES VINFORMATIONVRETRIZ LV

' I Ch Run . Ons
however, does not appear on the proof, In line 4 the sequence 'PREDIEPRODUCTION® indicates that

opez'ator raade a conselous error and corrected it by using the wor" kill function. The unwanied ch “rac-

ters are deleted from the tez:“ ‘ ; _ P R - o

i
s
{
i



EXAMPLES OF FIRST AND SECOND PROOFS AS SUPPLIED FROM THE - EXHIBIT 23
PRINTER IN THE COMPUTER TYPESETTING PROCEESS

_ . . . B
© o8 NO: ICT/1/67  RUN NOT 1 JOB TITLE: SPECINEN 403 . 0 o . 4501567 &
o FOUNT o égn; 10,00 SET  10.60 POINT ON 11.00  22.00 xS ' SPACE LINITSI '8 1524 _
o 1 $II6TE0 L TR ZRINING MSUsTvE o

< . . . B
& 2 t . < E S &
- SOFTHAJE DEVELOPHENTT ; R
@ 4 14 TI.C.T. HAS BEGN ACTIVELY zmacfn IN MRITING PROGRAHS FOR AUTOMATIC - @
5 12 TYPGSETTING FOR THREE YEARS. CURRENT WORK IS CONCENTRATED ON THE PRO=
g 6 13 DucTiON 0F #ony4R SOFTWARE FOR THE 1900 SERIES FOR A WIDE RANGE OF - % bt
o 7 COHPOSING HACKINE R ' 5]
’ é’. . o < Co R ' i
O 1 TSYSTENS DEVELOPHENTE o
JEE T’ TAUTGHATIC TYPESETTING IS ONLY ONE OF MANY APPLICATIONS WITHIN THE
Y. 12 15 PRINTING INDUSTRY. THESEZ ARE ALL BEING INVESTIGATED/DETERNINE THE TOTAL tof ‘
® 13 15 SYSTEMS REGUIREMENT OF THG INDUSTRY, AND THE DEGREE TO WHICH ASSO~ o & S * ,
14 16 CIATED AP?LZCkT}GNS SHARING COMMON INPUT DATA CAN BE LINKED. THIS L
© 16 INTEGRATION HAS PARTIGULAR RELEVANCE WHERE ONE BASIC FILE +S—PARTTUOLRR ]
© 16 14 .35 CAN BE THE SOURCE OF ACCOUNTING PROCEDURES, INFORMATION RETRIEVAL o &
7 -RGUTINES AND AUTOMATIC TYPESETTING-?
@ , )

i3 ¥ END OF JOB

& JOB NO® ICT/i/67  RUN NO: 2 JOB TITLE: SPECIMEN JOB o ) ~‘ 18401767 §
. FOUNT NO:, POOL 10.00° SET 10480 POINT ON 11.00 22.00 EMS - SPACE LINITS: § 18 24
& : <
“Beacecn e vee ccsnevee sevsessed
S 1 . T14CuTe AND THE PRINTING -INDUSTRY? D
< . . . . . . oo . \(
o2 T . R
3 SOFTWARE DEVELOPHENT? ) ~
- leveone ‘ : S
& 4714 TI.C.T. HAS BEEN ACTIVELY ENGAGED IN WRITING PROSRAMS FOR AUTOMATIC ) .
5 12 TYPESETTING FOR THREE YEARS. CURRENT WORK IS CONCENTRATED ON THE PRO=. -
© : , : . o
& 13 BUCTION OF KODULAR SOFTWARE FOR THE 1980 SERIES FOR A WIDE RANGE OF:
& 7 COMPOSING MACHINERY.? o &
<
8 . t
& 3. - ' < (&)
9 tSYSTEMS DEVELOPHENTT .
1.
& 10 16 TAUTOHATIC TYPESETTING IS ONLY ONE OF. MANY APPLICATIONS WITHIN THE )
.19 PRINTING INDUSTRY. THESE ARE ALL BEING INVESTIGATED TG DETERMINE THE TOTAL
12 135 SYSTEHS REQUIREMENT OF THE INDUSTRY, AND THE DEGREE TO WHICH ASSO- ©
@ 13 16  CLATED APPLICATIONS SHARING COMMON INPUT DATA CAN BE LINKED. ers &
CD. 14 15 INTEGRATION HAS PARTICULAR RELEVANCE WHERE ONE BASIC FILE CAN BE THE -
15 15 SOURCE OF ACCOUNTING Paacsaua..s. INFORY mwN RETRIEVAL ROUTINES AND : @
& 1 AUTOXATIC TYPESETYING.: &
ii. 47 F  END OF JC3 ‘
1o 6]
iy




e = - e R o © i
EXAMPLE OF THE SELECTION OF. SHIFT AND FORMAT KEYS PRESENT - EXHIBIT 24
ON THE PRINTCUT SUPPLIED BY THE COMPUTER-

The text.in the proof below explainé the symbols used.
@ JoB NO: 1CT/Ls66 -~ RUN NO: L JOB TITLE: SPECIMEN PROOF PRINT © 7 " ' 29288 @
® FOUNT NO: 5012 " 8.06 SET . 7.00 POINT oN 7490 11.50 EMS . SPACE LIWITS: 12 26 40 o
® 1 TTHIS LINE 1S IN ALPHABET 1, AND CENTRED.T 3
o ¢ $THIS LINE 15 1N ALPHABET 2, AND 1S SET QUAD LEFT.;_
S $hars Lne 16 IN ALPHABET 3, AND IS SET QUAD RIGP}T.;
& 4 SiLeasETs 0N Soe lemerry THIXED FIN ANy LiNELT &
< g
e "l o
6 46  S1THIS 1S A PARAGRAPH OF STRALGHY TEXT, RIGHT AND LEFT
@ 7 14  JUSTIFIED. IT BEGINS WITH AN INDENT OF ONE EN, INDICATED 2
o § 22 BY THE EQUALS' SIGK IN LING 6. THE SEGOND COLUMN OF N
- o 13 FIGURES ON THE LEFT REPRESENTS THE WIDTH ASSIGNED TO THE ©
@ 10 17 VARIASLE SPACE, AND APPEARS ORLY WHEN THE LINE HaS BEEN &
o CGET FULL OUT. A HYPHEN OCCURRING NORWALLY WITKIN A KORD "
f2 20 1S PRINTED AS SUGH, GUT IF A FALL-OFF WORD IS HYPHEN-
€ 13 21 ATED S8Y PROGRAM, THE HYPHEN APPEARS ALSC IN THE UPPER i @
5 Line. OTHER SPECIAL SYMBOLS ARE EXPLAINED BELON. 1 -
15 o=t
G i LINE 17 IS A NON-PRINT LINE AS PRINTED BY XePRINTL. T &
@ 17N cooaszsieasiziig ‘ v ‘ -
18 19  THE_FOLLOWING LINES SHOM HOW VARICUS FORMAT CHANGES
L 1w APPEAR ON THE FROOF PRINT:: » o &
@ 20 Fo1 2 o2 A0 Indent Zews et and wight bor [0 lines .
TR IR : ’ fnddent Jam 1eFF only, unkil cancelled ¥
G 22 F c Cancel iadenk 5
o 23 F b 2200 824 Change mengure Fo I2ems. New measure in units = 24 &
24 F P 10060 1400 975" Change poink size bo 100n 11, 975 s2F ‘
@ 24 ¥ L 1200 Change leading bo 12 points T &
: & 25 F t: 600 Biid b points lendding e 1‘:’:;; Jine enly 5
26 FINALLY, LINE 27 CONTAINS A TFILL' FUNCTION CODE:?
Ry ‘1¢T, BRIDGE HOUSE, Q.Q.e.iziéér‘wow 33221 @
& ]




EXHIBIT 25

CLASSIFICATION OF USERS OF COMPUTER SYSTEMS
(Supplement to the CIS Survey of Computerized Typesetting)

) : CLASSIFICATIONS OF USERSS
Computer Systems - - -
Newspapers | Printers | Typesetters | Publishers | Centers | Government |Educationa
BURROUGHS 220 SYSTEMS 1 1
COMPUGRAPHIC DTP 11 1
CONTROL DATA SYSTEMS 8 , 1
DELCO JUSTIFIER 1 ‘
DIGITAL EQUIPMENT PDP-8 38 3 3 1
ELLIOTT-AUTOMATION LTD. 3
FAIRCHILD COMP/SET 10 1 2
GENERAL ELECTRIC 1
GUTTINGER GSA/MONOTRCN 7 22 1
HELLCOM SYSTEMS 7 1
HONEYWELL H-200 SYSTEMS 3 7 1 2 1 1
HONEYWELL SYSTEMS (MiSC.) 2 1 2
IBM. 1130 SYSTEMS 74 19 8 2 1
IBM 1620 SYSTEMS 8 6 2 1
IBM 1400 SYSTEMS 6 2 1 4 3
IBM 708/7000 SYSTEMS 2 2 2
IBM SYSTEM/360 8 9 2 3 4
ICT SYSTEMS 5 4 1 1
INTERTYPE COMPUTER 13 3 2
MERGENTHALER JUSTAPE 128 10 2 4 : 2
MERGENTHALER LINASEC 50 17 3 3 ‘ 1
NCR SYSTEMS ’ 2 |
PHILIPS SYSTEMS 1 1 ‘
RCA 301 SYSTEMS 5 2 1 3 3 1
RCA SPECTRA 70 1 3 3 2 1 i
RCA SYSTEMS (MISC.) : 2
SCIENTIFIC DATA SYSTEMS 1 1
SIEMENS/HELL SYSTEMS 3
UNIVAC SYSTEMS 1 3 4
’ Total Users 381 125 35 27 18 17 6
Percentage 62.6% 120.5% | 5.8% 4.4% | 2.9% 2.8% 1.0%

© 1967 BY COMPOSITION INFORMATION SERVICES *Systems instatled and on order, including U.S., Canada and internatic

COMPOSITION INFORMATION SERVICES » 1605 NORTH CAHUENGA BOULEVARD » LOS ANGELES, CALIFCRNIA 90028 .

COMPOSITION INFORMATION SERVICES + 1605 NORTH CAHUENGA BOULEVARD » LOS ANGELES, CALIFORNIA 90028



EXHIBIT 26

NOTE ON RESEARCH AND STORAGE OF INFORMATION BY NGOs ®

Computers and punched card equipment offer considerable flexibility in

the

storage of information for use in subsequent surveys.

Advantages of using Computers

compact form in whieh information is stored

- codes on punched cards (160,000 characters in 40 x 20 x 9 om)

- information on magnetic tape (1,000,000 - 20,000,000 chatacters on tape)

- information on magnetic disk (about 5,000,000 - 8,000,000 characters
per disk) ,

speed at which the stored informationccan be processed

- punched cards at 1,300 characters per second

- magnetic tape at up to 120,000 characters per second
- disks at about 260,000 characters per second

complexity and flexibility of processing options which can be éhosen

speed at which information, possibly in a different order, on differnt
tapes and/or disks can be combined

What sort of Resemzmch. can be usefully done by NGOs on Computers?

There are two principal types of research uses:

information is collected and processed once for a single study
information is collected and updated for studies at regular inter-
vals or in answer ‘to questions

most useful applications for computer processing are where:

there is a very large volume of information to be checked through,
e.g. 10,000 meetings with different characteristics to be evaluated
the volume of information may be much smaller in some cases when
The number of calculations to be performed is very great

Summary of Procedure for such Computer Aided Research

decide very clearly in advance what gquestions musgt be answered by the
survey

produce a schedule so that each possible gquestion can be answered by
specifying one unique code or combination of codes. The schedule
ghould correspond to the physical imitations of an 80 column card.
Into each column one of approximately 64 characters (0 — 9 and 4 - Z,
etc.) can be punched, so that there is a maximum of 80 characters per
punched card. Any combination of these characters can of course be
chosen,

examine each item on which the survey is being conducted and fill out
one schedule for each according to the codes that have been allocated
to describe each variation. The schedule is known as the punch in-
gstruction document

send the collection of schedules to a gervice bureau where the codes
will be punched into 80 column cards on the basis of the schedule de-
sign, so that there is one card punched per schedule filled out
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the cards can now be treated using classical equipment to sort them
mechanically into siginificant groups counting the groups as thig is
done, The sort would be done on the basis of one or more of the
codes (holes) on the punched cards

alternatively, for more complex surveys, calculations can be performed
whilst the cards are being processed on a computer, e,g. the statisti-
cal significance of the data, can be determined, percentages, etc.

The results will be suppdied in printed form

if a computer is used, the information on the cards can be stored on
magnetic tape for later use, in answer o questions relating to the
codes already provided.



EXHIBIT 27
USE OF COMPUTERS BY NGOs

Routine Problems of NGOs

Bvery NGO has to face the following routine administrative problems on a
regular basis:

- addressing letters, envelopes, mailings, etc.
-~ magazine subscribers
~ publicity mailings
- appeal mailings
-~ qguestionnaire mailings
~ membership fee reminders
- convications, etc.

~ maintaining membership lists

~ congress organization (due payments, invoicing, maintaining list of
participants)

~ production of labels for packages ordered

- invoices for publications ordered -
-~ different discounts, currencies, number of copies, tax,
layout, etc.
- Treceipts
- payment reminders.

- mdnthly and annual accounts
~ membership statistics, etc.
For an international NGO this problem is made more difficult because of

the need to work in several languages.

What Methods are possible for Routine Operations?

~ manval system of addressing and preparing invoices

- manual system of addressograph plates and manual preparation of invoices
- electrical system of addressograph plates and accounting machines

-~ punched card system for addressing and invoicing (mecanografie classique)
- punched card input to tape/disk computers for invoicing and addressing

In each case, it is important to determine to what éxtent the egquipment
should be wwned, hired or used via a service bureau.

Reasons for Considering New Methods

~ most NGOs are concerned with spending the funds they have at their
disposal as effectively as possible., It is regrettably necessary to
devote a certain portion of these funds to general expenses required
to maintain the organization in working order. If it is possible
to reduce the funds expended in this way or alternatively make it
possible for personnel to spend less time on the routine operations
and more on developing the activities of the organization, then the
organizational effectiveness can be increased.
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it is important to consider new methods to discover whether existing
routine activities can be done more efficiently and whether funds,
personnel and equipment can be reallocated in a manner which will in-
crease the amount of ‘real' activity thus avoiding what might be termed
hidden waste.

it is most important fto get away from the practice in some organi-
zations where the SecretarySGeneral himself has to check over the rou-
tine operations, He must be freed to advance the work of the organi-
zation in general.

Main Problems of NGOs with Xespect to Computers

lack of knowledge as to how to go about determining whether their
operations lend themselves %o an economic compuber solution.

anxiety and doubt about the costs of computer processing

confidence in and satisfaction with classical semi-manual methods
gsensitivity on the question of dealing with routine problems in a
manner which smacks of commercial and profit-making attitudes, per-
hape leading to a loss of the special NGO gquality

concern that control or understanding of the organization will pass
into the hands of 'experts' who have not got the aims of the organi-
zation at heart '

concern that specialized and expensive staff will be necessary within
the organization

confusion caused by the peculiar jargon favoured by computer experts
ignorance of the fact that initial consultation with computer experts
ig a free service.

Why have Computer Companies and Commercial Service Bureaux not attempted
to contact NGOs?

Many of the above problems also exist within commercial organizations and
have been succeéssfully dealt with by computer companies. The reason that
NGOs have not been approached are:

the lack of awareness of the existence of international organizations
the general impression, shared by business and governmeni, that non-
profit organizations are not efficiency orientated and therefore not
interested in techniques of increasing their efficiency and effect~
iveness ‘

the general impression that non-profit organizations are not suffic~
iently highly organized to have a data processing problem

the fear that the low budgets of NGOs imply that they cannot allocate
extensive funds to the solution of their problems

the low volume of 'semi-commercial' or ®outine information handled
lack of apprcaches by NGOs which would make cimputer companies aware
of the NGO market'(in addition NGOs are perhaps not sufficiently
clearly defined as a class or organizations)

computer companies, but not service bureaux, are usually more inter—
ested in hiring a whole machine rather than partial use of a machdne.



POSSIBLE DATA PROCESSING FACILITIES WITH COMPUTER PRODUCTION EXHIBIT 28
. OF PUBLICATIONS

- Yearbook, Bibliography and Calendar (plus supplements) to be stored on
tape prior to formatting for print

- recall of selected entries on basis of code or keyword
— analysis of entries on file by program
~ formatting of selected sections for special publications
- use of Calendar information and current address to prepare request for
report ¢f meeting to be noted in Bibliography
- use of Calendar information on previous meetings in a particular series
in order to prepare request for further information on the next meeting
in the same series
— provision for storage of extra information (meeting data, publications, etc)
together with the Yearbook entry so that all information can be formatted
for print when a more detailed specialized publication is to be produced
~ indexing of all publications by program
— provision for the inclusion of national member data so that a directory
of thesge could be produced
~ preparation of statistical tables covering:
’ Calendar: meeting periodicity
attendance
length
budget
exhibition
sponsor
Bibliography:
organization producing report
size of report
Yearbook: date of foundation
members
aims
structure
finance
working languages
activities



EXHTBIT 29
SPECIAL FEATURES OF THE I.C.T. COMPUTER TYPESETTING SOFTWARE

Paper Tape Input:

The system is designed in such a way as to allow the use of any input
keyboard and any six, seven or eight track paper tape codes that is
physically acceptable to the 1900 séries. This means that the UIA would
not be restricted in its choice of an input keyboard.

Keyboard Allocate Function

The paper tape keyboard operator does not have to type out every single
code every time he starts a particular standard sequence of type (e.g.
alphabet style, character size, spacing, eto.). He can define a spare key
to represent a whole string of characters, either for the duration of the
Jjob or until he wishes to redefine the sequence. This means that the UTA
operator would not need to spend much extra time in typing out codes prior
to a line of text.

Non-Print Information

Apart from typesetting codes, the keyboard operator can include 'non—
print information' into the line which he is typing. This informstion

is stored with the information to be printed, but is not printed with it.
This means the UIA can include keywords after a given entry. The computer
can be made to sort entries and create indexes on the basis of these key-
words. A single non-print code can in fact be included in a line of
printed text before a particular word. This avoids the necessity to re-
type a given index word,

The non-print facility also means that the UIA could store information
with a Yearbook entry, which would only be printed when specially re-—
quested. This would be a valuable means of storing bibliographical or
meeting information pertinent to a particular organization.

Unprocessed Text

Text can be stored in the computer in a processed or unprocessed form.
This means that the UIA can make corrections of content before the text
is arranged into lines. This could mean an additional saving, depending
on the arrangement of the system.

Word Xill

The keyboard operator can correct an error already punched into a paper
tape by using a special key which cancels the word. He then retypes the
word correctly. There does not appear to be any method of correcting an
erroneous sentence or paragraph, once typed, except by removing the tape
and starting again. It would be quite easy for the operator to detect
where on the paper tape a particular entry had been started. Sections of
tape can be joined.



FUNCTIONS PERFORMED BY THE SEMI-COMMERCIAL PROCESSING SOLUTION  EXHIBIT 30

Addresaing

Invoicing

Labels

Accounts

Statistics

magazine wrapper labels (monthly)
bibliographical list wrappers (monthly)
Yearbook supplement wrappers (quarterly)

‘advertising campaign mailings (irregular)

subscription renewal reminders (annual)

information request for calendar of meetings (annual)
information request for Yearbook (every 2 years
change of address duplicates for internal use

invoices with the following features (where necessary):
— different discounts
~ different languages
- diffeerent currencies
- special comments (to save a separate letter)
- total of invoice in words (for a few official departments)
— any number of copies
- any number of items per invoice
invoice payment reminders to members or customers
- totalling unpaid invoices
~ indicating amounts paid
- indicating for which items 1st, 2nd, or 3rd reminders sent
receipts ‘
membership fee reminders
congress fee payment

for appropriate groups of items ordered on the invoice
indicating to dispatch department the contents of package by code

total invoice by number and amount (monthly)

total payments by number and amount (monthly)

total unpaid invoices by number and amount, indicating period
over which the amounts have been due (l, 2, 3'months)

total postal costs by group (publications, magazine, advertising)

total sales of main groups of publications

total discounts given for major groups of publications

facility for count or analysis of afidress file according to
any group of customer codes

Membership list - facility for producing an up to date membership list
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CENERAL PROGRAM SPECIFICATION FOR UIA/FAIB SEMI-COMMERCIAL PROCESSING

Summarx

1.

Basis of the proposed system is that normal addressing for publicity,
mailings, etc. should be done at the same time as the processing of
invoices, reminders, receipts, etc.

Procedure is that addresses should be selected off to a work Tape-
during that part of the run when the invoices, changes of address,
etc, reminders, are being processed. Invoices and reminders would

be printed at this time, for all FAIB associations, using a multi-
purpose, pre-printed document applicable to all associations and to
invoices, reminders. receipts, membership fees, etc. (see Exhibit 32).

During this processing, the labels for iteﬁs ordered.and,deﬁéiﬁéd}in
the invoices would be sent to a work tape, to be printed as label
addresses (with details of contents) at a later date.

During the second part of the run, the address/label tape(s) would
be rewound, and the paper changed to label paper, to run off the pre-
selected addresses for each association in turn, endeavouring 1o
supply the publicity addresses for each association with the labels
for the publications ordered, or the reminders, where applicable.

Tapes or disk space necessary as a minimum is the following:

1 library tape

1 old addres;/organization tape (records include
invoice/payment details)

1 new addres;/organization tape (records include
invoice/payment details)

1 scratch tape

Additional tapes or disk space could be used to facilitate obtaining:

- separation between the 'parameter' card addresses selected and the
addresses selected/printed as labels for the publications ordered
and detailed in the invoice. This would be an advantage in that
the parameter card addresses can be placed in groups to be treated
automatically, e.g. for the monthly magazine run of 4,000 - 5,000,
the bibliographic supplements, publicity runs

-~ the legally required journal invoice number order. If extra space
is not available, this would have to be obtained by an expensive
sort once or twice a year.

Input

Card input is envisaged as follows:

File set up

- 1 Code card, numeric, 560-60 cols, for each address, contains some
fields which should be updated during the course of a runf (Ex-
hibit 33)

2 Name and address card (Exhibit 38)

-3 Invoice/Payment situation for each address, where applicable



Exhibit 31

Data_cards at the beginning of each FAIB association's input cards

-4

-5

Card on publication names (2 languages), prices in five
currencies, may require about 160 cards, use for setting
up tables (Exhibit 36)

Currency conversion card at current rates, 1 only (Exhibit 37)

Monthly movement cards

-6

Parameter or profile oard(s) to govern selection of publicity,
etc. addresses for mailings (Exhibit 35)

Modifications cards could be as 2, to indicate a change in the
code or address (Exhibit 38)

Order card, from which an invoice will be made out, discounts,
etc. combined with payment(s) card(s), from which invoices and
the accounts will be settled (Exhibit 34)

Comments oard(s), containing information to be printed on the
invoice, statement of account, receipt, etc. (Exhibit 39).

Tape input is envisaged as follows:

1, 0la address/organization file tape
2. 0ld sales journal tape file

OQutput

‘ a) Invoioes/Statement of Account/Receipt/etc — on pre-printed
stationery

b) Labels for publications sold/publicity -~ on labels
o) Updated address/organization tape file
d) Updated sales journal tape file
e) Monthly totals and statistics

Processing

1. Cards will be supplied to the card reader pre-sorted within indivi-
dual FATB organization so that for each address, for which there will
be a unique number, cards will be in the following order:

prafile card at head of card pack for each FAIB organization
indicating the labels to be printed

change of address card

payments/order card

comments card to appear on a given invoice (exoeption)

cards at head of pack might also contain information on
- foreign currency conversion rates

- additional doouments/publications in series

- out of stock publications

- prices of documents/profit to UIA

- postal tarifs per port.



Exhibit 31
2. 1lst Pass:: Profile Card
Sets switches to select addresses from old address tape, after address
change has been made, if necessary. These addresses are written to
a scratch tape, with those of previous FAIB organizations, for prin-
ting during the second Pass.
3. 1lst Pass : Changes of Address/New Organizations/Suppress Organizations
) Card
Select record on old tape from order number and replace according o
indications on this card. Write record to new tape, and to scratch
tape if in conformance with profile card.
4., 1l1lgt Pass : Payments/Order/Receipt/Membership Dues/CongTess Fee Card
According to this card, make out invoice, using:
Title according to language of couwntry
US $§ or FB, FF, FS as necessary - taking prices from
store (or data cards)
Multiply according to the number of publications ordered
of each sort :
Deduct commission as indicated on the card
Add tax as indicated on the card
Add comments as indicated on comments card
Address address to which -publications sent, if different
from invoice; address on following card whose exig—
tence is indicated on this card
Write labels for the publications as necessary, onto
scratch tape
Read sales journal tape on this organization
Make statement of account if necessary.
5. 2nd Pass : Labels and Addresses to Print
Change of paper to etiquedtes; 1list scratch tape; each label bears
indication of purpose to which it is destined; could consider grou-
ping labels for similar purposes into given columns.
Note that between organizations and passes can consider using over-
lays; also consider to what extent data can be stored for particu-
lar organizations, or needs to be input as data card; also consider
implications of switching for each organization to a section of own
processing - since zones of each organizations cards (for a given code)
can have a meaning chosen by that FAIB organization.
Comment
1. Addresses on the main tape would be for each FAIB association, within

the client number order.
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2. The program (only one is necessary to operate the system) should
make provision for new FAIB associations to join the system, and
to make use of their own coding and processing requirements with-
in the general lines laid down. In the first place the program will
be made as general as possible around the UIA's own requirements,

3. Statistical and accounting data required at the end of the invoicing
portions of each association's processing isg as follows:

total
total
total

total

invoices, by number and amount for the month (Bublications)
payments, by number and amount for the month ( " )
unpaid invoices, by number and amount v " )

consider breskdown: 1lst reminder
2nd reminder
3rd reminder

postal costs for each group

publicity

magazine

publications ordered

for each publication:

total
total

number ordered, amount paid

discount allowed

resultant profit to UIA, based on unit price given in data card
advertising invoices, paid, unpaid, etc.

sales tax

4. Provide for listing of addresses in a directory format or singly on

a letter,

5. Provide for a count(s) to be made according to different specified
parameter codes, i.e. how many German organizations have bought a
given publication, etc.

Numerical Data (based on UIA requirements)

Size of name and address file: 10,000 - 14,000 approximately
Name and address data : compressed to 2 cards, provided country

Number
Number
Number
Number
Number

Number

Number

code can be used as basis for address
printout - 5 lines 4+ 1 line of code on print

of invoices and/br reminders per month: 300 - 500

of mnew organizations per month: : 120 - 250 average
of changes/ﬁodifications per month : 25 - 50 average
of addresses printed, excluding those resulting from orders:

6,000 ~ 10,000 per month

of extra addresses resulting from new organizations and changes:

150 - 300 x 2

of extra addresses resulting from label addresses required:

200 -~ 500 per month

of receipts per month : 50 average
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Number of options on invoices:
- discounts to be indicated on order card (and processed)

% 10, 25, 35, 40 minus
v plus

- English and French versions of the following, as indicated on
invoice/order card:

remise speciale
commission librairie
commission librairie speciale
taxe . ‘
sent direct fo: your address
(address as supplied with invoice/order card input)

— French formula for written version of "this invoice....twenty franss..."

Number of lines in invoice/reminder: 15 average maximum, may go to 80 in-
voices per reminder for one particu-—
lar client, average is 2 per reminder

Number of clients in address file, as opposed to bodies receiving pub-
licity or other items not requiring accounting treatment: 5,000 maximum,
probably nearer 3,000

Number of cards entering the system: 1,500 - 2,000 per month.,



POSSIBLE LAYOUT OF GENERAL INVOICE/STATEMENT OF ACCOUNT DOCUMENT  EXHIBIT 32

TO_BE PRODUCED BY COMPUTER (Printout in CAPITALS)

Ce document est &tabli par voie d'ordinateur This document is produded by comp-
au bénéfice d'un pool d'organisations inter— uter as an economy measure to
nationales non-gouvernementales et sans but assist a pool of international

lucratif.

Sender's name/Adresse de 1'expediteur:

UNION OF INTERNATIONAL ASSOCIATIONS
1 RUE AUX LAINES
BRUSSELS' 5, BELGIUM

Date: 30 JULY 1968:

non-proflit organizaticnsg.
Sent to/Envoyé a:
AEROSPACE BIOLOGICAL ASSOCTATION
DR W J JONES

NATTIONAL ATRPORT
MELBOURNE, AUSTRALTA

Our reference: 84 31495

This is ) o
Celui-ci est)

INVOICE/FACTURE/RECHNUNG

NO 236572  ORTQINAL

YOUR ORDER: A527/642 91 15 JULY 1968

Debit Credit Total

2 YEARBOOK OF INT ORGANTZATIONS $ 40.00
2 SUBSCRIPTIONS (1 YEAR) "INT ASSOCIATIONS" 22,00
1 MANUAL OF CONGRESS ORGANIZATION 3.00
SPECIAL COMMISSION 25% $ 16.25
TOTAL THIS INVOICE $ 48.75
# € Ko X e H % ¥ *
THIS IS: STATEMENT OF ACCOUNT
INVOICE NO., DATE
154321 10 DEC 1967 20,00
172011 5 FEB 1968 10.00
CHEQUE 10 FEB 1968 8.00
174641 1 MAR 1968 14.00
3RD REMINDER TOTAL OWED 36.00
184251 9 APR 1968 3.00
2ND REMINDER TOTAL OWED 39.00
CHEQUE 10 APR 1968 8.00
189259 ' 29 APR 1968 10.00
1ST REMINDER TOTAL OWED 41.00
236578 30 JUL 1968 48.75
TOTAL OWED 89.75
X K Fige s A R o o (o SRR VA (U VIR VAR VR A R -

THIS TIS: RECEIPT,....
THIS IS: MEMBERSHIP DUES REMINDER
THIS IS: 5TH CONGRESS FEE REQUEST

etc.

®oc e

200
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CUSTOMER/MEMBER CODING SYSTEM EXHIBIT 33

The following codes would be used to identify the customer/ﬁember, his field
of interest, his current and past purchases or subscriptions, etc. The card
with the appropriate code would be prepared every time a new address was
prepared for the mailing list

Column Code Description

1/2 UIA organization code to identify the UIA cards
3 card code to indicate that it is the customer code card
continent or region code of address
5/6 country code
7/9 interest profile of customer based on Yearbook coding
10/13 sequential identification code - as received
- as in Yearbook (for NGO/IGO)
unidentified
College/university library
international interest/institute library
national oity/bublic library
embassy/government delegation/oommeroial delegation
government department
Unesco national commission
UN/Unesoo, etc. delegations
UN information centres/IGO institutes
IGO0 headguarters
IGO0 regional or secondary address
NGO headguarters
NGO regional or secondary address
NGO not in Yearbook
National organization with international interests
Commercial firm or library
General commercial firm (bank, chamber of commerce, radio)
National organization
Congress centre/convention bureau
Travel agent/National tourist office
Airline
Hotel
Individual
Bookghop
Publication service
Common Market NGO
Foundation/Trust
Full member
Associate member
Corresponding member
Corporate member
Other membership category
Personal contact
Competitor
ABCT member
/9 Record of contact -~ either date first became member (year)
or date to which dues are paid
20 Address not for sale or limited distribution of advertising

15

16

17

OPWMNONHFHFOONIIRPWNHROURWNRFO O~IOURWNDHO

18

O3 OV N

19



Column Code Description Exhibit 33
21 Groups interested in NGOs

22
23

24

25

26

27

29
30
31
32
33

NGOs who receive or have received Yearbook

National organizations who receive or have received Yearbook
Corresponding members

Influential natiomal organizations

Organizations of NGOs in a given country

Unesco national commissions

National NGO campaign committees

Individuals doing research or working in this field
Accession or booklist (for sales)

Magazine published by the organization

~ ANUTRRW N - O

1 Without bibliography

2 With bibliography

1 Contacted via bookshop (needed to control advertising)
2 Purchases advertising in the magazine
Purchasing history (maximum)

1/9 Allocated to ranges of purchase amounts per year
Purchasing history (current)

1/9 Allocated to ranges of purchase amounts per year
0 Used UIA research service under contract '

1 Congress attender

2 Publication inquiry (for advertising campaigns)

FAIB member

Postal rate code

Language code

Year address created or checked as good
Date address good until

2 Columns reserved for each of the following publication groups

34/35

38/39
40/41
42/43
44/45
46 /17

The above layout is only an initial attempt, It might
to eliminate the use of zero as a code to allow zero fi

Magazine

Yearbook of International Organizations

Yearbook of International Congress Proceedings

Documents series

‘Congress science series

Supplements

Other
The first column indicates: free, exchange, standing order, ordinary
subscription, multiple subscription, exception

be preferable
—l e}

e
1 on the punched

card input.



INSTRUCTION DOCUMENT FOR ORDERS AND PAYMENTS

EXHIBIT 34

This stencilled or pre-printed sheet is filled in manually and then sent

to a service bureau to be converted into a punched card. The layout
corresponds to that of the punched card:
organization code of UIA 84 (say) col. 1/2
card coded order only o) 3/4
or payment only 02 3/4
or order and payment 03 3/4
oustomer/ﬁember number 5/13
A, order number 14/24
publications ordered and quantity 25/26 27/28
29/30  31/32
33/34  35/36
37/38  39/40
currency of invoice 41
discount 42/43
include postage costs yes 1
no 2 44
send to customer 1
or to address on next card 2 45
B. payment date 46/51
‘method of payment ‘ 52
amount units 53/57
decimals 59/60
currency 61
INSTRUCTION DOCUMENT FOR GENERAL MAILINGS OR SPECIFIC CALLS EXHIBIT 35
organization code of UIA 84 (say) col, 1/2
card code: general mailing 04 3/4
address count 05 3/4
both 06 v3/4
specific call o7 3/4
customer number (if 07) 5/13
general mailing profile (if 04~06) 14/%c end

(this corresponds to the customer code description)



INSTRUCTION DOCUMENT FOR PUBLICATION DESCRIPTION CARD EXHIBIT 36

A set of about 100 of these cards would be prepared and kept up to date
as a description of the publications for sale by the UIA, They are fed

into the computer before any processing and are stored in memory.

organization code of UIA 84 (say) col. 1/2
card code - 08 3/4
publication code (or any invoice 01-99 5/6

item description)

language of title: English 1
French 2 7/8
Other 3
price: U.S. dollars 9/12
Canadian dollars 13/16
Belgian francs 17/20
French francs 21/24
Swiss francs : 24/27
title: 28/67
INSTRUCTION DOCUMENT FOR CURRENCY CONVERSUON CARD EXHIBIT 37

This is one card only which is fed to the computer with the publication

description cards.

organization code of UIA 84 (say) col. 1/2
card code 09 3/4
conversion of 100 Belgian francs
equals U.S. Dollars 5/7
Canadian dollars 8/10
French francs 11/13

Swiss francs 14/15



INSTRUCTION DOCUMENT FOR NAME AND ADDRESS CARDS

EXHIBIT 38

A set of two cards is needed to provide the name and address of oustomer/

members in a suitable form for the computer. These are described here.

They are used with the customer/hember code card (Exhibit 33) when the

address is a new one or the code also requires modification.

They are

used by themselves for all other modifications and suppression of the record.

A, organization code of UTA 84 (say)
card code ’ 10
customer/member number
operation: new 1

modificat.2
suppress 3
name and first line of address

B. organization code of UIA 84 (say)
card code 11
customer/ﬁember number
remgining lines of address

INSTRUCTION DOCUMENT FOR GENERAL INVOICE COMMENT

col, 1/2
3/4
5/13

14,
15/80

1/2

3/4
'5/13
14/80

EXHIBIT 39

This is used whenever it is necessary to insert a special comment on the

invoice for non-standard items, or to avoid writing a letter.

organization code of UIA 84 (say)
card code 12
text of comment

col, 1/2
3/4
5/80
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I.B.M. OFFER ON COSTS OF SEMI-COMMERCIAL PROCESSING EXHIBIT 41
Fixed Variable
Costs Costs
A. Initial Costs Bfr Bz
Programming 114,242
Card to tape conversion
(97.5 per 1000 cards taking 70,000) 733 6,825
Sort by Cmstomer/member number : A
(59.5 per 1000 cards taking 70,000) 477 4,165
Creation of main file
(11.0 per 1000 cards taking 70,000) 770
(59.5 per 1000 customers taking 14,000) 833
Totals: 116,689 12,593
B. MNonthly Operations
Card to disk conversion
(152.0 per 1000 cards taking 1300) 436 198
Sort by customer/member number
(248.5 per 1000 cards taking 1300) 477 323
Invoicing, updating, selection of addresses 1,601
(25.5 per 1000 cards taking 1300) 33
(128.0 per 1000 file addresses taking 14,000) 1,792
(38,0 per 1000 gelected addresses, 6000) 228
(4.5 per 1000 debit and credit movements,
taking 350) 2
(148.0 per 1000 printed lines taking 4500) 666
Labels (3 up )
(265 per 1000 addresses taking 6000) 1,590
3,484 4,822
Sales journal
(3.5 per 100 movements taking 350) 436 12
(15.0 per 100 lines taking 300) 45
Sort of payments by origin and date
(87.0 per 100 movements taking 350) AT 50
Payments journal
(3.5 per 100 movements taking 350) 436 12
(20,0 per 100 lines taking 70) 14
1,349 348
Customer statement of account ‘
(55.5 per 1000 addresses taking 14,000) 1,183 177
(152.5 per 1000 lines taking 2000) 305
1,183 1,082
Monthly totals: 6,016 5,252






