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Preface

As we introduce this new Handbook on Writing for the United Nations, we want to take a
moment to acknowledge the importance of its predecessors, the Guide to Writing for the United
Nations and Principles of Writing for the United Nations. The Guide has been an invaluable
resource for UN staff and other stakeholders over the years, providing practical guidance and
best practices for effective communication in the UN context. Principles of Writing for the United
Nations grew out of the Guide and has been used in different iterations, tailored to specific UN
departments, offices and divisions for the last 15 years.

However, as the world has changed and new challenges have emerged, the need for updated
and uniform guidance on writing for the UN has become increasingly clear. This new Handbook
builds on the foundation laid by the Guide and principles, while also incorporating new insights
and approaches that reflect the changing landscape of the UN, media technology and the
broader world.

The Handbook is intended to serve as a comprehensive and up-to-date resource for anyone
who needs to communicate effectively in the UN context. It includes practical advice on a wide
range of topics, from drafting reports and proposals to crafting effective emails and social media
posts. It also incorporates guidance on the latest tools and technologies, such as online
collaboration platforms and multimedia content creation.

We hope that this Handbook will be a valuable resource for UN staff and other stakeholders,
helping them to communicate more effectively and efficiently in their work. We also recognize
that effective communication is a continuous process of learning and improvement, and we
welcome feedback and suggestions for future editions of the Handbook.

Acknowledgement

This Handbook was created with the assistance of artificial intelligence and in full accordance
with CEB/2022/2/Add.1 Principles for the ethical use of artificial intelligence systems in the
United Nations system. It has been reviewed, revised and edited by experienced language and
communication experts in the United Nations.

Contact
For questions or feedback about this handbook, please contact:

David Hattem, hattem@un.org

Language Teacher, Language and Communication Specialist
Department of Operational Support

Office of Support Operations

Capacity Development and Operational Training Service
Language and Communications Training Unit
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Chapter 1: Introduction

The United Nations (UN) is a global organization that promotes international cooperation and
works towards achieving sustainable development, peace, and security around the world. With
193 Member States and a complex network of bodies and agencies, the UN produces a wide
range of documents and reports on various issues, from research papers to speeches,
correspondence, and public information materials.

At the United Nations, effective communication is not just a matter of conveying information, but
also of building relationships, promoting collaboration, and achieving common goals. Therefore,
it is important to tailor your writing to the specific context of the UN and its stakeholders, while
also maintaining a professional and diplomatic tone. Clear communication helps to ensure that
messages are accurately conveyed and understood, which is essential to building trust and
achieving progress.

Writing for the UN requires an understanding of the various types of documents and reports
produced by the organization, as well as the specific audiences for these communications. We
must also be mindful of the diversity of the UN's stakeholders and use inclusive language that
respects and reflects the identities of its staff and partners.

In addition, effective writing for the UN requires a high degree of clarity and conciseness, as well
as objectivity and neutrality. Diplomatic language and an appropriate tone are also important
considerations, as the UN seeks to foster cooperation and maintain positive relationships with
its stakeholders.

When writing for the UN, it is essential to keep in mind the diversity of its stakeholders, including
Member States, non-governmental organizations, civil society, and the general public. It is
important to use inclusive language that respects and reflects the identities of these
stakeholders while communicating the message effectively.

Effective writing for the UN also requires the use of clear and concise language. Long,
convoluted sentences or technical jargon can be confusing and frustrating for the readers,
making it challenging to understand the message conveyed in the documents. Therefore, it is
essential to use plain language, shorter sentences, and active voice to ensure that the message
is conveyed as clearly and concisely as possible.

Moreover, objectivity and neutrality are also critical when writing for the UN, as the organization
seeks to maintain a balanced and unbiased perspective on issues it deals with. Diplomatic
language is also necessary to maintain positive relationships with the UN's stakeholders, as it
helps to avoid misunderstandings, foster cooperation, maintain goodwill and build consensus on
important issues.

To achieve these goals, it is essential to follow the principles of coherence and cohesion, which
involve structuring the document to convey the message logically and persuasively. This
includes organizing the document in a way that enables the readers to navigate through the
information easily, using headings and subheadings to indicate the document's structure, and
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using connectors and transitional words to signal the relationship between different ideas and
sections.

Overall, effective writing for the UN involves recognizing the diversity of stakeholders, using
clear and concise language, maintaining objectivity and neutrality, and adopting a diplomatic
tone. By following the principles and best practices outlined in this Handbook, writers can
communicate the message effectively, contribute to the UN's mission and help to achieve
meaningful progress towards a more peaceful, just, and sustainable world.

This guide aims to provide practical advice and resources for improving writing in the UN
context. It should serve as a valuable resource for anyone writing for the UN, from experienced
diplomats to new staff members. By following the principles and best practices outlined in this
guide, writers can produce documents and reports that are effective, informative, and engaging.

Chapter one provides an introduction and overview to the Handbook.

Chapter two provides an overview of the various types of documents and reports produced by
the UN and identifies the key stakeholders and target audiences for each document type.

Chapter three explores the key characteristics of effective communication in the UN context,
including accuracy, objectivity, neutrality, and inclusivity.

Chapter four covers the fundamental principles of effective writing for the UN, including writing
with a purpose and audience in mind, coherence and cohesion, clarity and conciseness, and the
use of diplomatic language.

Chapter five provides guidance on writing various document types commonly produced in the
UN, including correspondence, research and analysis, public information, and speeches and
presentations.

Chapter six offers practical advice for planning and organizing the writing process, as well as
editing, revising, and proofreading.

Chapter seven summarizes the key takeaways from the guide and provides a call to action for
improving writing in the UN, with final thoughts and reflections.

Appendices: This section includes helpful resources, including common 50 phrasal verbs,
common grammar mistakes, diplomatic phraseology, 100 common multi-word phrases, SDG
high frequency vocabulary, rhetorical strategies, rhetorical appeals, figurative language, writing
style guidelines, and acronyms.
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Chapter 2: Understanding the United Nations' Communication Needs

The United Nations is a complex organization, composed of numerous specialized agencies,
programs, and bodies, all with unique communication needs. Understanding these needs is
essential to producing effective communication within the organization.

This chapter will provide an overview of the various types of documents and reports produced
by the UN, as well as the key stakeholders and target audiences for these documents.
Additionally, we will examine the characteristics of effective UN communication, and the
importance of adapting writing styles to meet the specific needs of the UN.

A discourse community is a group of people who share a common interest or expertise, and
who use a specific language, jargon, and communication style to communicate with each other.
This language and communication style may not be understood by those outside of the
community, and it may serve as a way to establish group identity and reinforce social norms.

The UN is a prime example of a discourse community, as it consists of a group of people with
shared interests and expertise in international affairs and diplomacy. The language and
communication style used within the UN can be quite specialized and technical, using terms and
acronyms that may not be understood by those outside of the community. For example, terms
such as "peacekeeping mission" or "humanitarian intervention" have specific meanings within
the UN context that may not be immediately apparent to outsiders.

Furthermore, the UN has its own established social norms and expectations for communication
and behavior, which are reinforced through the use of specific language and communication
styles. This includes the use of diplomatic language, as discussed previously, as well as the use
of formal titles and greetings when addressing one another.

In addition to language and communication, discourse communities often share a set of values,
beliefs, and practices that are important to group identity. The UN, for example, is committed to
promoting peace, security, and human rights around the world. Members of the UN discourse
community share these values and work towards these goals through their various roles and
responsibilities.

Genres and text types are two important concepts that are often used to classify written
communication. While both genres and text types refer to categories of written communication,
they are not interchangeable terms.

Genres refer to broad categories of writing that are defined by their purpose, style, and
audience. In the UN context, some common genres include reports, speeches, resolutions, and
press releases. Each genre has its own conventions and expectations, such as the use of
formal language in speeches or the use of technical terminology in reports.

On the other hand, text types refer to specific forms of written communication that are used to
achieve a particular goal. Text types are more specific than genres and are often characterized
by a particular structure or format. In the UN context, some common text types include memos,
letters, emails, and concept notes. Each text type has its own conventions and expectations,
such as the use of headings in memos or the inclusion of a clear purpose statement in concept
notes.
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Understanding the difference between genres and text types is important for effective
communication in the UN. By identifying the appropriate genre and text type for a given
communication, you can ensure that your message is conveyed in a manner that is appropriate
for the intended audience and achieves its intended purpose. For example, a speech at the UN
General Assembly would have different conventions and expectations than a memo to a
colleague, even though both are forms of written communication.

The UN produces a wide variety of documents, ranging from internal memos and emails to high-
level policy briefs and resolutions. These documents serve a variety of purposes, from outlining
the details of a new program to summarizing the results of a large-scale research project.

Some common types of UN genres and text types include:

Reports

Research reports Informational materials

Policy reports Fact sheets

Programmatic reports Brochures

Situation reports Newsletters

Audit reports Web articles

Reports of the Secretary-General Social media copy

Annual reports Manuals and guides

Progress reports Manuals

Technical papers Guides

Working papers Standard operating procedures (SOPs)

Country reports Administrative instructions
Directives

Statements HR advice

Press statements Bulletins

Public statements Public information materials

Official statements Press releases
Announcements

Correspondence Articles

Letters

Memos Speeches and presentations

Code cables Speeches

Facsimiles Remarks

Emails Opening statements

Notes to the Secretary-General Planning and strategy materials

Notes to senior officials Strategic plans

Notes verbales Frameworks

Note to file Position papers

Background materials Case studies

Background notes Annual work plans

Background papers

Read below for more detailed information on each genre:

Reports: Documents that provide information on a particular topic, issue or situation. Reports
can be research, policy, programmatic, situation, audit, annual, or progress reports, and can
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range from a few pages to hundreds of pages in length. They are often intended for internal use,
to inform decision-making or to monitor progress on a specific program or issue.

Resolutions: Formal decisions adopted by the UN General Assembly, Security Council, or
other bodies. Resolutions are usually composed of a preamble that provides context and
background information, followed by a series of operative paragraphs that outline the specific
actions to be taken.

Statements: Official communications issued by UN officials or representatives on a specific
topic or issue. Statements may be delivered orally or in writing and can take a variety of forms,
including press statements, public statements, and official statements.

Agreements and treaties: Formal legal documents that outline the terms of an agreement
between two or more parties. The UN is involved in a variety of international agreements,
including climate change agreements, arms control agreements, and trade agreements.

Correspondence: Letters, memos, code cables, facsimiles, or emails that are exchanged
between UN officials or representatives and individuals or organizations outside the UN.
Correspondence can take a variety of forms and may be used for a variety of purposes, such as
requesting information, expressing opinions, or extending invitations.

Informational materials: Documents that provide information on a particular topic or issue in a
clear and concise manner. Informational materials may include fact sheets, brochures,
newsletters, and web articles. They are often used in public information campaigns to provide
accurate and accessible information to a wide audience.

Speeches and presentations: Formal speeches or presentations that are delivered by UN
officials or representatives, often in a public or diplomatic setting. Speeches and presentations
may cover a wide range of topics, from international security and human rights to climate
change and development.

Planning and strategy materials: Documents that provide guidance or instructions on a
particular issue or process. Planning and strategy materials may include manuals, guidelines,
SOPs, policies, frameworks, and strategic plans. They are often used to standardize
procedures, ensure consistency across different offices or departments, and inform the work of
UN staff members or partner organizations.

Each of these genres has unique features and requirements, and writers must be able to adapt
their writing style accordingly to meet the needs of their audience. Understanding the purpose
and intended audience of each document type is essential for producing effective and impactful
UN documents and reports.

To produce effective communication within the UN, it is important to understand the key
stakeholders and target audiences for each document or report. Different documents may have
different audiences, depending on their purpose and intended use.

Some common stakeholders and target audiences within the UN include:
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Member States
Role: Member States are the countries that make up the UN and play a key role in the decision-
making processes of the organization.

Interests: Member States are primarily concerned with advancing their own national interests,
but they also recognize the importance of international cooperation and collaboration.

Communication preferences: Member States typically prefer formal communication channels,
such as official letters, diplomatic notes, and official statements. They may also rely on informal
channels, such as personal meetings and private conversations in the margins, to discuss
sensitive issues or negotiate agreements.

UN Secretariat
Role: The UN Secretariat is the administrative arm of the UN and is responsible for carrying out
the day-to-day functions of the organization.

Interests: The UN Secretariat is focused on implementing UN policies and initiatives, and
supporting Member States in their efforts to achieve the organization's goals.

Communication preferences: The UN Secretariat typically prefers official communication
channels, such as memos, reports, and official statements. It may also rely on internal
communication channels, such as email and intranet platforms, to coordinate activities and
share information.

UN Agencies, Funds, and Programs
Role: UN agencies, funds, and programs are specialized bodies within the UN that focus on
specific issues or sectors, such as health, education, or the environment.

Interests: UN agencies, funds, and programs are focused on implementing UN policies and
initiatives related to their particular sector or issue, and may also work with other organizations
or governments to advance these goals.

Communication preferences: UN agencies, funds, and programs typically prefer
communication channels that are tailored to their specific audience or issue area. For example,
a health-focused agency may prefer to communicate with the World Health Organization or
national health ministries, while an environmental program may prefer to communicate with
NGOs or private sector organizations focused on environmental sustainability.

NGOs and Civil Society
Role: NGOs and civil society groups work with the UN to advance various causes and issues,
such as human rights, poverty reduction, or environmental sustainability.

Interests: NGOs and civil society groups are typically focused on advancing their own particular
cause or issue, and may also work to hold governments and the UN accountable for their
commitments and actions.

Communication preferences: NGOs and civil society groups typically prefer communication
channels that allow them to engage directly with UN decision-makers and other stakeholders.
They may participate in formal UN processes, such as conferences or consultations, and may
also rely on informal channels, such as social media, to advocate for their issues and engage
with broader public audiences.
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Private Sector and Industry
Role: The private sector and industry can play a role in advancing UN goals and initiatives,
particularly in areas such as sustainable development and corporate social responsibility.

Interests: The private sector and industry may be motivated by a variety of factors, including
brand reputation, regulatory compliance, and corporate social responsibility.

Communication preferences: The private sector and industry typically prefer communication
channels that allow them to engage directly with UN decision-makers and showcase their
sustainability or social responsibility efforts. They may also rely on informal channels, such as
business networks or private conversations, to explore potential partnerships or collaboration
opportunities with the UN.

Media

Role: The media plays a crucial role in shaping public opinion and disseminating information
about the work of the UN.

Interests: The media is interested in covering stories that are newsworthy and relevant to their
audience. They may also be interested in highlighting issues related to human rights, conflict, or
social justice.

Communication preferences: The media typically prefers to receive information through
official channels, such as press releases, briefings, and interviews. They may also rely on social
media and other digital platforms to monitor and report on UN activities and events.

Academia
Role: Academia plays an important role in conducting research and analysis on issues related
to the UN and international affairs more broadly.

Interests: Academics are interested in advancing knowledge and understanding of key issues
related to the UN, and may also be interested in collaborating with the UN on research or
educational initiatives.

Communication preferences: Academics typically prefer to receive information through formal
channels, such as academic publications or conferences. They may also be interested in
engaging with UN officials or other stakeholders through public events or consultations.

International Organizations
Role: International organizations play a role in supporting and complementing the work of the
UN in areas such as development, human rights, and conflict resolution.

Interests: International organizations are interested in collaborating with the UN to advance
shared goals and priorities, and may also be interested in advocating for their own specific
issues or sectors.

Communication preferences: International organizations may prefer to communicate with the
UN through formal channels, such as official letters or consultations. They may also be
interested in participating in joint initiatives or programs with the UN to advance shared goals.
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Donor Countries and Organizations
Role: Donor countries and organizations provide financial or other support to the UN for its
programs and initiatives.

Interests: Donor countries and organizations are interested in ensuring that their contributions
are being used effectively and in line with their own priorities and values.

Communication preferences: Donor countries and organizations may prefer to receive regular
updates on the progress of UN programs or initiatives, and may also be interested in
participating in consultations or other feedback mechanisms.

These stakeholders play important roles in shaping the work of the UN and in contributing to the
achievement of its goals. By understanding their unique interests and communication
preferences, UN communicators can develop tailored strategies to engage with and collaborate
effectively with each of these key actors.

Effective communication within the UN must be tailored to meet the specific needs of each
audience and stakeholder. However, there are some general characteristics that are common to
all effective UN communication:

Clarity: clear and easy to understand, even for those who may not have a background in the
specific issue or topic.

Accuracy: accurate and based on reliable sources of information. Inaccurate or misleading
information can undermine the credibility of the organization.

Objectivity: objective and neutral, free from bias or personal opinions.
Relevance: relevant and tailored to the specific audience or stakeholder

Conciseness: concise and to the point, avoiding unnecessary detail or extraneous information.

Adapting your writing style to the conventions of a particular genre or text type is important in
any context, but it is especially crucial when communicating at an organization like the United
Nations (UN), where clear and effective communication is vital.

Different genres and text types have their own conventions and expectations for how language
should be used, and failing to adapt to these conventions can make it difficult for the audience
to understand or engage with the message. In the case of the UN, there are many different
types of documents and communications, such as reports, resolutions, speeches, and press
releases, each with its own conventions and expectations.

For example, an official UN report on human rights violations would require a different writing
style than a speech given by a UN representative to a non-governmental organization. The
report would likely need to use formal and precise language, with a focus on objectivity and
accuracy, while the speech may need to be more conversational and emotive, with a focus on
inspiring action and raising awareness.

Adapting your writing style can also help to establish credibility and authority in the eyes of the
audience. By demonstrating a knowledge and mastery of the conventions and expectations of a
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particular genre or text type, the writer can help to build trust and convey a sense of
professionalism and competence.

Adapting to the conventions of a genre or text type is essential for effective communication,
especially in a context like the UN. By understanding and meeting the expectations of the
audience, the writer can ensure that their message is clear, engaging, and impactful. Below are
two charts which outline some of the most common features of some of those text types and
varying styles employed.

Linguistic and Rhetorical Features of UN Text Types

clear and concise language, active voice

Text Type Linguistic Features Rhetorical Features

Reports Formal tone, technical vocabulary, passive | Logical structure, clear
voice, use of headings and subheadings presentation of facts and analysis,

recommendations based on
evidence, impartiality.

Resolutions Formal tone, technical vocabulary, use of | Clear identification of purpose and
specific legal language and terminology, objectives, articulation of goals and
use of active voice strategies, recognition of relevant

legal and normative frameworks

Agendas Clear structure, concise language, use of | Identification of key topics, clear
headings and subheadings timeline, preparation for decisions

Minutes Formal tone, clear language, use of Neutral tone, comprehensive and
passive voice, accurate recording of accurate recording of proceedings,
decisions and actions verification and agreement of

details with participants

Speeches Formal tone, use of rhetorical devices, Clear articulation of message,

appeals to shared values and
goals, persuasion and motivation
of audience

Press releases

Clear and concise language, use of active
voice, use of attention-grabbing headlines

Clarity and accuracy in presenting
information, emphasis on
newsworthiness, positive framing
of actions and initiatives

(emails, memos)

voice, use of headings and subheadings

Social media Conversational tone, use of visual media, | Engagement with audience, quick
short and concise language, use of and frequent dissemination of
hashtags and links information, emphasis on

relevance and timeliness

Web pages Clear and concise language, use of active | Logical structure and navigation,
voice, use of headings and subheadings, clear presentation of information,
multimedia features engagement with audience,

alignment with branding.

Correspondence | Clear and concise language, use of active | Attention-grabbing headlines,

relevant and timely information,
appropriate tone and language

SOPs

Use of specific technical language and
terminology, use of headings and
subheadings, clear and concise language

Clear identification of procedures
and processes, accurate and
comprehensive instructions,
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emphasis on adherence to
established standards.

Concept Notes

Clear and concise language, use of active
voice, use of headings and subheadings,
technical vocabulary when relevant

Clear identification of concept or
idea, explanation of relevance and
importance, logical structure and
argumentation

Talking points

Clear and concise language, use of active
voice, use of headings and subheadings,
use of rhetorical devices

Clear articulation of key messages,
persuasion and motivation of
audience, accurate and relevant
information

Writing Styles used in UN Texts

Writing Style | Description Examples

Characterized by precise and specific Reports, resolutions, and official
Formal language, with a focus on clarity and communications

objectivity

Characterized by a careful and tactful use of | Negotiations, agreements, and
Diplomatic language, with a focus on building other diplomatic communications

relationships and resolving conflicts

Characterized by the use of specialized Scientific reports, proposals, and
Technical terminology and jargon, with a focus on other technical communications

conveying complex information in a clear and

concise manner

Characterized by the use of rhetorical Speeches, press releases, and

strategies, emotional appeals, and evidence | other communications aimed at
Persuasive to persuade the audience to take a particular | advocacy or public awareness

action or adopt a certain viewpoint

Characterized by the ability to communicate Communication in multiple
Multilingual effectively in different languages and languages at the UN

translate between them

Characterized by a focus on clarity, elegance, | Academic writing and formal
Classical and precision, often using long, complex communications

sentences with carefully chosen vocabulary

Characterized by a more casual and Public speeches, press releases,
Contemporary | conversational tone, with a focus on and other forms of outreach

simplicity, accessibility, and directness

Characterized by a focus on objectivity, Press releases, news articles, and
Journalistic accuracy, and conciseness, often using the other forms of media

"inverted pyramid" structure to present the

most important information first

Characterized by the use of clear, simple Government and organizational
Plain language and sentence structures, with a communications to ensure that

focus on accessibility and ease of
understanding

important information is accessible
to a wide range of readers
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0

Characterized by a focus on writing for digital | Web pages, social media, and
Digital media, such as web pages, social media, and | other digital platforms

other digital platforms, often using shorter

sentences, bullet points, and subheadings

Characterized by a conversational tone, with Personal emails, messages, and
Informal a focus on personal connection and informal | informal communications

language

Characterized by a straightforward and Memos, notes, and other brief
Direct concise approach, with a focus on clear and communications

simple language to convey the intended

message

Characterized by plain and straightforward public information materials,
Simple language, short sentences, and simple educational materials, and other

vocabulary to convey ideas clearly and types of communication where

concisely. It aims to make the message clear and concise messaging is

accessible and understandable to audiences. | crucial

Classical:

As we move forward in the 21st century, the need for sustainable development is more pressing
than ever. The United Nations' Sustainable Development Goals, established in 2015, provide a
roadmap for creating a more just and equitable world. Of these goals, SDG 7 - Affordable and
Clean Energy - is among the most critical. By ensuring access to reliable, renewable energy
sources for all, we can reduce inequality and empower communities around the globe.

Contemporary:

Energy is the lifeblood of modern society. Whether we're powering our homes, businesses, or
personal devices, we rely on electricity to stay connected and productive. But as we strive for
progress, we must also be mindful of our impact on the planet. That's why SDG 7 - Affordable
and Clean Energy - is so important. By investing in renewable energy sources and creating a
more sustainable energy infrastructure, we can ensure a brighter, more equitable future for all.

Persuasive:

The world is facing a crisis. Climate change, inequality, and energy poverty threaten the health
and well-being of billions of people. But there is hope. SDG 7 - Affordable and Clean Energy -
provides a pathway for us to create a better world. By investing in renewable energy sources,
reducing our reliance on fossil fuels, and creating a more sustainable energy infrastructure, we
can ensure that everyone has access to the energy they need to thrive. Join us in this critical
mission and help us create a brighter, more sustainable future for all.

Plain:

SDG 7 aims to ensure access to affordable, reliable, sustainable, and modern energy for all.
This goal is critical to achieving sustainable development and ending poverty, as access to
energy is essential for economic growth, education, and health. Despite significant progress in
recent years, millions of people still lack access to basic energy services, which contributes to
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social and economic inequality. Achieving SDG 7 requires a coordinated effort from
governments, private sector, and civil society, and significant investment and innovation.

Technical:

SDG 7 aims to ensure access to affordable, reliable, sustainable, and modern energy for all,
including the use of renewable energy sources. The target is to increase the share of renewable
energy in the global energy mix and double the global rate of improvement in energy efficiency
by 2030. Achieving this goal will require significant investment in renewable energy
infrastructure and technologies, as well as in energy efficiency measures, and will require a
coordinated effort from governments, international organizations, and the private sector.
Monitoring and reporting on progress towards SDG 7 will require the development of robust
indicators and data collection mechanisms.

Informal:

The Sahel region of Africa is in trouble because of climate change. It's too dry, too hot, and too
hard for farmers to grow crops. This means less food and more hunger. Plus, people are getting
sick from the bad water, and sometimes there's not even enough water to go around. But the
UN and its partners are working on some cool projects to help out, like making the water better,
teaching people how to grow crops that can handle the heat, and using more clean energy.

Simple:

The Sahel region in Africa is having trouble because of climate change. They don't get enough
rain, and it's often very hot, so climate change is making things even harder. One problem is
called desertification. That's when the land gets dry and it's tough for farmers to grow crops.
This makes people go hungry and become malnourished. There are also more floods, storms,
and droughts that can hurt people's homes, communities, and jobs. We must work together to
help the Sahel region fight against climate change and its effects.
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Chapter 3: Principles of Writing for the United Nations

Writing for the United Nations is a specialized skill that requires a deep understanding of the
organization's purpose, structure, and values. Whether you are drafting a briefing note for a
senior official, preparing a policy paper for a specialized agency, or crafting a press release for
the public, effective UN writing must be guided by a set of clear principles and practices.

This chapter will provide an overview of the key principles of effective writing for the United
Nations. First, we will discuss the importance of understanding the purpose and audience of UN
writing. Second, we will examine the crucial role of clarity and conciseness in UN
communication, as well as strategies for achieving these goals. Third, we will explore the
importance of diplomatic writing at the UN.

By the end of this chapter, you will have a deeper understanding of the principles that guide
effective UN writing, and you will be better equipped to produce high-quality documents that
meet the needs of the organization and its stakeholders.

When writing, it is important to have a clear writing purpose. In other words, the specific reason
why you are writing a document. Knowing your purpose can help you focus your writing and
ensure that your document meets its intended goals. There are several common purposes for
writing in the UN, including to inform, to persuade, to request, to respond, to recommend, to
warn, to seek support, to express gratitude and to report.

To make your purpose clear in your writing, it is important to start with a clear and concise
statement of the purpose of the document. In general, state your purpose as early as possible in
the document and restate throughout as necessary.

Here are some strategies for making your purpose clear in different types of documents:

Correspondence

In correspondence such as emails, notes, letters, memos, faxes, code cables, and note
verbales, the purpose is often to inform, request, or respond. To make your purpose clear in
these documents, start with a clear subject line or header that states the purpose of the
communication. Use short paragraphs and bullet points to highlight the key points and ensure
that the reader can easily find the purpose near the beginning of the message.

Research and Analysis

In research reports, policy papers, briefing notes, issue briefs, background papers, fact sheets,
case studies, and analyses, the purpose is often to inform, recommend, or persuade. To make
your purpose clear in these documents, start with a clear statement of the purpose in the
introduction, and use section headings and subheadings to guide the reader through the
document. Use graphs, charts, and other visual aids to present data in a clear and concise
manner.

Public Information

In press releases, media advisories, feature stories, newsletters, brochures, social media posts,
websites, and video scripts, the purpose is often to inform, promote, or persuade. To make your
purpose clear in these documents, start with a clear headline or title that states the purpose of
the document. Use short paragraphs, bullet points, and visual aids to make the information easy
to read and understand.
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Speeches and Presentations

In speeches, presentations, talking points, remarks, interventions, and statements, the purpose
is often to inform, persuade, or motivate. To make your purpose clear in these documents, start
with a clear opening that states the purpose of the speech or presentation. Use short sentences
and simple language to ensure that the audience can easily follow along. Use visual aids and
examples to reinforce your message.

By making your purpose clear in your writing, you can ensure that your documents are effective
in achieving their intended goals.

To guide your writing purpose, consider the following questions:
o What is the goal your document?
¢ Who is your audience?
e What action do you want the reader to take?
e What key points dp you want to convey?
¢ What tone do you wish to convey?
Examples of purpose statements from UN documents:

From a UN Resolution on the Situation in Syria: "To provide a comprehensive framework for
ending the violence, protecting civilians, and facilitating a peaceful, Syrian-led political transition
to a democratic and pluralistic government.”

From a UN Report on Climate Change: "To assess the impacts of climate change on vulnerable
communities and to provide recommendations for reducing greenhouse gas emissions and
building climate resilience."

From a UN Speech on the Refugee Crisis: "To raise awareness and call for urgent action to
address the needs of refugees worldwide, including through increased humanitarian assistance,
refugee resettlement, and support for host communities."

From a UN Press Release on the COVID-19 Pandemic: "To provide the public and the media
with up-to-date information on the global response to the COVID-19 pandemic and to promote
international cooperation to prevent the spread of the virus."

From a UN Agreement on the Sustainable Development Goals: "To establish a universal,
transformative, and integrated framework for sustainable development that addresses the
economic, social, and environmental dimensions of sustainable development.”

These purpose statements articulate a clear and specific purpose to guide the content and
provide a compelling message to the reader or audience.

Understanding the audience is crucial in any form of communication, and it is especially
important in the context of the United Nations. UN documents are written for a diverse range of
stakeholders, including Member States, non-governmental organizations, the media, and the
general public.
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To effectively communicate with these different audiences, it is essential to have a clear
understanding of who they are and what their needs and interests are. You can analyze your
audience by asking yourself the following questions:

Who is the target audience for this document?

What are their expectations and needs?

What are their prior experiences or knowledge about the topic?

What is their level of expertise or interest in the topic?

What is their cultural background or perspective?

What are their potential objections or concerns?

What are their demographic characteristics, such as age, gender, occupation, and
education level?

What is their relationship to the topic, and how much do they care about it?

What is their role or position in the organization or institution?

What is their level of influence or decision-making power?

What are their communication preferences, such as tone, style, and format?

What are their language preferences and proficiency?

What are their values and beliefs that may impact their reception of the document?
What is their familiarity with UN jargon, technical language, or acronyms?

What is their preferred mode of communication and engagement, such as in-person
meetings, email, or social media?

o What is their deadline or timeline for action or decision-making?

The following chart provides a general overview of the audience of common text types used in
the United Nations. However, it is important to note that the audience may vary depending on
the specific context and situation. So, you should consider conducting an audience analysis and
consider the purpose of the document before drafting it.

Audience and Document Type

Intended Audience Document Type

Individuals or groups within the same Email, Fax

organization or external partners

Senior officials or diplomats within the
organization or external partners

Note, Briefing Notes, Issue Briefs,
Background Papers, Talking Points, Remarks

Government officials, external partners or the
general public

Letter, Fact Sheets, Press Releases, Feature
Stories, Brochures, Social Media Posts,
Websites

Staff members or teams within the
organization

Memo, Email, Messages, Articles, Stories

Diplomats or decision-makers at the highest
level of the organization or external partners

Code Cable, Statements

Diplomats or officials from other countries

Note Verbale, Interventions

Senior officials, decision-makers or policy-
makers within the organization or external
partners

Research Reports, Policy Papers, Analyses,
Presentations
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Audience segmentation is the process of dividing a larger audience into smaller groups based
on specific characteristics or needs. By segmenting an audience, a communicator can tailor
their message to specific groups, which can result in more effective communication and better
outcomes. Here are some common ways to segment an audience:

e Demographic segmentation: This involves dividing an audience based on characteristics
such as age, gender, education level, income, or geographic location.

¢ Psychographic segmentation: This involves dividing an audience based on characteristics
such as personality, values, attitudes, interests, or lifestyle.

Segmenting an audience can help communicators create more targeted and effective
messaging that resonates with specific groups. For example, by understanding the needs and
preferences of a particular demographic segment, a communicator can create messaging that
speaks directly to their interests and concerns.

When it comes to audience segmentation, primary, secondary, and tertiary audiences are
typically defined based on their level of importance or relevance to the communication or
message being conveyed.

Primary Audience: The primary audience is the group of people who are the main focus of the
communication or message being conveyed. They are the individuals or groups who are most
likely to take action in response to the communication.

Secondary Audience: The secondary audience is a group of people who may indirectly be
affected by the communication or message, but are not the main focus of the message. They
may be influencers, stakeholders, or other groups who are connected to the primary audience.

Tertiary Audience: The tertiary audience is a group of people who may be tangentially affected
by the communication or message, but are not the main or secondary audience. They may be
individuals or groups who have an interest in the topic, but are not directly involved.

Overall, audience segmentation is an important part of effective communication, leading to
better outcomes and results. Segmenting your audience into primary, secondary, and tertiary
groups can help you to tailor your messaging and communication strategies to each group,
based on their level of relevance and importance to your goals. By focusing your messaging
and communication efforts on the primary audience, while also considering the needs and
interests of all audiences, you can create more effective and targeted communication strategies.

The "curse of knowledge" is a cognitive bias that occurs when individuals who possess certain
knowledge or expertise assume that others also possess that knowledge or expertise. This can
result in the communicator using jargon, technical language, or assumptions that are not entirely
understood by the audience, leading to confusion and miscommunication.

The curse of knowledge can be especially problematic in professional or technical fields, where
individuals may have a high level of expertise in a particular area. They may assume that their
audience also has the same level of expertise, and use technical language or jargon that is not
understood by the audience. This can result in the audience becoming disengaged, confused,
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or frustrated, leading to a breakdown in communication or sometimes resulting in requests by
the reader to provide clarification.

To avoid the curse of knowledge, it is important to consider the knowledge and expertise of the
audience when communicating. This means using language and terminology that is appropriate
for the audience, and avoiding assumptions about their prior knowledge or understanding. It
may also be helpful to seek feedback from the audience to ensure that the message is being
communicated effectively.

One effective technique for avoiding the curse of knowledge is to practice "plain language"
communication. This involves using simple, clear language that is easy to understand, and
avoiding technical jargon or overly complex terminology. By using plain language,
communicators can ensure that their message is understood by a wide audience, and avoid the
confusion and miscommunication that can result from the curse of knowledge.

Once you have a clear understanding of your audience, you can tailor your writing to meet their
needs and interests. Here are some strategies to help you achieve this:

Use plain language: Avoid using technical jargon or complicated terms that may be unfamiliar
to your audience. Use simple and clear language that is easy to understand.

Use appropriate tone: Choose a tone that is appropriate for your audience and the context of
your document. For example, if you are writing a formal report, your tone should be serious and
professional.

Use examples and analogies: Using examples and analogies can help make complex
concepts more understandable for your audience.

Use visuals: Graphics, charts, and other visual aids can be effective in helping your audience
understand complex information and may eliinate the need to include lengthy explanations in
paragraph form.

Test your writing with your audience: Before finalizing your document, test it with a
representative sample of your audience to ensure that it meets their needs and expectations.

Contrastive rhetoric can be particularly relevant for multilingual writers at the UN. Contrastive
rhetoric is the study of how different cultural and linguistic backgrounds can influence the way
that people write and communicate.

For multilingual writers at the UN, contrastive rhetoric can play an important role in helping them
to communicate effectively and overcome linguistic and cultural barriers. By understanding the
different rhetorical traditions and conventions of their own language and the target language,
writers can adapt their writing to better meet the expectations of the reader or audience.

By understanding these cultural and linguistic differences, multilingual writers can adapt their
writing style to better meet the expectations of their audience and communicate more
effectively. They may need to focus on grammar, syntax, and word choice, as well as on the
overall structure and organization of their writing.
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For example, a writer who speaks Arabic as their first language may be accustomed to a more
indirect writing style that emphasizes politeness and deference to authority. However, in
English-language writing at the UN, a more direct and concise writing style may be preferred.

It is also important to note that multilingual writers may face additional challenges in terms of

language proficiency and cultural competence. To address these challenges, it can be helpful
for writers to seek feedback from native speakers, to practice writing and reading in the target
language, and to engage in language and cultural exchange programs.

Overall, contrastive rhetoric can be a valuable tool for multilingual writers at the UN, helping
them to navigate linguistic and cultural differences and communicate more effectively across
diverse audiences.

Here are some specific examples of how contrastive rhetoric can impact multilingual writers at
the UN:

1. Directness and Indirectness: In some cultures, such as those in the Middle East and Asia,
indirect communication is often preferred, with a focus on politeness and avoiding
confrontation. However, in Western cultures and in English-language writing at the UN, a
more direct and concise writing style may be preferred. Multilingual writers who are used to
an indirect writing style may need to adjust their writing to be more direct and explicit in
order to better meet the expectations of their audience.

2. Organization and Structure: Different cultures have different expectations for the
organization and structure of written communication. For example, in Western cultures,
there is often a preference for a clear and linear organization, with a strong thesis statement
and clear topic sentences. In contrast, in some Asian cultures, there may be a more circular
or holistic approach to writing, with a gradual build-up to the main point. Multilingual writers
may need to adjust their writing structure to better meet the expectations of their audience.

3. Sentence Length and Complexity: Different languages and cultures have different
conventions for sentence length and complexity. For example, in some Romance
languages, such as Spanish or French, it is common to use longer sentences with complex
subordinations and multiple clauses. In contrast, in English-language writing at the UN,
shorter and simpler sentences are often preferred. Multilingual writers may need to adjust
their sentence structure to better meet the expectations of their audience.

4. Vocabulary and Terminology: Different languages and cultures also have different
conventions for vocabulary and terminology. Multilingual writers may need to be careful not
to use words that are specific to their own language or culture but that may not be familiar to
their audience. They may also need to adjust their use of technical or specialized
terminology to better match the expectations of their audience.

By understanding these differences in rhetorical conventions and adjusting their writing
accordingly, multilingual writers at the UN can better communicate their message to a diverse
and global audience.

Coherence and cohesion are two important aspects of effective writing. They are closely
related, but refer to different aspects of writing.
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Coherence refers to the overall clarity and logical flow of a piece of writing. A coherent text is
one in which the ideas are organized in a clear and logical way, with each sentence and
paragraph building on the one that came before it. A coherent text is easy to follow and
understand, because the reader can see how each idea relates to the ones that came before
and after it.

Cohesion, on the other hand, refers to the way in which the various parts of a text are linked
together. Cohesion is achieved through the use of cohesive devices, such as transitional words
and phrases, pronouns, and repetition of key words. Cohesion helps to make a text more
readable and coherent by ensuring that each sentence and paragraph is clearly connected to
the ones that come before and after it.

In other words, coherence is about the overall structure and organization of a text, while
cohesion is about the specific techniques used to link individual sentences and paragraphs
together.

To achieve coherence and cohesion in writing, it is important to:

Use topic sentences to clearly establish the main point of each paragraph.
Use logical organization to present ideas in a clear and easy-to-follow manner.
Use pronouns and repetition of key words to link ideas.

Use transitional words and phrases to show how each idea relates to the ones that came
before and after it.

Topic sentences are an essential tool for achieving coherence in any form of writing, including
UN documents. In essence, a topic sentence is the main idea or point of a paragraph, and it
helps to orient the reader and provide a clear sense of direction for the rest of the text. It is
usually positioned in the first or second sentence of a paragraph.

Here are a few strategies for using topic sentences effectively in UN writing:

Make sure each paragraph has a clear topic sentence that reflects the main idea or
argument of that paragraph. This will help to avoid confusion and ensure that the reader
can follow the logic of the document.

Use the topic sentence to connect each paragraph to the overall purpose of the
document. This will help to reinforce the coherence of the entire text.

Use topic sentences to signal transitions between ideas or sections of the document. For
example, a topic sentence that begins with "In contrast," or "On the other hand," can
help to signal that the paragraph is introducing a new idea or perspective.

Use topic sentences to guide the reader through complex or technical information. In UN
documents that deal with technical subjects, topic sentences can be particularly useful
for summarizing key points and guiding the reader through the information.
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Read the text below and notice how the use of topic sentences orients the reader to the
information in the paragraph.

The Sahel region of Africa, which spans across ten countries including Senegal, Mauritania, Mali,
Niger, Chad, Sudan, Eritrea, Ethiopia, Djibouti, and Somalia, has been experiencing the effects of
climate change at an alarming rate. The region is characterized by low rainfall, frequent droughts, and high
temperatures, making it particularly vulnerable to the impacts of climate change.

One of the most significant effects of climate change in the Sahel region is desertification. As
temperatures rise, the land becomes drier, and the already arid region becomes even more parched. This, in
turn, leads to soil degradation, making it increasingly difficult for farmers to cultivate crops. As a result, food
insecurity and malnutrition have become major concerns in the region. In addition, desertification has also led
to the displacement of communities and increased conflict over access to resources.

Another effect of climate change in the Sahel region is the increased frequency and intensity of
extreme weather events. This includes more frequent and severe droughts, floods, and storms, which can
cause significant damage to infrastructure, homes, and livelihoods. In particular, floods can be devastating, as
they can destroy crops and lead to the spread of water-borne diseases.

Climate change has also impacted the availability and quality of water resources in the Sahel region.
As rainfall becomes less predictable, water sources are becoming increasingly scarce. This has resulted in
more competition for water, and in some cases, has even led to conflict. In addition, the quality of available
water sources is declining, as droughts and soil degradation are leading to increased levels of contaminants
in the water.

To address these issues, the UN and its partners have implemented a range of initiatives aimed at
improving resilience and adaptive capacity in the Sahel region. These include measures to improve
water management, promote sustainable land management practices, and provide support for climate-
resilient agriculture. In addition, efforts are being made to increase access to renewable energy, which can
reduce reliance on fossil fuels and contribute to lower greenhouse gas emissions.

The effects of climate change in the Sahel region of Africa are significant and wide-ranging.
Desertification, extreme weather events, and declining water resources are threatening the livelihoods and
well-being of millions of people in the region. However, through collaborative efforts and innovative solutions,
progress is being made to improve resilience and adaptive capacity, and to mitigate the impacts of climate
change on the most vulnerable communities.

Patterns of organization are critical to the coherence and logic of a text. They help to structure
information in a way that makes it easier for the reader to understand and follow the ideas being
presented. By using a consistent pattern of organization, the writer can help the reader to see
how each piece of information is related to the others, and how the ideas are connected.

Different patterns of organization can be used depending on the type of information being
presented and the purpose of the text. For example, the cause-and-effect pattern is often used
to explain the relationship between events, while the problem-solution pattern is often used to
present a problem and then offer a solution.

Effective patterns of organization also help to guide the reader through the text, ensuring that
they understand the purpose and main ideas of the writing. This can be particularly important in
longer and more complex documents, such as reports, where the reader needs to be able to
quickly identify the key information. Here are some common patterns of organization used in
writing:
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1. Chronological: This pattern organizes information in order of time, from past to present or
present to future. It is often used for historical or biographical writing.

2. Spatial: This pattern organizes information based on physical location or spatial
arrangement. It is often used for travel writing or descriptions of physical objects.

3. Cause and effect: This pattern organizes information by discussing a cause and its
resulting effect or effects. It is often used in scientific writing or to explain the relationship
between two or more events.

4. Problem and solution: This pattern presents a problem and discusses one or more
solutions to that problem. It is often used in persuasive writing or in business writing.

5. Compare and contrast: This pattern presents two or more subjects and discusses their
similarities and differences. It is often used in academic writing or to explain the pros and
cons of different options.

6. Classification: This pattern organizes information by grouping it into categories based on
shared characteristics. It is often used in scientific or technical writing.

7. General to specific: This pattern starts with general information and gradually becomes
more specific. It is often used in academic writing or in writing that introduces a complex
topic.

8. Specific to general: This pattern starts with specific information and gradually becomes
more general. It is often used in persuasive writing or in writing that introduces a complex
topic.

9. Thesis and support: This pattern starts with a thesis statement, followed by supporting
evidence or examples. It is often used in academic writing or persuasive writing.

Chronological:

"Following the end of World War II, the United Nations was established on October 24, 1945,
with the signing of the UN Charter. In the years that followed, the UN grew in membership and
stature, with new Member States joining and the organization expanding its mandate to
encompass a range of important global issues. Today, the UN remains a critical force for
promoting peace, security, and sustainable development around the world."

Spatial:

"The United Nations has a global presence, with headquarters in New York City and offices and
agencies located in dozens of countries around the world. These include regional offices,
specialized agencies, and country offices, all working together to advance the UN's mission. In
addition to physical locations, the UN also operates in virtual space, with online platforms and
digital tools enabling communication and collaboration among staff, partners, and stakeholders."

Cause and effect:

"Climate change is having a significant impact on global food systems. Rising temperatures,
changing rainfall patterns, and more frequent extreme weather events are making it increasingly
difficult for farmers to grow crops and for communities to access nutritious food. In turn, food

A Handbook for Writers of the United Nations



insecurity and malnutrition are becoming major concerns in many parts of the world, with the
most vulnerable communities being the hardest hit."

Problem and solution:

"The COVID-19 pandemic has created numerous challenges for the international community,
including disruptions to global supply chains, reduced economic activity, and increased strain on
health systems. To address these challenges, the UN and its partners have developed a range
of solutions, including vaccine distribution programs, financial assistance for businesses and
individuals, and coordinated efforts to support health workers and improve the resilience of
health systems."

Compare and contrast:

"The UN has two main bodies, the General Assembly and the Security Council, each with
different functions and structures. While the General Assembly serves as a forum for Member
States to discuss and collaborate on a range of global issues, the Security Council has a more
specific mandate to maintain international peace and security. The Security Council is
composed of 15 Member States, five of which are permanent members with veto power, while
the General Assembly is made up of all 193 Member States of the UN."

General to specific:

The Universal Declaration of Human Rights, adopted by the United Nations General Assembly
in 1948, begins with a broad statement about the inherent dignity and rights of all human
beings. It then goes on to specify individual rights and freedoms, such as the right to life, liberty,
and security of person.

Specific to general:

In a report on the impact of climate change on agriculture, a UN research team might start by
describing the specific effects of rising temperatures and changing rainfall patterns on a
particular crop or region. They could then generalize these findings to make predictions about
the impact of climate change on global food security.

Thesis and support:

In a speech advocating for the implementation of the Sustainable Development Goals (SDGs),
a UN official might start with a thesis statement about the importance of achieving the SDGs for
a sustainable and equitable future. They could then provide supporting evidence or examples of
the benefits of implementing these goals, such as reducing poverty, promoting economic
growth, and mitigating climate change.

Keywords can contribute to cohesion by creating a common thread or theme that runs
throughout the text. When the same words or related words are used consistently throughout
the text, it helps to connect different ideas and sections and give the text a sense of unity. This
can make the text easier to follow and understand, as readers can more easily see the
relationships between different parts of the text.
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In the example text about the Sahel region of Africa, some of the keywords that contribute to
cohesion include "climate change," "desertification," "extreme weather events," "water
resources," "resilience," and "adaptive capacity." These keywords are used repeatedly
throughout the text, and they help to connect different ideas and sections. For example, the first
sentence of the paragraph establishes the overall theme of climate change in the Sahel region,
while subsequent sentences use keywords like "desertification," "extreme weather events," and
"water resources" to provide specific examples of how climate change is impacting the region.
The use of these keywords helps to create a sense of continuity and cohesiveness in the text.

Connectors are words or phrases that link ideas, sentences, and paragraphs in a text. They
help to create a logical flow and coherence by signaling the relationship between different parts
of the text. In the previous text, connectors play an important role in linking the different
paragraphs and ideas.

Some of the connectors used in the text include "as a result," "in addition," “however,” "also,"
and "to address these issues." These help to signal the relationship between ideas, such as
cause and effect, and to show how different parts of the text are connected.

Without connectors, a text can feel disjointed and difficult to follow. In the case of the text on the
Sahel region and climate change, connectors help to create a clear and cohesive narrative that
guides the reader through the different effects of climate change and the initiatives being taken

to address them.

Grammar Type and Discourse Function

Grammatical Type

Discourse Function

Example Connectors

Coordinating Conjunctions

Joining equally important or
independent ideas

And, but, or, so, yet, for, nor

Subordinating Conjunctions

Joining a dependent clause
to an independent clause

Although, because, if, since,
when, while, whereas, so
that, even though, despite the
fact that

Conjunctive Adverbs

Indicating logical
relationships between
independent clauses

Additionally, furthermore,
however, in fact, moreover,
on the other hand, similarly,

Prepositions

Showing relationships
between words or ideas

Above, below, during, for, on,
in

Transitional Phrases

Indicating a shift from one
idea to another

In conclusion, meanwhile, on
the other hand, subsequently,
therefore

Effective communication is a critical aspect of success in the United Nations, where clarity and
conciseness are of utmost importance. UN documents are often lengthy, technical, and filled
with jargon, which can make them difficult to understand for a diverse audience that includes
policymakers, technical experts, and the general public. Writing clearly and concisely is
essential to ensure that your message is understood by everyone who reads it.
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Clear writing has been the subject of several research studies, which have shown that using
plain language, active voice, and clear sentence structures can increase comprehension,
retention, reader satisfaction, and achievement. Studies have compared the impact of clear
writing against writing filled with technical jargon or convoluted language in various contexts,
such as medical device instructions, technical writing, patient education materials, teacher
feedback, and business writing. Research has shown that using clear language can have a
positive impact on employee attitudes, job satisfaction, credibility, applicant quality, and the
persuasiveness of the message. These findings suggest that clear writing is a valuable skill for
anyone looking to communicate ideas and information effectively.

In this chapter, we will provide 12 guidelines for writing clearly and concisely in the UN context.
These tips are designed to help you communicate your message effectively while minimizing
confusion and misunderstanding. They will help you to identify the key points of your message,
use plain language, and avoid jargon or overly complex language.

By following these tips, you will be able to create documents that are accessible to a diverse
audience, including non-native English speakers, and ensure that your message is
communicated effectively to all stakeholders. You will learn how to organize your ideas in a
logical and easy-to-follow structure, use active voice, and avoid unnecessary words and
phrases.

The importance of clear and concise writing cannot be overstated in the context of the UN. It is
an essential skill for anyone working in the UN, whether you are drafting a report, writing a
memo, or communicating with colleagues. By mastering the tips provided in this chapter, you
will be able to communicate your message effectively and make a positive impact in your work
in the UN.

Guideline 1: Use the "so what" test to ensure that each sentence contributes to the main
point

When writing, it's important to ensure that every sentence contributes to the main point or thesis
of the piece. One way to do this is to use the "so what" test. Essentially, this means asking
yourself, "so what?" after each sentence to determine whether it is necessary and relevant to
the overall message. Before finalizing a document, ask yourself if each sentence contributes
value to the main point of the document. If a sentence does not contribute to the main point,
consider revising or removing it.

Guidelines 2: Use short, simple words

Using short, common words can make your writing more accessible and easier to understand
for a wider audience. This is especially important in situations where the intended audience may
have varying levels of English proficiency.

Shorter words tend to be more familiar and easier to process than longer words, which can be
more challenging to comprehend. In addition, longer words may carry connotations or cultural
associations that could create confusion or misinterpretation. Therefore, using shorter words
can help avoid ambiguity and make the intended message clearer.
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Using short, simple words in clear writing is a best practice for effective communication. It can
make your writing more accessible, precise, and easy to understand, which can help ensure
that your message is received and acted upon by the intended audience.

Instead of saying "commencement," consider "start"

Instead of saying "ascertain," consider "find out"

Instead of saying "utilize," consider "use"

Instead of saying "acquire," consider "get"

Instead of saying "facilitate," consider "help" or "make easier"
Instead of saying "implement," consider "put into effect" or "carry out"
Instead of saying "initiate," consider "begin"

Instead of saying "optimize," consider "improve"

Instead of saying "subsequently," consider "later" or "afterward"
Instead of saying "therefore," consider "so" or "as a result"

Instead of saying "with regard to," consider "about" or "concerning"

Guideline 3: Avoid repetition

Avoiding unnecessary repetition by consolidating ideas can help you to achieve a more concise
style.

Example 1

Original: "The United Nations is a global organization with a presence in almost every country in
the world. The United Nations is made up of Member States from around the world who work
together to achieve peace, security, and human rights."

Revised: "The United Nations is a global organization made up of Member States from around
the world. The UN has a presence in almost every country and works to achieve peace,
security, and human rights."

In this example, the repetition of "The United Nations" in the first sentence is eliminated in the
revised version to make the sentence more concise.

Example 2

Original: "The report outlines the strategies that should be used to achieve the organization's
goals. The report states that these strategies are essential for the success of the organization."

Revised: "The report outlines the essential strategies for achieving the organization's goals."

In this example, the second sentence is eliminated in the revised version because it restates
what has already been said and is unnecessary.

Example 3

Original: "The project will involve a collaboration between the UN and various NGOs. The
collaboration between the UN and NGOs is an essential aspect of the project.”

Revised: "The project will involve a collaboration between the UN and various NGOs, an
essential aspect of its implementation."
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In this example, the repetition of "collaboration between the UN and NGOs" is eliminated in the
revised version by using "its implementation" to refer back to the project.

Example 4

Original: "The conference will feature several keynote speakers. The keynote speakers will be
experts in their respective fields."

Revised: "The conference will feature several keynote speakers who are experts in their
respective fields."

In this example, the repetition of "keynote speakers" is eliminated in the revised version by
combining the two sentences into one.

Example 5

Original: "The program is designed to assist students in developing the skills that they need to
succeed. The program is designed to help students gain the knowledge that they need to
succeed."

Revised: "The program is designed to assist students in developing the skills and gaining the
knowledge they need to succeed."

In this example, the repetition of "designed to" and "succeed" is eliminated in the revised
version by combining the two sentences into one and using "they" to refer back to "students."

Guideline 4: Reduce multi-word phrases

When possible, it is better to use a single word instead of a multi-word phrase. Here is a list of
common multi-word phrases and their more concise single-word substitutes. It's important to
note that while using concise one-word counterparts can make writing more clear and concise,
it's also important to ensure that the meaning of the original phrase is not lost or changed in the
process of simplification.

Due to -> Because

In order to -> To

At the present time -> Now
In the event that -> If

Prior to -> Before

In spite of the fact that -> Although
In the near future -> Soon
With regard to -> About

In the process of -> During
On a daily basis -> Daily

As a means of -> To

In the course of -> During

In connection with -> About
In the event of -> If

At the moment -> Now

As a result of -> Because of
In the absence of -> Without
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In the event -> If

In the neighborhood of -> About

With respect to -> About

In the interest of -> For

In the eventuality of -> If

In the majority of cases -> Usually

At the earliest possible time -> Soonest
By means of -> By

Guideline 5: Eliminate redundancy

Redundancy can occur when multiple words or phrases in a sentence convey the same
meaning. Eliminating redundancy can make writing more concise and easier to read. Here are
some examples of how to eliminate redundancy:

Example 1
Original: The new innovation is a major breakthrough in technology.
Revised: The innovation is a breakthrough in technology.

Explanation: The words "new" and "major" are both unnecessary and redundant in this
sentence, as the word "breakthrough" already conveys the idea of something new and
significant.

Example 2

Original: The proposal was met with opposition and resistance from the majority of the
committee members.

Revised: The proposal was met with opposition from the majority of the committee members.

Explanation: The words "opposition" and "resistance" are synonymous, and including both
creates redundancy.

Example 3

Original: The United Nations is committed to the promotion and advancement of human rights
for all individuals.

Revised: The United Nations is committed to promoting human rights for all individuals.

Explanation: "Promotion" and "advancement" have similar meanings and including both creates
redundancy.

Example 4

Original: The organization is dedicated to developing and implementing strategies to improve
and enhance sustainability practices.

Revised: The organization is dedicated to developing and implementing strategies to improve
sustainability practices.
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Explanation: The words "improve" and "enhance" convey the same idea, so including both is
redundant.

Example 5

Original: The report provided an analysis and examination of the data collected from the
surveys.

Revised: The report analyzed the data collected from the surveys.

Explanation: The words "analysis" and "examination" convey the same idea, so using only one
is sufficient and eliminates redundancy.

Guideline 6: Avoid unnecessary jargon or technical language

Avoiding unnecessary jargon or technical language can make your message more accessible
and easier to understand for a wider audience. Jargon and technical language can create
confusion and alienate readers who are not familiar with the terminology. This is particularly true
in fields such as medicine, law, information technology and finance, where technical language is
often used to describe complex concepts.

Using jargon and technical language can also make the writing appear elitist or exclusionary. It
can create a sense of hierarchy or superiority that can be off-putting to readers who do not
share the same level of expertise or knowledge. This can result in a lack of engagement or
interest in the message, which can ultimately undermine its effectiveness.

In addition, using jargon and technical language can lead to misinterpretation or
misunderstandings. Readers may interpret the language in different ways or assume a level of
knowledge that they do not possess, which can result in errors or confusion.

¢ Instead of using acronyms like "ECOSOC" without explanation, spell out the full name of
the organization the first time you use it and provide an explanation if needed.
Instead of saying "concomitant," consider "accompanying" or "related"

Instead of saying "synergy," consider "cooperation" or "collaboration"

Instead of saying "expedite," consider "speed up" or "accelerate"

Instead of saying "ameliorate," consider "improve" or "enhance"

Instead of saying "mitigate," consider "reduce" or "lessen”

Instead of saying "prevaricate," consider "evade" or "dodge"

Instead of saying "facilitate," consider "make easier" or "assist"

Instead of saying "innovative," consider "new" or "creative"

Instead of saying "comprehensive," consider "complete" or "thorough"

Instead of saying "disseminate," consider "spread" or "distribute"

Instead of using technical terms like "agroecology," provide a clear definition or
explanation.

Guideline 7: Avoid ambiguity

Ambiguity in writing can create confusion, misunderstandings, and even lead to unintended
consequences. In the context of the UN, where clear and effective communication is crucial, it is
essential to avoid ambiguity in all written documents. Here are some examples of how ambiguity
can be introduced into a sentence, along with revisions that clarify the meaning:
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Example 1
Ambiguous: "The resolution called for urgent action to address the crisis in the region."

Revised: "The resolution called for urgent action to provide humanitarian aid and increase
diplomatic efforts to resolve the conflict in the region."

This revision clarifies the meaning by specifying the type of action that is needed to address the
crisis.

Example 2

Ambiguous: "The report highlighted the importance of engaging civil society in the policymaking
process."

Revised: "The report highlighted the importance of engaging civil society in all stages of the
policymaking process, from development to implementation."

This revision clarifies the meaning by specifying that civil society should be involved in every
stage of the policymaking process.

Example 3
Ambiguous: "The committee recommended that the issue be further studied.”

Revised: "The committee recommended that the issue be further studied by an independent
panel of experts."

This revision clarifies the meaning by specifying who should conduct the further study of the
issue.

Example 4

Original sentence: The delegation expressed concern about the resolution's impact on human
rights.

Revised sentence: The delegation expressed concern that the resolution may have a negative
impact on human rights.

This revision clarifies that the delegation is worried about a negative impact, the message
becomes clearer and more effective.

Guideline 8: Use concrete language

Using concrete language is essential to clear and effective communication in the UN context.
Concrete language is specific and tangible, while abstract language can be vague and difficult
to understand. When writing for the UN, using concrete language can help to ensure that your
message is clear, precise, and easy to comprehend.

Here are five examples of how to use concrete language in UN writing:

Avoid using vague pronouns. Instead of writing "it" or "they," use specific nouns to identify the
subject. For example, instead of writing "It was noted that the situation was improving," write
"The report noted that the economic situation in the region was improving."
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o Use specific dates and times. Instead of writing "last week" or "recently," use specific
dates or time periods to convey the exact timeframe. For example, instead of writing "The
conference was held recently," write "The conference was held on September 15th."

o Use precise measurements. Instead of using vague terms such as "large" or "small," use
precise measurements to describe the quantity or size of something. For example, instead
of writing "a large number of people attended the event," write "Over 1,000 people attended
the event."

o Provide concrete examples. Instead of using abstract terms, use concrete examples to
illustrate your point. For example, instead of writing "The program will improve the lives of
people in the region," write "The program will provide clean water to over 50,000 people in
the region."

o Use specific location names. Instead of using vague terms such as "the area" or "the
region," use specific location names to identify the area you are referring to. For example,
instead of writing "The program will benefit people in the region," write "The program will
benefit people in the drought stricken regions of the Sahel region of Africa."

Original: The United Nations is currently working on a project aimed at improving living
conditions in a number of low-income communities across the world. The goal is to reduce
poverty and promote sustainable development in these areas. A range of activities is being
carried out, including the provision of basic services such as clean water and sanitation, as well
as the construction of new housing units. In addition, the project is focused on creating job
opportunities and supporting local economic growth.

Revised: The United Nations has initiated a project to improve the living conditions in 20 low-
income communities around the world, including areas in sub-Saharan Africa, South Asia, and
Latin America. The project's primary objective is to reduce poverty and promote sustainable
development in these communities by providing basic services such as access to clean water
and sanitation. The project also includes the construction of 100 new housing units to replace
substandard housing in the communities. To support local economic growth, the project is
focused on creating 500 new job opportunities in various sectors, including agriculture,
education, and healthcare. By implementing these concrete measures, the project aims to have
a positive impact on the lives of the communities and help them achieve long-term sustainable
development.

Changes:

e The revised paragraph specifies the number of communities and the regions where the
project is being implemented, making it more specific.

e The original paragraph is vague in its description of the project's activities, but the revised
paragraph provides specific examples of what is being done, such as the construction of
new housing units and the creation of job opportunities.

e The revised paragraph also includes specific numbers, such as the number of new housing
units and job opportunities, which make the project's impact more tangible.
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e The use of specific language helps to paint a clearer picture of what the project is all about,
and how it is working to achieve its goals.

By using concrete language in your writing, you can help ensure that your message is clear,
concise, and easily understood by your audience.

Guideline 9: Use active voice instead of passive voice

Using the active voice in writing is an important strategy for clear communication because it
makes the sentence more direct, clear, and engaging. In active voice sentences, the subject of
the sentence is the doer of the action, which makes it clear who or what is performing the
action.

Research has shown that using the active voice can have a significant impact on reader
comprehension and engagement. For example, a study published in the "Journal of Writing
Research" found that academic articles written in active voice were more likely to be cited by
other researchers than articles written in passive voice. Another study published in the "Journal
of Language and Social Psychology" found that using active voice in advertising copy increased
the persuasiveness of the message..

Overall, using active voice can improve the clarity and impact of your writing. It can make the
message more direct and engaging, which can help capture the reader's attention. Therefore, it
is a best practice to use active voice whenever possible in order to achieve clear and effective
communication.

Example 1
Passive voice: A proposal for a new program was put forward by the NGO.
Active voice: The NGO put forward a proposal for a new program.

Reasoning: In the active voice, the sentence is more direct and clearly attributes the proposal to
the NGO, making it clear who is responsible for the idea.

Example 2
Passive voice: A report on the humanitarian situation was prepared by the UN agency.
Active voice: The UN agency prepared a report on the humanitarian situation.

Reasoning: The active voice makes it clear that the UN agency is responsible for the report,
which is important in the context of establishing accountability and transparency.

Example 3
Passive voice: A statement on the peace negotiations was issued by the mediator.
Active voice: The mediator issued a statement on the peace negotiations.

Reasoning: The active voice makes it clear that the mediator is taking action and making
decisions, which is important in the context of establishing their role and authority.
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Example 4

Passive voice: The resolution on climate change was proposed by a group of Member States.

Active voice: A group of Member States proposed the resolution on climate change.

Reasoning: In the active voice, the sentence is more direct and clearly shows who did the action
in the sentence.

Example 5

Passive voice: A briefing on the security situation was given by the head of the peacekeeping
mission.

Active voice: The head of the peacekeeping mission gave a briefing on the security situation.

Reasoning: The active voice is more direct and clearly attributes the briefing to the head of the
peacekeeping mission, making it clear who is responsible for the information being conveyed.

Guideline 10: Use the Affirmative

Affirmative language is a writing style that emphasizes what should be done, rather than what
should not be done. This approach helps to clarify instructions and avoid misunderstandings, as
it provides a clear and concise direction on what action to take.

In the context of SOPs,, using affirmative language ensures that procedures are clearly
communicated, and that actions are carried out in a consistent and predictable manner. This is
especially important in the UN, where SOPs are used to establish standard procedures and
protocols for a wide range of activities, from security and logistics to human resources and
finance.

Using affirmative language also helps to reduce the risk of errors or omissions. When
instructions are framed in the negative, it can be easy for people to overlook or misunderstand
what needs to be done

Another advantage of using affirmative language is that it can help to create a more positive and
productive work environment. Affirmative language emphasizes what can be done, rather than
what cannot be done, which can be more motivating and empowering for employees. By
focusing on what can be accomplished, affirmative language encourages people to take
ownership of their work and contribute to the success of the organization.

Here are some examples of how to use affirmative language:

1.

Instead of saying "Do not forget to submit your report" say "Please remember to submit
your report."

Instead of saying "Do not leave the premises before locking all doors and windows," say
"Make sure to lock all doors and windows before leaving the premises."

Instead of saying "Do not forget to sign the form," say "Please remember to sign the
form."

Instead of saying "Do not bring personal belongings into the secure area," say "Leave all
personal belongings outside the secure area."
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5. Instead of saying "Do not use the emergency exit unless it is an emergency," say
"Please use the designated exit unless it is an emergency."

Guideline 11: Avoid long, complex sentences

e Use simpler sentence structures: Instead of writing long sentences with multiple clauses,
use simpler sentence structures that are easier to understand. For example:

Original: Despite the fact that the proposed policy presents several benefits, it is
important to consider the potential drawbacks that may arise as a result of its
implementation.

Revision: The proposed policy has benefits, but it may also have drawbacks.

e Break up longer sentences into shorter ones: If you have a long sentence, consider breaking
it up into two or more shorter sentences that are easier to read. For example:

Original: The report presents a detailed analysis of the situation in the region,
highlighting the major challenges faced by the population and outlining a range of
potential solutions to address these issues.

Revision: The report presents a detailed analysis of the situation in the region. It
highlights the major challenges faced by the population and outlines a range of potential
solutions to address these issues.

e Use bullet points or lists: Instead of writing long sentences or paragraphs, consider using
bullet points or lists to convey information. This can make your writing easier to read and
understand. For example:

Original: The key goals of the new initiative are to improve access to education,
promote gender equality, and enhance economic opportunities for marginalized
communities.

Revision: The key goals of the new initiative are:

e Improving access to education

e Promoting gender equality

e Enhancing economic opportunities for marginalized communities

e Remove unnecessary words: When writing, it can be easy to include unnecessary words or
phrases that make sentences longer and harder to understand. Removing these words can
help make your writing more concise and easier to read. For example:

Original: It is my opinion that the proposed changes to the project plan are not
necessary and would not improve the overall outcome.

Revision: The proposed changes to the project plan are unnecessary and would not
improve the outcome.
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Overall, using shorter, simpler sentences can make your writing more accessible and easier to
understand for a wider audience. By taking the time to revise and simplify your writing, you can
communicate your message more effectively and make a greater impact in the UN context.

Guideline 12: Avoid nominalization

Nominalization is the use of noun forms to express actions. Using nominalizations instead of
verbs is quite common in UN writing and it makes the writing less action-oriented and longer.
Many are nouns ending in -tion, -sion, -ment and -ity

o Original: The successful resolution of the conflict necessitates the cooperation of all
parties involved, as well as the identification and addressing of the root causes of the
conflict.

¢ Revised: Resolving the conflict requires cooperation among all parties and addressing
the root causes.

e Original: The provision of quality education to all children requires the involvement of
government and non-governmental organizations, the allocation of adequate resources,
and the development of a comprehensive framework.

e Revised: Providing quality education to all children requires government and non-
governmental organizations' involvement, adequate resource allocation, and
comprehensive framework development.

e Original: The development of effective public health policies requires the collaboration
of healthcare professionals, policymakers, and the public, as well as the identification of
key challenges and potential solutions.

¢ Revised: Developing effective public health policies requires collaboration among
healthcare professionals, policymakers, and the public, identifying key challenges and
potential solutions.

e Original: The successful prevention of future humanitarian crises necessitates the
establishment of early warning systems, the allocation of adequate resources, and the
coordination of international responses.

¢ Revised: Preventing future humanitarian crises requires establishing early warning
systems, adequate resource allocation, and coordinating international responses.

¢ Original: The promotion of sustainable economic growth requires the involvement of key
stakeholders, the implementation of sound economic policies, and the development of
innovative financing mechanisms.

¢ Revised: Promoting sustainable economic growth requires involving key stakeholders,
implementing sound economic policies, and developing innovative financing
mechanisms.
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Guideline 13: Use headings, subheadings and bulleted lists to organize information

Instead of writing a long paragraph with several topics, use headings and subheadings to break
up the information and make it easier to follow. Instead of writing a long paragraph detailing the
steps of a process, use a bulleted or numbered list to make it easier to follow.

Sustainable Development Goals Progress Report

¢ Overview of Sustainable Development Goals
Progress Made Towards SDG 1: No Poverty
Progress Made Towards SDG 2: Zero Hunger
Progress Made Towards SDG 3: Good Health and Well-being
Challenges to Achieving the Sustainable Development Goals
Conclusion and Recommendations

Conference Report

Welcome and Opening Remarks

Keynote Address

Panel Discussion 1: Challenges and Opportunities

Panel Discussion 2: Best Practices and Lessons Learned
Closing Remarks and Next Steps

Policy Brief

Introduction

Background and Context

Key Challenges and Opportunities
Policy Recommendations
Conclusion and Call to Action

Email on Meeting Agenda
Subject: Meeting Agenda - Sustainable Development Goals Task Force

Dear Team,

Our next meeting is scheduled for Friday, May 14th at 2pm in Conference Room A. The agenda
for the meeting is as follows:

Welcome and Introductions

Review of Progress on SDG 1: No Poverty
Discussion on SDG 2: Zero Hunger

Update on Outreach and Communications Strategy
Next Steps and Action Items

Please let me know if you have any questions or concerns.
Best regards,

[Your Name]
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Report on Climate Change Adaptation Strategies
e Overview of the Climate Change Challenge
e Adaptation Strategies for Coastal Communities
o Construction of Sea Walls
o Land Use Planning and Zoning
o Ecosystem Restoration
e Adaptation Strategies for Agricultural Systems
o Crop Diversification
o Water Management
o Soil Conservation
e Adaptation Strategies for Urban Areas
o Green Infrastructure
o Building Design and Retrofitting
o Heat Island Mitigation
e Conclusion and Call to Action

Diplomatic language is the formal and respectful communication used in international relations,
particularly in the context of the United Nations (UN). Diplomatic language plays a crucial role in
facilitating international dialogue and ensuring that diplomatic relations are maintained. It is
designed to be clear, concise, and respectful, with an emphasis on avoiding offense or
misunderstandings. In the UN context, diplomats use a diplomatic code of conduct, which
outlines the principles and rules of communication. This code is intended to promote civility and
professionalism, and to ensure that diplomatic communication is conducted in a way that
upholds the values of the UN.

Formal language is the norm in the UN, particularly in official documents and formal meetings.
For example, UN resolutions are written in a formal style, with specific sections and formatting
that reflect the organization's structure and procedures. In addition, diplomats use formal titles
and greetings when addressing one another, such as "Your Excellency" or "Mr./Ms.
Ambassador." Informal language is generally not appropriate in the UN context, as it can be
seen as disrespectful or inappropriate. For example, a diplomat would not use slang or
colloquial expressions in a formal meeting or document.

Characteristics of formal and informal language

Characteristic Formal Language Informal Language

Vocabulary Elevated and sophisticated,; Simple and casual; uses
uses technical terms and common, everyday language
jargon specific to the field

Tone Polite and respectful; avoids | Casual and relaxed; may use
emotional language humor

Grammar Follows rules of standard May use contractions and
grammar; avoids contractions | slang; may not follow all rules
and slang of standard grammar
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Length of sentences

Longer sentences with more
complex structures

Shorter sentences with
simpler structures

Use of pronouns

Avoids use of personal
pronouns such as "I" and
"you"; may use third-person
pronouns

Uses personal pronouns
frequently; may use second-
person pronouns

Use of greetings and
farewells

Uses formal titles and
greetings such as "Your
Excellency" or "Good
morning/evening"

Uses casual greetings and
farewells such as "Hi" or "See
ya later"

Context

Used in formal situations
such as official documents,

Used in informal situations
such as personal

speeches, and meetings

conversations or social media

Examples of formal and informal language

Formal Language

Informal Language

The United Nations The UN
The Secretary-General The SG
Mr./Ms. Ambassador Sir/Ma'am

| have received your communication

| got your message

According to the provisions of the convention

As the rules say

Pursuant to the decision of the Security
Council

As the Security Council decided

We respectfully request your attendance

Can you come?

It is my honor to meet you

Nice to meet you

In accordance with established practice

As usual

The aforementioned issue

That thing | mentioned earlier

We will take into consideration

We'll think about it

Enclosed please find

Here's

We wish to inform you that

Just letting you know

We ackowledge receipt of

We've received
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Indirect language is often used in the UN to convey messages in a more tactful and respectful
way. For example, instead of saying "we disagree with your proposal," a diplomat might say
"We have a different perspective on this issue and would like to explore other options." This
indirect language allows the diplomat to convey their position without being confrontational or
aggressive. In addition, indirect language is often used to express gratitude or appreciation,
such as "We would like to express our appreciation for the efforts of the Secretariat in this
matter."

Disagreeing with a proposal:
Direct Language: "l disagree with your proposal.”

Indirect Language: "l appreciate your proposal, but we have a different perspective on this issue
and would like to explore other options."

Function: expressing their disagreement in a more respectful and tactful way, which helps to
maintain a positive tone and prevent unnecessary conflict.

Declining an invitation:
Direct Language: "l cannot attend your event."

Indirect Language: "Unfortunately, | have a prior engagement on that day and will not be able to
attend."”

Function: declining the invitation in a polite and respectful way, which helps to maintain a
positive relationship with the person who extended the invitation.

Requesting a change in plans:
Direct Language: "We cannot attend the meeting at that time."

Indirect Language: "We appreciate the invitation to the meeting, but we were wondering if it
would be possible to reschedule for another time that would work better for us?"

Function: Requesting a change in plans in a way that is respectful and acknowledges the other
party's efforts to schedule the meeting, which helps to maintain goodwill and avoid unnecessary
conflict.

Giving negative feedback:
Direct Language: "I think that idea/proposal is bad/does not work."

Indirect Language: "l appreciate your proposal/idea, but | do have some concerns about its
feasibility/impact.”

Function: Giving negative feedback in a way that is respectful and constructive, which helps to
encourage further dialogue and cooperation.

Offering criticism or correction:
Direct Language: "Your document/proposal is incorrect/inaccurate."

Indirect Language: "l appreciate your efforts on this document/proposal, but | have noticed a
potential error/inaccuracy that we should address."
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Function: Offering criticism or correction in a way that is respectful and constructive, which helps
to maintain a positive relationship and encourage further dialogue and cooperation.

Diplomatic Phraseology

Diplomatic phraseology is commonly used in the UN to convey specific meanings or to soften
the impact of a statement. For example, the phrase "with all due respect" is often used to
introduce a statement that disagrees with another diplomat's position, while still maintaining a
respectful tone. The phrase "in our view" is often used to introduce a statement that expresses
the diplomat's opinion, while still allowing for other perspectives. Other examples of diplomatic
phraseology include "we take note of," "it is understood that," and "we wish to express our
concern regarding."

Expressing agreement:
e We fully concur with your position.
e Our delegation shares your view.
o We support your proposal.

Expressing disagreement:

With all due respect, we have a different perspective on this issue.

We appreciate your proposal, but we have concerns about its feasibility.
It is our understanding that there are different interpretations of this issue.
We wish to express our reservations regarding this proposal.

Introducing a statement:

We would like to draw your attention to...

We would like to emphasize that...

We would like to underscore the importance of...
We wish to highlight the following points...

Expressing appreciation or gratitude:

We would like to express our gratitude for...

We appreciate your efforts on this matter.

We acknowledge the important role played by...
We would like to thank you for your cooperation.

Indicating a change or modification:
e Itis our understanding that there has been a change in the situation.
¢ We are considering modifying our approach to this issue.
o We would like to suggest some changes to the proposal.
o We believe that a revised version of the document would better reflect our position.

Offering assistance or support:
o We stand ready to provide assistance in this matter.
e Our delegation is willing to support your initiative.
o We would be happy to offer our expertise on this issue.
o We are committed to working with you to address this challenge.
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Requesting information or clarification:
¢ We would appreciate if you could provide further details on this matter.
¢ We would like to request clarification on the following points.
e Could you provide us with more information regarding your proposal?
¢ We would be grateful if you could provide us with an update on the situation.

Expressing concern or objection:
¢ We wish to express our concern regarding the impact of this proposal on human rights.
e We object to the proposal on the grounds that it undermines our national interests.
e We are deeply concerned about the implications of this decision.
o We find it regrettable that this matter has not been addressed adequately.

Making a recommendation or suggestion:
e We would like to recommend that the following measures be taken.
e Itis our suggestion that further discussions be held to address this issue.
e We propose that a working group be established to examine this matter.
e We believe that a collaborative approach would be most effective in addressing this
challenge.

Expressing regret or apology:
e We regret any inconvenience caused by this matter.
e We would like to offer our apologies for any misunderstanding that may have arisen.
o We deeply regret any harm that may have resulted from our actions.
e We apologize for any errors or mistakes that may have occurred.

Objectivity and Neutrality

Objectivity and neutrality are key aspects of diplomatic language in the UN context. Diplomats
are expected to present their positions in a way that is based on facts and evidence, rather than
personal opinions or biases. For example, a diplomat might say "Based on our analysis of the
situation, we believe that this approach is the most effective way to address the issue," rather
than "we think that this approach is the best." In addition, diplomats are expected to use neutral
language that does not express emotional reactions. For example, a diplomat might say "There
are concerns regarding the impact of this proposal on human rights," rather than "This proposal
violates human rights."

Original:
"l believe that the UN should take immediate action to address this issue."
Revised:
"The UN acknowledges the need for prompt action to address this issue."

In the revised statement, the use of "acknowledges the need" instead of "believes" reflects a
more objective and neutral tone, as it does not express a personal opinion or bias.
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Original:

"l think that the current approach is ineffective and needs to be changed."

Revised:

"An analysis of the situation suggests that a change in approach may be necessary."

In the revised statement, the use of "an analysis of the situation" emphasizes the use of facts
and evidence to support the position, rather than personal opinions or biases. Additionally, the
use of "may be necessary" reflects a more objective and neutral tone, as it does not express a
definitive statement.

Original:

"l am convinced that this proposal is the only way to achieve our goals."
Revised:

"This proposal presents one potential way to achieve our goals."

In the revised statement, the use of "presents a potential way" reflects a more objective and
neutral tone, as it does not express a personal conviction or bias. The use of the word
"potential" also reflects the uncertainty that is often present in diplomatic negotiations and
agreements.

Original:
"l don't think that the current proposal is feasible given the current circumstances."
Revised:

"An assessment of the current circumstances suggests that there may be challenges in
implementing the current proposal.”

In the revised statement, the use of "an assessment of the current circumstances" reflects a
more objective and neutral tone, as it does not express a personal opinion or bias. Additionally,
the use of "there may be challenges" reflects a more nuanced and cautious approach,
acknowledging that there may be obstacles to implementing the proposal.
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Original:

"l strongly disagree with the position of the other delegation."

Revised:

"We have a different perspective on this matter and would like to explore other options."

In the revised statement, the use of "we have a different perspective" reflects a more indirect
and respectful tone, which is important in diplomatic negotiations. Additionally, the use of
"explore other options" reflects a more collaborative and constructive approach.

Original:
"l don't trust the motives of the other delegation."
Revised:

"We are interested in learning more about the position of the other delegation and the reasons
behind it."

In the revised statement, the use of "interested in learning more" reflects a more open and
curious tone, which can help to foster greater understanding and collaboration. Additionally, the
use of "the reasons behind it" reflects a more objective and neutral tone, as it does not express
a personal opinion or bias.

Original:

"l believe that our approach is the only way to address this issue."

Revised:

"Our delegation believes that our approach presents one potential way to address this issue."

In the revised statement, the use of "our delegation believes" reflects a more objective and
neutral tone, as it does not express a personal conviction or bias. Additionally, the use of
"presents a potential way" reflects a more cautious and collaborative approach, acknowledging
that there may be other options to consider.
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Original:
"l don't think that this report accurately reflects the situation on the ground."
Revised:

"An assessment of the situation suggests that there may be discrepancies between the report
and the ground reality."

In the revised statement, the use of "an assessment of the situation" reflects a more objective
and neutral tone, as it does not express a personal opinion or bias. Additionally, the use of
"there may be discrepancies" reflects a more nuanced and cautious approach, acknowledging
that there may be differences worthy of examining.

Original:
"l don't trust the intentions of the other team."
Revised:

"We are interested in understanding the perspective of the other team and the factors that
influenced their approach.”

In the revised statement, the use of "interested in understanding" reflects a more open and
curious tone, which can help to foster greater understanding and collaboration. Additionally, the
use of "the factors that influenced their approach" reflects a more objective and neutral tone, as
it does not express a personal opinion or bias.

Original:

"l believe that our team's approach is the best way to achieve our goals."
Revised:

"Our team's approach presents a potential way to achieve our goals."

In the revised statement, the use of "presents a potential way" reflects a more objective and
neutral tone, as it does not express a personal conviction or bias. Additionally, the use of "our
team's approach" emphasizes a collaborative and inclusive approach, rather than an individual
perspective.
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Inclusive writing

Inclusive writing is an important aspect of communication at the United Nations (UN). The UN is
a diverse and multicultural organization, with a wide range of stakeholders and audiences from
around the world. Inclusive writing ensures that all individuals and groups are treated with
respect and dignity, and that their identities and experiences are acknowledged and valued.

Inclusive writing is about using language that is free from bias and discrimination. It creates a
feeling where everyone feels seen, heard, and respected. This means using language that is
gender-neutral, culturally sensitive, and free from discriminatory language.

Gender Inclusive Writing

In today's rapidly evolving global landscape, the call for gender equality and inclusivity is
stronger than ever. As a key medium of communication, writing plays an essential role in
shaping perspectives, behaviors, and beliefs. Consequently, the way we use language can
either reinforce harmful gender biases or pave the way for greater inclusivity and understanding.

Gender-inclusive writing recognizes and addresses this responsibility. It seeks to eliminate or
reduce gender biases from our written expressions, ensuring every individual feels seen,
valued, and represented, regardless of their gender identity. By choosing words that are free
from gendered connotations and ensuring equal representation, we promote a more egalitarian
world where language is not a barrier but a bridge to understanding.

The importance of gender-inclusive writing extends beyond just being 'politically correct'. It is a
reflection of our commitment to a world where opportunities, rights, and respect aren't governed
by gender. In organizations, it fosters a more inclusive work culture. In media, it shapes
narratives that are more representative of society's diversity. In academia, it ensures that
knowledge is imparted without biases.

Guidelines for Gender-Inclusive Writing

1. Use Gender-Neutral Language: Avoid language that is male-specific when referring to roles
or professions that can be occupied by any gender.

Example: Instead of "fireman" or "policeman", use "firefighter" and "police officer".

2. Avoid Gendered Pronouns for Undefined Subijects: If the gender of a person being referred
to is unknown, utilize gender-neutral pronouns.

Example: Instead of "Each student should bring his books", use "Each student should bring their
books".

3. Use Plural Forms: Whenever possible, rewrite sentences to be in plural form, thus avoiding
the need for gendered pronouns.

Example: Instead of "A doctor should be kind to his patients", use "Doctors should be kind to
their patients".

4. Rephrase Sentences to Remove Gender: In cases where a gendered term is present, it
might be possible to rephrase the sentence to be more inclusive.

Example: Instead of "Man-made", use "Atrtificial" or "Synthetic".
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5. Avoid Stereotypes and Assumptions: Ensure that writing doesn't perpetuate traditional
gender roles or make assumptions based on gender.

Example: Avoid sentences like "Nurses and their male colleagues, the doctors". This implies
that only men can be doctors and only women can be nurses.

6. Alternate Gender References: If gendered language is necessary, ensure there is an
equitable representation of different genders.

Example: In a document, if you're using examples and you refer to a "she" in one instance,
ensure you also use "he" in another relevant instance to balance representation..

Non-Inclusive Gender Terms vs. Gender-Inclusive terms

Non-Inclusive Term Inclusive Term
Manpower Workforce
Chairman Chair or Chairperson
Policeman Police Officer
Congressman Representative
Businessman Business person or Business Leader
Mankind Humanity or Humankind
Maiden name Family name
Housewife Homemaker or Stay-at-home parent
Elderly Older adults or seniors
Retarded Person with intellectual disability
Victim Survivor
Stewardess Flight attendant
Waitress Server
Salesman Salesperson
Spokesman Spokesperson
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Disability Inclusive Writing

Inclusive writing also means using language that is free from discriminatory language based on
race, ethnicity, religion, disability, and other factors. This means avoiding language that
perpetuates stereotypes or prejudices against specific groups. For example, the following
original text uses language that could be seen as discriminatory:

Original: The UN will work to improve conditions for disabled people.
Revised: The UN will work to improve conditions for people with disabilities.

In this example, the original text uses the term "disabled people," which implies that their
disability is the defining characteristic of their identity. The revised text uses the term "people
with disabilities" instead, which is a person-first language that emphasizes their humanity before
their disability.

Inclusive writing is an ongoing process that requires awareness, sensitivity, and openness to
different perspectives and experiences. By using inclusive language, the UN can create a more
welcoming and respectful environment for all individuals and groups, and build a culture of
inclusion and diversity.

The United Nations office at Geneva underscores the importance of using disability-inclusive
language to promote understanding, dignity, and respect. Here's a brief overview of their
primary principles:

1. Use Person-First Language: Always prioritize the individual over their disability. For
instance, instead of saying "disabled person," opt for "person with a disability." This
approach emphasizes the person's humanity, ensuring they aren't defined solely by their
disability.

2. Avoid Labels and Stereotypes: Refrain from pigeonholing individuals with disabilities into
narrow categories or preconceptions. Instead of using phrases like "the blind," choose
descriptors like "people with visual impairments."”

3. Do Not Use Condescending Euphemisms: Terms such as "differently-abled" or "special
needs" might seem positive, but can come across as patronizing. It's pivotal to use
straightforward language that doesn't attempt to downplay or sugarcoat the disability.

4. Do Not Present Disability as an lliness or Problem: Disability is a part of an individual's
identity, not a disease to be cured or a challenge to be overcome. Avoid expressions that
imply pity or tragedy, like "suffers from" or "afflicted with."

5. Use Proper Language in Informal and Oral Speech: Everyday conversations often
perpetuate harmful stereotypes, even unintentionally. Just as with written communication,
spoken language should be respectful and considerate, ensuring terms like "crippled" or
"handicapped" are avoided.

By following these guidelines, we can foster a more inclusive environment, allowing every
individual to be acknowledged and respected for who they are, beyond their disabilities.
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Chapter 4: Checklists for UN Text Types

Email

Purpose

¢ to share information, such as reports, updates, and data, among staff members and
external stakeholders.

¢ To coordinate meetings, events, and other activities among UN staff members and
external stakeholders.

e To delegate tasks, assign responsibilities, and track progress on various projects.

e To serve as a form of documentation, providing a record of conversations and decisions
made over time.

Audience

e Staff members across different offices and departments. This includes communication
between supervisors and subordinates, as well as between colleagues working on the
same or different projects.

e External stakeholders, such as partner organizations, Member States, and other entities
with which the UN collaborates.

Content and Language

Identify the purpose and objectives of the email before writing it.

Identify the intended audience for the email and tailor the language and tone accordingly

Provide a clear and concise subject line that accurately reflects the content of the email.

Organize the email into sections or paragraphs, using headings or bullet points if

necessary.

e Provide context and background information to help the recipient understand the
purpose and context of the email.

e Change the subject line if the topic has changed — even if you are using the ‘reply’
function.

e Begin your e-mail with a salutation. The most common salutation is “Dear” plus the
colleague’s given name. Note that customs differ depending on the office and the nature
of the relationship. Refer to your instructor and peers for best practices.

¢ Close your e-mail with a salutation. The most common closing salutation is “best
regards” followed by the sender’'s name

e Signposts (e.g., see below, as referenced in the previous email, see attached) to help
the reader reference information. Ensure references lead to the information.

¢ Include relevant details such as dates, times, locations, and other important information

that the recipient needs to know.

Be specific and precise in your language, avoiding ambiguity or vagueness.

Use positive and constructive language, avoiding negative or accusatory statements.

Use an active voice to make your writing more direct and engaging.

Avoid using excessively formal language that may be difficult for the recipient to

understand.

¢ Avoid using emoticons or abbreviations that may be inappropriate or unprofessional.
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Ensure that your writing is culturally sensitive and inclusive.

Use a tone that is appropriate to the situation and the relationship with the recipient.
Use appropriate titles and formal language when addressing recipients.

Consider the cultural and linguistic diversity of the audience.

Avoid using jargon or technical language that may be unfamiliar to the audience.

Be respectful and considerate of the audience's perspectives and needs.

Use a professional and respectful tone.

Use formal language, but avoid being overly stilted or pedantic.

Be polite and courteous in your language and tone.

Proofread before sending.

Include your “signature.” A “signature block” in e-mail refers to the automatic title and
contact information found at the bottom of an e-mail you send or receive. Use the DOS
Signature template available on iSeek.

Don'ts:

Use overly long or complex sentences.

Use excessive exclamation points or emoticons.

Use all caps or excessive bold/italic formatting.

Be disrespectful or dismissive of the audience or their perspectives.
Use overly familiar or informal language.

Use slang, colloquialisms, or regional expressions.
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Broadcasts Emails

Purpose

e To disseminate information to a large audience quickly and efficiently.
e To provide updates, news, or important announcements.

Audience

o Varies depending on the nature of the email.
e Usually intended for a large or diverse audience, including staff, stakeholders, partners,
and/or the general public.

Content and Language

¢ |dentify the purpose of the broadcast email and tailor the content and language
accordingly.

¢ Include a clear and specific subject line that reflects the main message of the email.

o Consider the audience's needs and interests, and provide relevant and timely
information.

e Use a clear and concise writing style, and break up long paragraphs into shorter ones for
readability.

e Use active voice and strong verbs to convey a sense of urgency and action.

¢ Include specific calls to action, such as "register now" or "donate today," to encourage
audience engagement.

¢ When appropriate, use a conversational tone that is friendly and approachable, while still
maintaining a professional and respectful demeanor.

e Use formatting tools, such as bullet points or numbered lists, to help organize
information and improve readability.

¢ Include relevant visuals, such as photos or videos, to enhance the message and capture
the audience's attention.

e Avoid using technical jargon or complex language that may be difficult for the audience
to understand.

¢ Avoid using overly promotional or sales-oriented language, as this can turn off the
audience and reduce engagement.

e Avoid using clichés or tired phrases, as these can come across as insincere or

unoriginal.
o Proofread before sending to ensure that the message is free from grammatical errors or
typos.
DON’TS:

e Don't overload the email with too much information, as this can be overwhelming and
cause the audience to tune out.
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Don't use all caps or excessive exclamation points, as this can come across as shouting
or unprofessional.

Don't use misleading or clickbait subject lines, as this can damage credibility and trust
with the audience.

Don't send the email to irrelevant or inappropriate recipients, as this can lead to
confusion or complaints.

Don't use the email to promote personal or political agendas, as this can damage the
reputation and neutrality of the organization.
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Memos
Purpose

e To provide updates on ongoing projects or initiatives

¢ To make requests for information or resources

e To make proposals

e To provide guidance or instructions to staff

e To report on the results of a meeting or conference

Audiences

e Other staff members within the same department or unit
e Senior officials or managers within the same division or department
e Staff members or officials in other departments or divisions

Content and Language

e Address the memo to the appropriate recipient(s) and ensure they are the ones who

need to receive the information.

Concisely and precisely state the subject matter in bold on the subject line.

State the purpose of the memo in the first paragraph.

Address the topic and purpose in the subject line and first paragraphs.

Address requests at the end of the memo.

Keep memos to one topic

Relate content to relevant mandates, initiatives, resolutions, and reports. Relate content

to larger strategic objectives of the department, office, division, or service.

Use a formal and professional writing style.

Use active voice and avoid using passive voice.

Use short and simple sentences to make the memo easy to read and understand.

Use headings, bullet points, and numbered lists to organize the content and make it

more accessible.

Use language and terminology that the recipient(s) will understand.

e Consider the recipient(s)' level of expertise and tailor the language and tone of the
memo accordingly.

e Take into account the recipient(s)' cultural background and avoid using language or
examples that may be offensive or inappropriate.

¢ Always consult the relevant office(s), other UN entities (e.g., DPPA, UNDP, OCHA,
OHCHR, OLA), and the relevant peacekeeping operation(s) on the content of the memo,
as appropriate.

DON’'TS

e Don’t underline the subject.

e Don'tfill in the reference line.

¢ Don'tinclude any opening or closing salutations (e.g., “Many thanks”).

e Don’t use honorific titles for UN civilian officials (e.g., “Ambassador” or “Dr.”).
The title “Dr.” should only be used for a UN official who is a medical doctor.
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When drafting a memo to another UN entity, don’t copy (“cc:”) the memo to internal
officials. The Administrative Assistant of the person signing the memo will instead
ensure that the relevant internal officials receive a photocopy of the signed memo.

Do not use individual memos to communicate the same information to multiple
recipients; instead communicate in one memo using a distribution list, as indicated in the
memo template.

Do not use a memo when communicating with EOSG or with DOS senior leadership;
use a note instead.
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Letters (Informal)

Purpose

To provide information

To make a request or inquiry

To express gratitude or appreciation
To provide feedback or comments
To invite or confirm attendance

To communicate decisions or actions

Audience

e External stakeholders (organizations outside of the Secretariat)
e Government official below the rank of Ambassador

Content and Language

e Use a clear and concise writing style.

e Address the recipient(s) formally (Dear Mrs/Mr/Madame/Sir).

e Use headings or bullet points to break up large sections of text.

e Use plain language and avoid jargon or technical terms unless necessary.

e Be specific and provide relevant details or examples.

e Use active voice and avoid passive voice.

e Use proper grammar, punctuation, and spelling.

e Use a friendly and courteous tone, while still maintaining professionalism.

o |If applicable, provide references or additional resources

¢ Include any necessary attachments or enclosures

o Express gratitude or appreciation where appropriate, to build goodwill

e Check for any cultural or linguistic differences that may affect the message
DON'TS

e Use a first name to address the recipient

e Use offensive or derogatory language

¢ Make assumptions or generalize about the recipient(s)

e Use overly complex language or technical terms unless necessary

¢ Include irrelevant or unnecessary information

e Use a dismissive or condescending tone

e Use all caps or excessive bolding, underlining, or italics

e Use non-professional language or symbols.
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Letters (Formal)
Purpose

e To state official policies by/of the Secretary-General

e To inform on actions taken or contemplated by the Secretary-General in connection with
decisions or recommendations of organs of the United Nations

o To acknowledge the credentials or appointment of permanent representatives

Audience

Heads of State or Government

Ministers for foreign affairs

Permanent representatives of Member States
Observers of non-Member States

Content and Language

Use formal diplomatic phraseology

The proper salutation for a formal letter is “Sir” or “Madam” followed by a

comma. In addressing a person with ambassadorial rank, the form “Excellency” may be
used.

The first sentence of the text should include the expression “I have the honour

to ...” except in the case of formal letters from under-secretaries-general or assistant
secretaries-general to permanent representatives. These begin with “I am directed by
the Secretary-General to ...” or “On behalf of the Secretary-General, | have the
honour to ...”.

Use the expression “I have the honour ...” in general only in the opening sentence.
Succeeding paragraphs normally begin without this expression.

Express gratitude or appreciation where appropriate, to build goodwill

e Check for any cultural or linguistic differences that may affect the message

o Close the letter with “Please accept, Excellency (Sir, Madam), the assurances of my
highest consideration”.

DON'TS
e Don't use informal language or slang
¢ Don't use offensive or derogatory language
¢ Don't make assumptions or generalize about the recipient(s)
e Don't use overly complex language or technical terms unless necessary
¢ Don'tinclude irrelevant or unnecessary information
e Don't use a dismissive or condescending tone
o Don't address the recipient(s) informally or use their first name unless specifically

instructed to do so

Don't omit any necessary titles or honorifics when addressing the recipient(s)

o Don't use contractions or abbreviations unless they are commonly used and understood
in the context of the letter

e Don't use slang, colloquialisms, or regional expressions
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Don't include personal opinions or assumptions; keep the language objective and factual
Don't use emotional or biased language

Don't forget to proofread the letter before sending it to avoid errors or typos that could
undermine the formality and professionalism of the letter.
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Note Verbale

Purpose

To request information or action from the recipient

To provide information or updates on a specific matter

To express an opinion or concern on a particular issue

To transmit a formal communication from one party to another
To request a meeting or appointment with the recipient

Audience

Heads of State or Government;

Ministers for foreign affairs;

Permanent representatives of Member States;
Observers of non-Member States

Content and Language

e Use the third person to refer to the issuing party (e.g., "The Secretariat wishes to
convey" instead of "We wish to convey").

e Begin the note verbale with a formal greeting and a clear indication of the subject matter
(e.g., "The Permanent Mission of XYZ presents its compliments to the Embassy of ABC
and has the honor to refer to the matter of ...").

e End the note verbale with a formal closing that indicates the level of respect and
appreciation for the recipient (e.g., "The Permanent Mission of XYZ avails itself of this
opportunity to renew to the Embassy of ABC the assurances of its highest
consideration").

e Use formal language and diplomatic phrasing to convey respect and professionalism, as
well as to maintain objectivity and neutrality.

e Use short and clear sentences, and avoid complex phrasing or jargon that could be
difficult for non-native speakers to understand.

e Use headings or numbered paragraphs to organize the content of the note verbale and
make it easier to follow.

DON'TS

Don't use slang, colloquial expressions, or abbreviations in the note verbale.

Don't express personal opinions or biases that could be seen as subjective or emotional.
Don't make demands or use confrontational language

Don't include irrelevant or extraneous information that could distract the recipient

Don't forget to proofread the note verbale carefully before sending, to ensure that it is
free of errors and typos that could detract from its professional and formal tone.
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Notes to Senior Officials

Purpose

e To provide the Secretary-General or the Under-Secretary-General with timely
information and political analysis regarding immediate political matters across the globe;

e To provide the Secretary-General or the Under-Secretary-General with political analysis
in response to a significant change in a given situation and/or a UN system-wide
assessment or planning process underway;

e To propose policy options for UN engagement that lead to a desired impact/change;

e To propose immediate actions for the Secretary-General or the Under-Secretary-
General that would not require executive decision making.

Audience
e Senior UN Officials

Content and Language
As a general rule, structure notes that provide updates as follows:

e Subject/purpose of the note (in the first paragraph);

e Presentation of the issue/current situation (succinct overview of the immediate situation
and note key developments including background/context);

¢ Recommendation(s), i.e., propose actions for the SG or USG to address the situation;
please note that recommendations may not be necessary when providing frequent
updates.

As a general rule, structure notes that propose options as follows:

e Subject/purpose of the note (in the first paragraph);

e Context and problem statement, i.e., an overview of the situation, including the problem
statement and issue(s) to be addressed for desired outcomes to be achieved

¢ Current engagement of the UN and other relevant actors; assess the role of the UN
(DPA in particular), and if relevant, other actors in the given context; state what role the
UN (DPA in particular) can play to influence the desired outcome/change.

o Likely scenarios (analyse the likely scenario(s), and the possible roles for the UN)

¢ Options and recommendation(s), i.e., articulate the UN strategic options for the likely
scenario(s), examining pros and cons, and recommend a suggested course of action,
where possible. Options can address both strategic issues and short-term actions

¢ Include sex-disaggregated data and gendered-analysis (e.g., how does the conflict
differently impact and change the roles of men and women, boys and girls?). Consider,
when appropriate, whether:
o The views, options and recommendations are likely to discriminate negatively

against women/girls as compared to men/boys;
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o Opportunities exist for empowering women and enhancing their contribution to
implementing the mission’s mandate;

o Requests for action reflect the specific priorities of women/girls in the host country;

o The advice of gender experts (e.g., on elections, gender-based violence, police
reform, etc.) is needed to develop the content of the note.

e Ensure recommendations are clear, feasible, thought-through and specific (“call
President X on X date to convey...” instead of vague statements like “engage regional
leaders”. When ending a note, be clear as to the nature of the action(s) required, by
whom and by when.

o Keep it short and direct. Convey information concisely; senior officials have little time on
their hands.

o Ifitis the first note on a particular issue, provide a short summary of the issue. For
subsequent notes, always make reference, at the beginning of the note, to past notes
submitted.

o Estimate the level of familiarity that the audience will have on the issue and adjust the
level of detail accordingly

¢ Be honest about what may not be known; for example, if an issue/position is unclear.

e When appropriate, describe the level of consultation undertaken with UN and external
partners to ensure a coherent and complementary approach. Consultations with
humanitarian and human rights entities, as well as with the Resident Coordinator in non-
mission settings, should be considered as a priority.

e If possible, include recommendation(s) to address immediate concerns, as well as
recommendation(s) that are more forward-looking.

o If appropriate, link to deliberations of the Executive Committee; if none are foreseen
consider whether the issue should be added to the agenda of the Executive Committee.

e Describe the role and engagement of the UN in the given context.

e Ensure facts are current and relevant. Use multiple and diverse sources of information.
When covering fast moving environments, make sure that updates to a note are
communicated.

e Ensure recommendations align with the “problem” described in the note.

DON’TS

= Don’t restate or quote extensively from attachments or available media.

= When suggesting actions, do not simply state a compilation of activities. Instead, propose
strategies for engagement that could include activities.

= Don’t simply restate information that is available on international media.

= Don’t provide analysis that may be deceptive or anodyne.
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Code Cables

Purpose

Audience

Code cables should be considered communications on matters having a significant impact
on the entities. Use a code cable for the following purposes (or a combination thereof):

O
O

O 0O O O O O

To provide or request operational, political or strategic updates

To provide an overview and analysis of events, incidents or developments having a
significant political, security or operational impact

To request strategic-level guidance on operational, political, policy matters

To transmit correspondence and documentation

Where applicable, to recommend action(s)

To provide a synthesis on progress and challenges

To revisit salient activities requiring follow-up action

To inform or to report on relevant meetings with key parties or other relevant
stakeholders

Use a code cable for formal, senior-level communications between the UN Secretariat’s
Headquarters and other entities.

Content and Language

State the purpose of the code cable in the first paragraph.

The first paragraph should introduce the subject of the code cable in a short and concise
manner. As a general rule, it is good to keep to one idea per paragraph and not to exceed 2
or 3 sentences per paragraph. The code cable should not exceed 4 pages.

Adjust the level of specificity/detail in the code cable depending on the purpose.

Outline in the summary the key issue(s) addressed in the code cable and any action(s)
required.

As a general rule, when providing guidance, describe the strategic picture and include
forward-looking recommendations.

Regular (e.g., weekly) political updates are expected that include not only a description of
the positions or a chronicle of events, but also analysis and commentary.

Highlight relevance of the event or development to the mission mandate.

Take into account gender issues, as relevant for the context, by considering:

a.

b.

Does this include inputs from the team’s gender focal point, the relevant mission’s
gender adviser, and/or the Gender, Peace and Security Unit?

Does it address key WPS priorities for this particular focus area in line with the
mission mandate (i.e., targeted measures to fast-track women's participation in
electoral/ peace/ political/diplomatic processes; measures to prevent and address
CRSV and SGBYV; efforts to engage with and address priorities of women human
rights defenders, women peacebuilders, and women civil society groups, etc.)?

If data is included, is it disaggregated by sex and other relevant criteria (e.g., age,
ethnicity, etc.)? Is gender-sensitive language used (chairperson, not chairman;
spokesperson, not spokesman; to operate/to staff, not to man)?
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d. If the code cable requests inputs for a Secretary-General’s report, ensure it requests
both a dedicated section on gender and/or women, peace and security, as well as
gender being mainstreamed throughout all sections of the report and that all data
requested is disaggregated by sex (and other relevant criteria e.g., age, ethnicity,
etc.).

¢ When requesting information and action, be clear as to what information/action is required,
to whom it should be sent at Headquarters, by when and how (code cable, e-mail, etc.).

e Check the accuracy of the information (dates, locations, facts) included. If all the dates in
the code cable refer to the current calendar year, the year only needs to be mentioned once.
If more than one calendar year is referenced, then include the year each time a date is
mentioned.

e Be concise and to the point.

e Use “we” (first person plural) almost always (e.g., “We understand that...”).

MIM

e Use “I” (first person singular) only when you are referring to a personal initiative or event
(e.g., “I briefed the Council on ...").

e Use a formal and respectful tone in a code cable since it is a formal means of
communicating between HQ and the field.

e Whenever possible, balance negative comments with positive ones or offer new courses
of action.

e Refer to previous code cables by their numbers and dates and a short, one sentence
description of their content. However, don’t restate or quote extensively the content of
previous code cables.

e When organizations have long names, acronyms can be used after first mention. In
these cases, the first usage should be followed by the acronym in parenthesis. Avoid

using “s” with acronyms, missions and country names wherever possible (e.g., “support
of the Government of Mali” instead of “the Government of Mali's support”).

DON'TS

e Don't use a code cable for routine, non-sensitive administrative matters that can be sent
through different channels (e.g., e-mail or fax).

e Don't use a code cable for routine, non-sensitive working-level interactions (e.g., to share
information on routine meetings and events or to consult on draft, working-level
documents). These should be transmitted by other means, such as e-mail.

e Don't send a code cable with no substantive content or clear purpose/message, for
example, simply restating information received or thanking for information received without
adding any substantive content.
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Notes to File

Purpose

e To document a decision, action or event for future reference or legal purposes.
e To provide a record of a conversation, meeting or communication.

Audience

o Primarily for personal use, but may be shared with authorized individuals or
departments.

Content and Language

e Use active voice whenever possible, as it makes the note more clear and concise.

¢ Avoid using contractions, as they can appear informal and unprofessional.

e Use standard abbreviations and acronyms, but provide a key if necessary.

e Use consistent terminology throughout the note, especially for technical terms.

e Use clear and descriptive subject lines or titles for the note to facilitate easy retrieval and
reference.

e Use appropriate formatting, such as numbered lists, bullet points, or tables, to present
information in a clear and organized manner.

e Use appropriate tone and language that is respectful and professional, avoiding slang or
informal language.

e Ensure that the language is familiar and relevant to the stakeholders involved.

¢ Include relevant dates, times, locations and names of individuals involved.

e Use objective and factual language, avoiding personal opinions or assumptions.

¢ Organize the note in a logical and coherent manner, using headings or bullet points if
necessary.

o Keep the note brief and to the point, focusing on the key information that needs to be
documented.

e Use proper grammar, spelling and punctuation.

¢ Be mindful of confidentiality and privacy concerns; ensure that sensitive information is
appropriately redacted.

DON'TS

¢ Do notinclude irrelevant or unnecessary information.

o Don't use overly complex or convoluted sentences, as they can be difficult to
understand.

e Do not include personal opinions or assumptions.

e Do not use emotional or biased language.

¢ Do not disclose sensitive or confidential information without proper authorization.

¢ Do not delay in writing the note, as it may affect the accuracy and completeness of the
information documented.
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Concept Notes

Purpose

e To present a brief overview of a proposed project or program

e To seek funding or support for a project or program

e To generate interest and initiate discussion around a project or program

¢ To outline the objectives, activities, and expected outcomes of a project or program

Audience

e Donors or funding organizations

Senior officials or decision-makers within an organization or government
Partners or stakeholders involved in a project or program

General public or wider audience

Content and Language

o Keep the note concise and focused on the key points.

e Use clear and straightforward language to convey the purpose, objectives, and expected
outcomes of the project or program.

e Avoid using technical jargon or complex terminology that may be difficult for non-experts
to understand.

e Use active voice and strong verbs to convey a sense of urgency and importance.

e Provide relevant data and statistics to support the proposed project or program.

e Use bullet points or lists to break up the text and make it easier to read and understand.

¢ Include a clear and compelling title that summarizes the project or program.

e Use headings and subheadings to organize the content and make it easier to follow.

e Proofread the note carefully for errors in grammar, spelling, and punctuation.

DON'TS

¢ Don'tinclude unnecessary information that detracts from the main purpose of the note.

¢ Don't use overly technical language or jargon that may be difficult for non-experts to
understand.

e Don't make unsupported claims or promises that cannot be delivered.

¢ Don't use passive voice or weak verbs that diminish the sense of urgency and
importance.

e Don't ignore the target audience and their interests or concerns.
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Background Note

Purpose

e Provide context and background information on a specific topic or issue
o Brief stakeholders on the current state of affairs or recent developments

Audience

o Senior officials or decision-makers within the organization
e Stakeholders who require a deeper understanding of the issue or topic

Content and Language

e Use clear and concise language to explain complex topics or issues

e Provide relevant statistics, data, and historical background to support your points

¢ Avoid technical jargon or acronyms that may be unfamiliar to the audience

e Provide clear citations and references to sources used to ensure transparency and
accuracy

e Use neutral and objective language to present information in an unbiased manner

e Consider including visual aids such as graphs or charts to illustrate key points

e Use headings and bullet points to organize information and make it easy to digest

DON'TS:

e Don'tinclude personal opinions or biases

¢ Don'tinclude unnecessary or irrelevant information

¢ Don't use language that may be offensive or discriminatory
¢ Don't plagiarize or use unverified sources of information.
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Talking Points

Purpose

e To prepare for a speech, presentation, or meeting
¢ To organize key points and ensure they are effectively communicated
e To provide a clear and concise message

Audience

¢ UN officials, representatives, and staff members who will be speaking publicly on a
specific topic or issue.

¢ Members of the media who may be covering an event or issue.

e Partner organizations or stakeholders who may be attending a meeting or conference.

Content and Language

e Use short, simple sentences and avoid technical jargon

e Stick to the main points and avoid going off-topic

e Use active voice to keep the points clear and direct

e Use strong and positive language to emphasize key messages

e Consider the tone and style appropriate for the audience

e Use clear headings and subheadings to organize the talking points
¢ Include relevant data and statistics to support the key messages

¢ Avoid making unfounded statements or misrepresenting facts

DON'TS

e Do not overload the talking points with too much information

¢ Do not use complex language or technical terms that the audience may not understand
¢ Do not use passive voice as it can be unclear and ambiguous

e Do not use negative language as it can distract from the key messages

¢ Do not use long paragraphs, bullet points or lists without headings and subheadings
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Opening Remarks

Purpose

¢ Introduce the event, speaker, or topic at hand

e Set the tone for the event or discussion

o Express gratitude, appreciation, or recognition

o Establish the relevance or importance of the topic

e Provide a personal perspective or connection to the topic

Audience

o Event participants, including distinguished guests, speakers, and attendees
o Representatives of partner organizations, Member States, or UN agencies
e The media and general public

Content and Language

¢ Begin with a greeting and introduction

e Provide context and background information

e Highlight key themes or issues

e Use anecdotes or examples to illustrate points

e Express enthusiasm, optimism, or urgency as appropriate
e Conclude with a call to action or invitation for discussion

e Be concise and avoid excessive detail or jargon

e Use clear and simple language, tailored to the audience

¢ Maintain a professional and respectful tone

¢ Engage the audience through eye contact and body language
e Practice delivery and timing to ensure a smooth delivery

DON'TS

e Don't be too formal or rigid in your delivery

¢ Don't go off-topic or include unnecessary information

e Don't read from a script word-for-word

¢ Don't make assumptions or generalizations about the audience
e Don't rush through the remarks or speak too slowly
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Speeches

Purpose

e To deliver a clear message on a specific topic to a UN audience.
e To inspire, motivate, and engage the audience.

e To convey the speaker's perspective or position on an issue.

e To call for action, change, or support from the UN audience.

Audience

¢ UN Member States, delegates, and officials.

o Representatives of UN agencies, programs, and other organizations.

Civil society groups, including NGOs and community-based organizations.
e The media, including journalists and reporters.

Content and Language

e Use clear and concise language that is easy to understand for a diverse audience.

e Consider cultural and linguistic differences and avoid using technical jargon or acronyms
that may be unfamiliar to the audience.

e Use anecdotes, stories, or quotes to illustrate key messages

e Use rhetorical devices such as anecdotes, metaphors, and repetition to engage and
persuade the audience.

e Incorporate facts, statistics, and evidence to support the speaker's position or message.

e Use a confident and persuasive tone, while remaining respectful and diplomatic.

e Consider the appropriate length for the speech based on the time allotted for the
speaking engagement.

e Use visual aids such as images or graphs to supplement the speech

e Use appropriate tone and body language to engage the audience

¢ Avoid using jargon or technical language that may be unfamiliar to the audience

e Use humor if appropriate and relevant to the message

e Use effective transitions to link different parts of the speech together

¢ End with a clear and memorable conclusion that reinforces the key message

DON'TS

¢ Don't use offensive or derogatory language that could offend or alienate members of the
audience.

¢ Don't make assumptions about the audience's knowledge, beliefs, or perspectives.

¢ Don't read the speech word-for-word, as this can be monotonous and disengaging for
the audience.

¢ Don't make unsupported claims or arguments, as this can undermine the credibility of
the speaker and the message.
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Statements

Purpose

To convey the official position of the UN on a particular issue or event
To express support, concern, or condemnation on behalf of the UN
To provide information or updates on a situation

Audience

Member States of the UN
Media outlets and journalists
The general public

Content and Language

Introduction: The statement should begin with a clear introduction that provides context
for the issue being discussed and outlines the speaker's position or perspective.
Background: The speaker should provide relevant background information on the issue
being discussed, including any relevant history or past actions taken by the UN or other
stakeholders.

Current situation: The statement should provide an overview of the current situation,
including any recent developments or events that are relevant to the issue.

Key points: The speaker should outline their key points or arguments, providing
evidence and examples to support their position.

Recommendations or proposals: offer recommendations or proposals for action, such as
specific policy or programmatic changes.

Conclusion: The statement should end with a clear conclusion that summarizes the key
points and reiterates the speaker's position or perspective.

Content and Language

Use clear and concise language to convey the official position of the UN

Avoid technical jargon or overly complex language

Use strong, declarative statements to express the UN's stance on the issue at hand
Provide relevant background information or context to help the audience understand the
significance of the issue or event

Use examples or anecdotes to illustrate the impact of the issue

Use diplomatic language to express concern or condemnation when necessary, while
still maintaining a respectful tone

End with a call to action or a summary of the UN's intended next steps

DON'TS

Don't use inflammatory or offensive language

Don't make unfounded accusations or assertions

Don't use emotional appeals that may detract from the official position of the UN

Don't use overly technical language that may be difficult for the audience to understand
Don't make promises or commitments that the UN cannot keep

A Handbook for Writers of the United Nations



Meeting Minutes
Purpose

To create a record

To provide a reference

To share information

To clarify information

To hold participants accountable
To prepare in advance

Audience

Meeting attendees:
Non-attendees:

Senior management:
Regulators and auditors:
Shareholders and investors:
Future team members:

Content and Language

e Be concise: Stick to the main points and avoid including unnecessary details. Use clear
and simple language.

e Use headings and subheadings: Use headings and subheadings to break up the
minutes into different sections.

e Be accurate: Record decisions, actions, and any follow-up items accurately. Use specific
details to avoid confusion.

e Use an objective tone: Write the minutes in an objective tone and avoid using personal
opinions or judgments.

e Follow a clear format: Use a consistent format for the minutes, including the date, time,
location, attendees, and any apologies or absences.

e Record action items: Record any action items or follow-up tasks that are assigned during
the meeting.

e Proofread: Double-check the minutes for accuracy and grammar before sending.

e Send the minutes in a timely manner

¢ Keep minutes organized

DON'TS

e Don't record everything: Avoid trying to record every single detail of the meeting, as this
can make the minutes too long and difficult to read.

¢ Don'tinclude personal opinions or judgments: Keep the minutes objective and factual,
and avoid including personal opinions or judgments.

o Don't leave out important details: Make sure to record all important decisions and actions
taken during the meeting.

e Don't wait too long to send out the minutes: Try to send out the minutes as soon as
possible after the meeting, so that attendees can review and provide feedback if needed.
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Don't include unnecessary information: Avoid including irrelevant or unnecessary
information that is not related to the meeting agenda.

Don't assume everyone knows the context: Provide sufficient context and background
information to ensure that readers understand the discussions and decisions that were
made.

Don't forget to record action items: Make sure to record any action items or follow-up
tasks that were assigned during the meeting.

Don't be too informal: Even though meeting minutes are a record of a discussion, they
should still be written in a professional and formal tone.

Don't forget to proofread: Always proofread the minutes for errors in grammar, spelling,
and punctuation before sending them out.
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Annual/Progress Reports

Purpose

e To provide a comprehensive summary of the organization's activities and achievements
during the previous year.

e To highlight progress made towards strategic goals and objectives.

o To share financial statements and reports on the use of resources.

¢ To communicate the impact of the organization's work and its contributions towards
achieving broader goals.

Audience

e Donors and partners who support the organization's work.

e Members of the organization's governing body, such as the Board of Directors.

o Staff members and volunteers.

e The general public and stakeholders who are interested in the organization's activities
and impact.

Content and Language

e Use clear and concise language, avoiding technical jargon where possible.

o Provide context for any data or statistics presented.

e Use visuals, such as charts or graphs, to help illustrate key points.

e Use a consistent format and structure throughout the report.

e Use an appropriate tone that reflects the organization's values and mission

¢ Include an executive summary or introduction that provides an overview of the report's
contents.

¢ Provide a conclusion that summarizes the key achievements and challenges faced
during the reporting period.

e Don't use overly complex language or technical jargon that may be difficult for non-
experts to understand.

¢ Don't make claims or assertions that cannot be substantiated with evidence.

o Don't present data or statistics without providing context or explanation.

¢ Don't present financial information without providing an explanation of how funds were
used and their impact.

¢ Don't omit important information or data that would be relevant to the organization's
stakeholders.
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Situation Reports

Purpose

e Provide timely and accurate information on a rapidly evolving situation.
e Highlight the most important developments, trends and issues related to the situation.
¢ |dentify key risks, challenges and opportunities.

Audience

¢ Government officials, humanitarian agencies, donors, media and other stakeholders who
need to stay informed on the situation.

Content and Language

e Use clear and concise language.

¢ Be objective and factual.

¢ Follow a standard format and structure that includes sections such as background,
current situation, response, challenges, and outlook.

e Use bullet points, tables and graphics to convey information more effectively.

¢ Include recommendations or next steps where appropriate.

e Use appropriate terminology and acronyms commonly used in the field.

e Avoid using jargon or technical language that may not be familiar to the audience.

e Write in an active voice, using strong verbs to convey action.

e Use headings and subheadings to break up the report and make it easier to read.

¢ Include references and sources of information to support the report.

DON'TS

e Don't include personal opinions or biases.

o Don't speculate or make assumptions.

¢ Don'tinclude irrelevant information.

¢ Don't use overly complex language or sentence structures.

¢ Don't use emotive language that may be perceived as biased or unprofessional.
¢ Don't make statements that cannot be supported by evidence.

¢ Don'tinclude confidential or sensitive information that should not be shared.
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Mission Report

Purpose

e To provide an account of the mission’s objectives, activities, and outcomes
e To provide recommendations for future missions or actions

Audience

¢ UN officials and departments involved in the mission
¢ Relevant government officials or representatives
o Partner organizations or stakeholders

Content and Language

e Executive Summary: A brief summary of the main findings and recommendations of
the report.
Introduction: A brief introduction to the mission, its objectives, and scope.

o Background: A background on the situation, including any relevant historical or political
context.

e Methodology: A description of the methods and approaches used to conduct the
mission, including any data collection or analysis.

¢ Findings: A detailed description of the main findings and observations of the mission,
organized by relevant themes or issues.

¢ Analysis: A deeper analysis of the findings, including any trends or patterns observed,
as well as any relevant contextual factors that may have contributed to the findings.

e Conclusions: The conclusions drawn from the findings and analysis, including any key
recommendations for action.

¢ Recommendations: Specific and actionable recommendations for addressing the
issues identified in the report.

¢ Annexes: Any relevant supporting documentation, such as maps, charts, or
photographs, as well as any data or analysis that was conducted as part of the mission.

e Use a clear and concise writing style

¢ Include an executive summary at the beginning of the report that outlines the mission’s
objectives, activities, and outcomes

¢ Provide a detailed account of the mission’s activities, including any challenges or
obstacles faced and how they were addressed

e Use headings and subheadings to organize the report into clear sections

Provide specific and relevant data, statistics, and examples to support the report’s

findings and ecommendations

Use active voice and avoid passive voice

Use proper grammar, punctuation, and spelling

Use a professional tone

Be mindful of the cultural and linguistic diversity of the audience
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DON'TS
e Do not include personal opinions or assumptions
Do not use emotional or biased language
Do not include irrelevant or unnecessary information
Do not disclose sensitive or confidential information without proper authorization
Do not delay in writing the report, as it may affect the accuracy and completeness of the
information documented.
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After-Action Review Report
Purpose

e To evaluate the effectiveness of a mission, project or event.
¢ To identify areas of improvement and best practices.
e To provide recommendations for future missions, projects or events.

Audience

¢ UN officials involved in the mission, project or event.
e Stakeholders or partners involved in the mission, project or event.
e Future mission, project or event planners.

Content and Language
Structure

Executive Summary

Introduction

Objectives and Outcomes

Scope and Limitations

Performance Evaluation

Areas for Improvement and Recommendations
Conclusion

e Provide an executive summary of the mission, project or event, including objectives and
outcomes.

e Describe the scope of the mission, project or event, including any challenges or
unexpected events that occurred.

o Evaluate the performance of the team, including strengths and weaknesses.

Identify areas for improvement, and make specific recommendations for future missions,

projects or events.

Use objective and factual language, avoiding personal opinions or assumptions.

Use clear and concise language, avoiding jargon or technical terms.

Use proper grammar, spelling and punctuation.

Be mindful of confidentiality and privacy concerns, and ensure that sensitive information

is appropriately redacted.

DON'TS

Do not include irrelevant or unnecessary information.

Do not include personal opinions or assumptions.

Do not use emotional or biased language.

Do not disclose sensitive or confidential information without proper authorization.
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Web Articles

Purpose

¢ To inform the public and raise awareness about a particular issue or event
e To provide analysis or commentary on a topic of relevance to the UN
e To highlight the work of the UN and its partners

Audience

o The general public
o Experts and stakeholders in the relevant field
e Donors and partners

Content and Language

e Use clear and concise language that is accessible to a wide audience

o Start with a catchy headline that accurately reflects the content of the article

e Provide a brief summary or introduction that sets the context for the article

¢ Organize the article into sections with subheadings to help guide the reader through the

content

e Use relevant statistics, examples, and anecdotes to support your arguments or illustrate
your points

e Provide links to additional resources or related content for readers who want to learn
more

e Use images or multimedia to make the article more engaging and visually appealing
e End with a clear call to action or conclusion that encourages readers to take action or
further engage with the topic

DON'TS

¢ Don't use overly technical language or jargon that may confuse or alienate the audience
e Don't oversimplify complex issues or topics

¢ Don't make unfounded claims or assertions

¢ Don't rely on emotional appeals or sensationalism to generate interest in the article

e Don't plagiarize or use copyrighted material without permission
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Social Media Copy

Purpose

¢ To promote the mission and activities of the UN on social media platforms
e Toincrease engagement with UN social media accounts and followers
e To raise awareness about important issues and events related to the UN's work

Audience

e Social media users of various ages, demographics, and interests
e Followers of UN social media accounts
e General public interested in global issues

Content and Language

e Use concise and attention-grabbing language to capture the audience's interest

e Use visuals such as photos, videos, and infographics to enhance the post's impact and
engagement

e Use relevant hashtags to make the post more discoverable and to link it with other
related content

e Be timely and relevant to current events and trending topics, while still staying true to the
UN's mission and values

e Use a consistent tone and voice that reflects the personality of the UN and its messaging

¢ Include a clear call to action, such as a link to learn more or a request to share the post

DON'TS

e Don't use jargon or overly technical language that may be difficult for the audience to
understand

e Don't use offensive or discriminatory language or content

e Don't engage in political or controversial topics that may detract from the UN's mission
and values

e Don't spam or excessively post content that may turn off followers

e Don't neglect to monitor and respond to comments and feedback from followers.
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Newsletters

Purpose

e To provide updates on the latest news, events, and developments related to a particular
topic or issue

e To highlight the work and achievements of the UN and its partners

¢ To promote upcoming events, initiatives, or campaigns

Audience

¢ UN staff and officials
e Stakeholders and partners
e The general public

Content and Language

o Use a clear and engaging headline to capture the reader's attention

¢ Include a table of contents or summary of the newsletter's contents for easy navigation

e Use short paragraphs and subheadings to break up the text and make it easier to read

¢ Include high-quality images and graphics to support the content and make the newsletter
visually appealing

e Use a conversational tone to engage the reader and create a sense of community

e Provide links to additional resources, such as reports, videos, or infographics, to provide
more information on the topics discussed

e Include a call to action, such as signing up for a newsletter or attending an event, to
encourage reader engagement

DON'TS
e Don'tinclude too much text or overwhelm the reader with too many updates or
announcements
e Don't use jargon or technical language that may be difficult for the audience to
understand

e Don't rely solely on text — use visuals to support and enhance the content

e Don't neglect the design and layout of the newsletter — it should be visually appealing
and easy to navigate

e Don't forget to proofread and edit the content to ensure it is error-free and professional
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Chapter 5: Tips for Effective Writing at the UN

Clear and effective writing is a critical skill for anyone working in the United Nations. Writing for
the UN can be a challenging task, as it requires a nuanced understanding of the organization's
context, audience, and purpose, as well as an ability to convey complex information in a clear
and concise manner. This chapter provides tips and strategies for effective writing for the UN.

Before beginning to write, it is important to plan and organize the writing process. This can help
to ensure that the writing is focused, efficient, and effective. Some tips for planning and
organizing the writing process include:

Defining the scope: Before starting to write, it's important to understand the purpose and
scope of the document. This means having a clear understanding of what you want to achieve
with the document and what it should cover.

Identifying the target audience: Knowing your audience is crucial to effective communication.
Identifying your target audience will help you tailor your message and writing style to their needs
and preferences.

Brainstorming: Start by brainstorming ideas for your writing. Write down any and all ideas that
come to mind, no matter how big or small. This can be done through mind maps, free-writing or
lists. This process can help generate new ideas, and help you see connections between
different ideas.

Researching and fact-checking: Conduct research on your topic or subject to gather
information, data, statistics and facts that will support your writing. This will help you make
informed decisions about what to include in your writing, and how to structure it.

Outlining: Once you have your ideas and research, create an outline. Outlining can help you
organize your thoughts and ideas and ensure that your writing has a clear structure. Start with
your main idea or thesis statement and list the supporting points that will be covered. Break
these supporting points into subtopics and organise them into logical sections.

Mind Mapping: Mind mapping is a technique that involves creating a visual representation of
your ideas using a diagram. It involves placing your main idea in the center of a page and then
branching out to include subtopics and ideas connected to the main topic.

Clustering: Clustering is a technique that involves writing your main topic in the center of a
page and then clustering related ideas around it. This process can help you identify the
connections between different ideas, and group them into logical sections.

Freewriting: Freewriting involves writing continuously for a set period of time without worrying
about grammar, spelling or punctuation. This process can help you generate new ideas and
insights, and help you see connections between different ideas.

Planning: Set realistic goals and timelines will help you stay on track and ensure that the
document is completed in a timely manner. This means breaking down the writing process into
manageable tasks and setting deadlines for each one.

Collaborating with others: Collaboration can be a useful way to generate ideas, get feedback
on your writing, and ensure that the document is well-rounded and inclusive.
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Revision is an important step in the writing process. It involves substantive changes to the
content and structure of a document. It is an essential part of the writing process that involves
rethinking, restructuring, and reorganizing the ideas and information presented in the document.
During revision, you may need to add or remove content, reorganize sections, or make
significant changes to the document's tone or style. Revision aims to refine and clarify the
document's message, ensuring that it is compelling, relevant, and persuasive to its audience.

Editing, on the other hand,helps to improve the clarity, coherence, and overall effectiveness of a
document. The goal of editing is to refine and polish the writing, ensuring that it is error-free,
concise, and well-structured. It involves checking for grammar, punctuation, spelling, word
choice, and formatting errors, as well as ensuring that the document is easy to read and
understand. By carefully editing your work, you can strengthen your message and communicate
it more effectively to your intended audience.

Proofreading is a crucial aspect of the writing process that focuses on identifying and correcting
surface-level errors in a document, such as spelling, punctuation, and formatting errors. Unlike
editing, which involves reviewing and revising the content and structure of a document,
proofreading is the final step in the writing process and is primarily concerned with ensuring that
the document is error-free and ready for publication.

1. Review the overall structure: Ensure that the document has a clear structure and that the
content flows logically.

2. Clarify the purpose: Ensure that the purpose of the document is clear and well-defined.

3. Consider your audience: Ensure that the document is written with the audience in mind, and
that it is appropriate for their needs and interests.

4. Ensure that the content is relevant: Ensure that all content is relevant to the purpose of the
document and that it adds value.

5. Ensure that the document is well-supported: Ensure that the document is well-supported
with evidence, facts, and examples.

6. ldentify areas for improvement: Identify areas of the document that need improvement, such
as clarity, tone, or structure.

7. Seek feedback: Have others review your work and provide feedback for improvement.

8. Make necessary revisions: Make necessary revisions to improve the document, such as
adding or deleting content, reorganizing the structure, or adjusting the tone.

1. Take a break: Step away from the document and come back to it later with fresh eyes.

2. Read aloud: Reading your work aloud can help you catch errors and awkward phrasing.
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Focus on one task at a time: Edit for one type of error at a time, such as grammar or
punctuation, to ensure thoroughness.

Cut unnecessary words: Eliminate any words or phrases that do not add value to the
document and make it more concise.

Check formatting: Ensure that the formatting is consistent throughout the document and that
it is easy to read.

Use active voice: Use active voice to make your writing more engaging and concise.
Check for clarity: Ensure that your writing is clear and understandable

Check for tone: Ensure that your tone is appropriate for your audience and purpose.

Use a style guide: A style guide is a set of standards for writing and formatting that can help
ensure consistency throughout your document.

Read backwards: Reading your work backwards, sentence by sentence, can help you catch
errors in spelling, grammar, and punctuation that you may have missed when reading
normally.

Use a checklist: Use a checklist to ensure you're checking for all necessary elements, such
as punctuation, grammar, and spelling.

Pay attention to details: Proofreading requires close attention to detail, so take your time
and don't rush through the process.

Use a ruler: Placing a ruler under each line of text can help you focus on one line at a time
and catch errors that you might have missed when reading across the page.

Read aloud: Reading your work out loud can help you catch errors in sentence structure and
identify awkward phrasing.

Check for consistency: Make sure that elements such as punctuation, capitalization, and
formatting are consistent throughout the document.

Use spelicheck and grammar check: While not foolproof, spellcheck and grammar check
tools can help catch errors that you may have missed.
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Chapter 6: Resources

Writing is an essential aspect of the work done by the United Nations (UN) and its various
bodies, agencies, and programs. UN documents, reports, and communications need to be
written with precision, clarity, and professionalism, reflecting the values and principles of the
organization. UN writers are expected to be skilled in drafting a wide range of documents, from
official correspondence to reports and publications.

To assist UN writers in their work, a number of resources are available. This chapter provides
an overview of some of the most important resources for UN writers, including manuals, guides,
databases, and training courses. These resources cover a range of topics, including language
and style, terminology, document preparation, and web content creation.

By providing access to these resources, UN writers can enhance the quality and effectiveness
of their writing, ensuring that it meets the high standards expected by the organization and its
stakeholders.

1. UN Correspondence Manual: This manual provides guidance on drafting official
correspondence in the UN, including letters, memoranda, and reports. It covers everything
from formatting and style to the use of diplomatic language. Link:
https://www.un.org/en/sections/resources/publication/un-correspondence-manual/

2. UN Editorial Manual: This manual provides guidance on grammar, spelling, and
punctuation for UN documents, as well as on issues such as bias-free language and
gender-inclusive writing. It also includes a comprehensive glossary of UN-related terms.
Link: https://www.un.org/en/publications/editorial-manual

3. UN Terminology Database: This online database provides access to approved UN
terminology in the six official languages of the UN. It can be a useful resource for writers
who need to ensure accuracy and consistency in their use of UN-related terminology. Link:
https://unterm.un.org/

4. UN Language and Style Guide: This guide provides guidance on language and style for
UN documents, including tips on sentence structure, word choice, and formatting. Link:
https://www.un.org/en/style-quide/

5. UN Web Style Guide: This guide provides guidance on creating and maintaining web
content for the UN's website, including guidance on writing for the web, using social media,
and creating accessible content. Link: https://www.un.org/en/webstyleguide/

6. UN Documents: Research Guide: This guide provides information on the types of UN
documents, their symbols, and their content. It can be a helpful resource for writers who
need to navigate the UN document system. Link: https://research.un.org/en/docs/un-
documents-research-gquide

7. UN Documentation: Overview: This online course provides an overview of UN
documentation, including the types of documents produced by the UN, the process of
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document preparation, and the UN document system. Link: https://www.un.org/en/library/un-
documentation-overview

8. United Nations Editorial Manual Online: This online resource provides the full text of the
UN Editorial Manual, along with updates and revisions. It can be a helpful resource for
writers who need to access the manual quickly and easily. Link:
https://www.un.org/en/publications/editorial-manual-online

9. UN Careers Writing Samples: This online resource provides examples of writing samples
for various UN job categories. It can be a helpful resource for writers who are applying for
jobs with the UN and want to see examples of the types of writing expected. Link:
https://careers.un.org/low/home.aspx?viewtype=WS&exp=WL&level=3&levelid=-
1&locationid=0&occup=0&department=0&bydate=0&occnet=0&lang=en-US

10. UN News Style Guide: This guide provides guidance on language and style for news
content produced by the UN. It covers topics such as tone, style, and sourcing. Link:
https://www.un.org/en/news/stylequide/

External Resources

11. The Purdue Online Writing Lab (OWL): This is a comprehensive resource for writing,
research, and citation information, covering topics such as grammar, punctuation, and style.
The OWL is widely used and respected by writers and educators around the world. Link:
https://owl.purdue.edu/owl/purdue owl.html

12. The Chicago Manual of Style: This is a style guide used by many writers, editors, and
publishers in a wide range of disciplines. It provides guidance on grammar, punctuation,
formatting, and citation, and is known for its thoroughness and attention to detail. Link:
https://www.chicagomanualofstyle.org/home.html

13. The Modern Language Association (MLA) Handbook: This is a widely used style guide
for academic writing in the humanities, providing guidance on citation and formatting for
research papers and essays. Link: https://www.mla.org/Publications/MLA-Handbook-8th-
Edition

14. The American Psychological Association (APA) Style Guide: This is a style guide widely
used in the social sciences and provides guidance on citation and formatting for research
papers and essays. Link: htips://apastyle.apa.org/

15. The Elements of Style: This is a classic writing guide that has been in print for over a
century. It provides guidance on grammar, punctuation, and style, and is often used as a
reference by writers in many different fields. Link: https://www.bartleby.com/141/
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Chapter 7: Conclusion

Throughout this guide, we have explored the critical role of effective communication in the
United Nations and discussed the key principles and best practices for writing for the
organization. From understanding the purpose and audience of your document, to crafting clear
and concise writing that conveys complex information, to adhering to established formats and
templates, the UN's communication needs require a nuanced and strategic approach.

Some of the key takeaways from this guide include the importance of inclusive language and
writing, the need to adapt your writing style to the specific text types and stakeholders you are
addressing, and the value of thorough planning and organization in the writing process. We
have also discussed the need to use appropriate tone and language, to be concise and
objective in your writing, and to take care in editing and revising your work. By applying these
principles and best practices, you can create documents that effectively convey your message
and support the UN's mission of promoting global peace, justice, and development.

While the principles and best practices discussed in this guide are essential for effective writing
in the UN, it is also important to recognize the need for ongoing improvement and development.
As the organization faces increasingly complex challenges, the ability to communicate
effectively is more important than ever. We must strive to continuously improve our writing skills,
stay up to date with the latest best practices and trends, and collaborate and share knowledge
with our colleagues to enhance the quality of our written communication.

One concrete step towards this goal is to establish a community of practice within the UN
focused on writing and communication. This community could bring together individuals from
various UN agencies and offices to share experiences, best practices, and resources. By
working together, we can enhance our writing skills and ultimately improve our ability to
advance the organization's mission.

As we conclude this guide, it is important to reflect on the broader significance of effective
writing and communication in the context of the UN's mission. Our ability to communicate clearly
and persuasively can have a profound impact on the lives of individuals and communities
around the world. By crafting documents that are clear, concise, and compelling, we can drive
change, promote understanding, and advance progress towards a more just and peaceful world.

At the same time, it is important to remember that effective communication is not just a matter of
technical skills and best practices. It is also about empathy, understanding, and the ability to
connect with our audiences on a human level. As we work to improve our writing skills and
enhance our communication strategies, let us also strive to cultivate these essential qualities
that lie at the heart of effective communication. By doing so, we can help to ensure that our
work at the UN has the greatest possible impact on the world we seek to serve.
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Appendix 1: Brief Description of UN Text Types

Reports: a formal document that presents facts and information about a specific topic or issue.
Reports can be used to convey information, make recommendations, or propose a course of
action.

Research reports: a type of report that presents findings from research studies or projects.
Research reports typically include a literature review, research methodology, data analysis, and
conclusions.

Policy reports: a type of report that analyzes and makes recommendations for policy changes or
improvements. Policy reports often include background information, an analysis of the current
policy, and proposals for new or revised policy.

Programmatic reports: a type of report that provides information on the implementation and
results of a specific program or project. Programmatic reports often include information on
program activities, outputs, and outcomes.

Situation reports: a type of report that provides updates and analysis on a specific situation or
event. Situation reports are often used in emergency or crisis situations to provide information to
decision-makers and stakeholders.

Audit reports: a type of report that assesses and evaluates the effectiveness of an
organization's operations or financial systems. Audit reports often include recommendations for
improvement.

Reports of the Secretary-General: a type of report that is issued by the Secretary-General of the
United Nations to provide information on specific issues or topics. These reports often provide
an overview of the current situation, analysis, and recommendations.

Annual reports: a type of report that provides an overview of an organization's activities and
achievements over the course of a year. Annual reports often include financial information,
programmatic updates, and future plans.

Progress reports: a type of report that provides updates on the progress of a specific project or
initiative. Progress reports often include information on achievements, challenges, and future
plans.

Technical papers: a type of report that provides detailed technical information on a specific topic
or issue. Technical papers often include analysis, data, and recommendations.

Working papers: a type of report that presents work in progress or preliminary research findings.
Working papers are often used to generate feedback and discussion among experts in a
particular field.

Country reports: a type of report that provides an overview of a specific country's political,
social, and economic situation. Country reports often include information on human rights,
governance, and development indicators.
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Press statements: These are short written announcements or briefings issued to the media by
the UN or one of its agencies. They are often used to communicate official positions, reactions
to current events, or to provide updates on UN activities or initiatives.

Public statements: These are similar to press statements, but they are usually issued directly to
the public rather than to the media. They may be used to communicate official positions or
reactions to current events, or to provide information about UN activities or initiatives.

Official statements: These are formal, written or spoken communications made on behalf of the
UN or one of its agencies. They may be made by a high-ranking official, such as the Secretary-
General, or by a representative of a UN body or program. Official statements are often used to

communicate the UN's position on a particular issue, to provide updates on UN activities, or to

announce new initiatives or policies.

Letters: written communication between individuals or organizations, often used for formal
correspondence or as a means of conveying important information.

Memos: internal communication within an organization, usually used to communicate
information, updates, or requests.

Code cables: a form of communication used by the United Nations to transmit confidential
information and instructions to missions and offices around the world.

Facsimiles: a type of electronic transmission that sends a scanned document over a telephone
line, often used to transmit signed documents.

Emails: electronic mail sent over a network, often used for internal communication within an
organization.

Notes to the Secretary-General: internal communication within the United Nations addressed to
the Secretary-General, often used to provide information or make requests.

Notes to senior officials: internal communication within the United Nations addressed to senior
officials, often used to provide information or make requests.

Notes verbales: formal written communication used by governments to exchange official
information or to communicate formal positions.

Note to file: a document used to record important information, often used for record-keeping
purposes or as a reference for future use.

Background materials: documents used to provide background information on a topic, often
used as reference materials for reports or other written communications.

Background notes: documents used to provide background information on a specific issue or
topic, often used to inform decision-making processes.

Background papers: detailed documents used to provide background information on a specific
issue or topic, often used for research or as reference materials.

Fact sheets: Brief and concise documents that provide factual information on a specific topic,
often used for informational or educational purposes.
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Brochures: Promotional materials that provide an overview of an organization, program, or
initiative, often used for outreach and marketing purposes.

Newsletters: Regular publications that provide updates on an organization, program, or
initiative, often used for internal or external communication purposes.

Web articles: Written content published on a website, often used for informational or educational
purposes, as well as for marketing and promotional purposes.

Social media copy: Short and concise written content published on social media platforms, often
used for promotional and informational purposes.

Manuals: Documents that provide detailed instructions on how to complete a specific task or
operate a specific piece of equipment, often used for training purposes.

Guides: Documents that provide general information and guidance on a particular topic, often
used for educational or informational purposes.

Standard operating procedures (SOPs): Detailed step-by-step instructions that describe how to
perform a specific task or complete a specific process, often used in the context of quality
management and process improvement.

Administrative instructions: Documents that provide instructions on administrative procedures,
policies, and regulations, often used in the context of human resources, finance, or
procurement.

Directives: Documents that provide instructions and guidance on how to implement policies or
initiatives, often used in the context of program management

HR advice: Written guidance and advice on human resources policies and procedures, often
used to guide decision-making and ensure compliance with regulations and policies.

Speeches: Formal spoken addresses delivered by an individual, often a high-level official or
diplomat, on a particular topic or issue.

Remarks: Shorter, more informal spoken comments made in public by an individual, usually on
a specific occasion or event.

Opening statements: The initial remarks made by a speaker at the beginning of a meeting,
conference, or other public event.

Public information materials: Documents or materials designed to provide information to the
public on a specific issue, event, or program. These can include brochures, fact sheets, and
newsletters.

Press releases: Official statements issued to the media that provide information on a particular
issue, event, or development.

Announcements: Short statements or messages that inform the public about a specific event or
development.

Articles: Written pieces that provide information or analysis on a particular topic
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Bulletins: Short written updates or reports on a specific issue or event, usually distributed to a
targeted audience.

Strategic plans: Documents that outline an organization's long-term goals and objectives, as
well as the strategies and tactics that will be used to achieve them.

Frameworks: Conceptual structures or models used to guide the development of policies,
programs, or initiatives.

Position papers: Documents that articulate an organization's position on a particular issue or
topic.

Case studies: Detailed accounts or analyses of specific examples or instances related to a
particular issue or topic.

Annual work plans: Documents that outline an organization's planned activities and goals for the
coming year, often used as a tool for performance management and accountability.
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Appendix 2 : Template for conducting a purpose and audience analysis before
writing

Purpose Analysis

o What is the purpose of your writing?
¢ What are the main objectives or goals you hope to achieve through your writing?

e What is the desired outcome or action you hope to elicit from your readers?

Audience Analysis

o Who is your primary audience? What is their demographic information (age, gender, income
level, education, location, etc.)?

o What are the needs, interests, and preferences of your primary audience?

o Whatis the prior knowledge or experience of your primary audience in regards to the topic
you are writing about?

e What are the potential concerns or objections your primary audience may have regarding
your message?

e Who is your secondary audience? What is their demographic information (if applicable)?

e What are the needs, interests, and preferences of your secondary audience?

¢ Who is your tertiary audience (if applicable)? What is their demographic information?

e What are the needs, interests, and preferences of your tertiary audience?

Implications for Writing

e What tone, language, and style will best resonate with your primary audience?

e What examples, evidence, or stories will be most effective in conveying your message to
your primary audience?

o What potential objections or concerns should be addressed in your writing to address the
needs and interests of your primary audience?

¢ What adjustments to tone, language, and style should be made to effectively reach your
secondary and tertiary audiences?

e How can you structure your writing to effectively communicate your message and elicit the

desired outcome from your primary audience?
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Appendix 3: Most Common Phrasal Verbs in UN Writing

1. Carry out - to conduct or perform a task or action

o "The UN is committed to carrying out its mandate to promote peace and security."
(source: UN Charter)

2. Set up - to establish or create something

e "The UN set up a new task force to address the humanitarian crisis in the region."
(source: UN News)

3. Take up - to start doing something or become interested in something

o "The Secretary-General took up the issue of climate change in his recent address to the
General Assembly." (source: UN General Assembly transcript)

4. Put forward - to propose or suggest something

e "The delegation put forward a resolution calling for an end to the conflict." (source: UN
Security Council resolution)

5. Take over - to assume control of something

e "The new director-general will take over the management of the agency next month."
(source: UN press release)

6. Give up - to stop doing something or surrender something

e "The parties agreed to give up their weapons as part of the peace agreement." (source:
UN peace agreement)

7. Work out - to resolve or solve a problem or issue
e "The negotiators worked out a compromise on the trade agreement." (source: UN report)
8. Bring about - to cause or make something happen

e "The international community worked together to bring about a peaceful resolution to the
conflict." (source: UN statement)

9. Draw up - to create or write a document or plan

e "The experts were tasked with drawing up a comprehensive report on the effects of
climate change." (source: UN report)

10. Get on - to continue doing something or make progress

e "The parties agreed to get on with the negotiations in order to reach a timely
agreement." (source: UN press release)

11. Take on - to accept or undertake a responsibility or task
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12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

e "The organization decided to take on the challenge of reducing poverty in the region."
(source: UN report)

Make up - to reconcile or resolve a dispute

¢ "The parties made up their differences and agreed to work together on the project.”
(source: UN press release)

Go through - to carefully examine or review something

e "The staff went through the document to ensure it was free of errors." (source: UN
report)

Look into - to investigate or research something

o "The committee was tasked with looking into allegations of human rights violations."
(source: UN statement)

Look over - to review or inspect something

e "The inspector looked over the construction site to ensure it was up to code." (source:
UN report)

Come up with - to produce or create something, usually a solution or idea
e "The experts came up with a new proposal to address the crisis." (source: UN report)
Get together - to meet or gather with others

e "The leaders of the countries got together to discuss the issue of migration." (source: UN
press release)

Bring out - to introduce or present something

e "The organization brought out a new report on the state of global health." (source: UN
report)

Look for - to search or seek something

e "The investigators were looking for evidence to support their case." (source: UN report)
Put together - to assemble or create something

e "They put together a team of experts.”

Look up - to search for information in a reference source or database

e "When creating our national reporting process, we looked up the guidelines provided by
the UNFCCC.”(Source: United Nations Framework Convention on Climate Change)

Bring in - to introduce or implement something

e "The government plans to bring in new regulations to address the issue of pollution in
our cities." (Source: Report of the Secretary-General on Improving the Coordination
Efforts Against Trafficking in Persons)
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23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

Hold back - to prevent or refrain from doing something

¢ "We cannot afford to hold back on our efforts to address climate change, as the
consequences will be devastating for our planet." (Source: Statement by the Prime
Minister of Tuvalu at the United Nations General Assembly)

Take back - to revoke or retract something previously stated

e "We apologize for the statement made earlier and wish to take back our earlier
comments." (Source: Statement by the delegation of Iraq at the United Nations Security
Council)

Give away - to reveal or disclose information that should be kept secret

e "We need to be careful not to give away any sensitive information in our public
statements on this matter." (Source: Statement by the delegation of the United States at
the United Nations Conference on Disarmament)

Look up - to find information in a reference source or database.

o "We need to look up the statistics for that country before we can make a
recommendation." (Source: UN report on international development)

Bring in - to introduce or include something or someone.

e "We should bring in an outside expert to advise us on this issue." (Source: UN meeting
minutes)

Hold back - to refrain from doing something or to keep something secret.

e "The ambassador decided to hold back his comments until after the negotiations had
concluded." (Source: UN press release)

Turn over - to hand over or transfer something to another person or entity.

e "The Secretary-General is expected to turn over the documents to the relevant
authorities." (Source: UN news article)

Run into - to encounter unexpectedly or by chance.

e "During his trip to the region, the envoy ran into several locals who were willing to share
their experiences." (Source: UN field report)

Put off - to delay, postpone, or reschedule

e The meeting has been put off until next week due to the unexpected absence of the key
participants. Source: S/2021/141 (para. 29)

Bring up - to mention or introduce a topic into a conversation or discussion

e During the discussion, the delegate brought up the issue of human rights abuses in the
region. Source: Statement by the UN High Commissioner for Human Rights on the
situation in Myanmar, 10 March 2021
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33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

Point out - to draw attention to or highlight something

e The report points out that the implementation of the peace agreement is behind
schedule. Source: Report of the Secretary-General on the implementation of the peace,
security and cooperation framework for the Democratic Republic of the Congo and the
region, S/2021/81 (para. 31)

Take off - to remove or eliminate something

e The Security Council decided to take off the travel ban and asset freeze on certain
individuals and entities.Source: Resolution 2556 (2020) on the situation in Mali,
S/RES/2556 (2020)

Hold on - to wait or pause

e The Chair asked the speaker to hold on for a moment while technical issues were being
addressed. Source: Summary of the informal briefing by the Secretary-General’s Special
Envoy for Yemen, 19 February 2021

Take back - to retract or withdraw a statement or commitment

e The delegation took back their previous objection to the proposed language in the
resolution. Source: Draft resolution on the situation in Syria, S/2021/365

Give away - to reveal or disclose something that was meant to be kept secret

e The leaked document gave away the details of the confidential negotiations. Source:
News article on the leaked draft of the fifth assessment report of the Intergovernmental
Panel on Climate Change (IPCC)

Come down - to lower or reduce something, such as a price or a level of tension

e The price of the goods finally came down after weeks of negotiations. Source: Report of
the Secretary-General on the UN Mission in South Sudan, S/2021/557 (para. 22)

Hand over - to transfer or give control or responsibility to someone else

e The outgoing representative handed over the reins to the newly appointed official.
Source: Press release on the appointment of the new Head of the UNSMIL

Let down - to disappoint or fail to meet expectations

e The underwhelming results of the program let down the hopes of the affected
communities. Source: S/2021/409 (para. 16)

Hold up - to cause a delay or obstruction

e "The construction of the new office building was held up due to a lack of funding."
(Source: UNDP report on Infrastructure Development)

Make out - to be able to see or hear something clearly; to manage to understand something

e "The delegates were unable to make out the details of the agreement in the poorly lit
room." (Source: UN Security Council meeting transcript)
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43.

44.

45.

46.

47.

48.

49.

50.

Settle down - to become calm and quiet

o "After the initial chaos of the emergency, the relief workers were able to help the
survivors settle down and begin the process of recovery." (Source: UNHCR report)

Take out - to remove or extract something from a larger whole

e "The government decided to take out a loan to fund the construction of the new bridge."
(Source: UNDP report on Economic Development)

Think over - to consider carefully before making a decision

o "The team asked for some time to think over the proposal before responding." (Source:
UNICEF report on Education Policy)

Set aside - to reserve or designate something for a particular purpose

e "The government decided to set aside a portion of the budget for investment in
renewable energy." (Source: UNFCCC report on Climate Change Mitigation)

Carry on - to continue doing something

o "Despite the setbacks, the team decided to carry on with the project and eventually
achieved success." (Source: UNDP report on Sustainable Development)

Make up - to form something; to invent or fabricate a story

¢ "The committee was responsible for making up the rules for the conference. (Source: UN
Conference on Trade and Development)

Take on - to assume responsibility for something

e "The government was prepared to take on the responsibility of providing aid to the
affected areas. (Source: UN Office for the Coordination of Humanitarian Affairs)

Set aside — to put something to the side or temporarily postpone it.
e "The Security Council has agreed to set aside the issue of sanctions until progress is
made on peace negotiations."
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Appendix 4: Common Grammar Mistakes

1. Subject-verb agreement:

Incorrect: The impacts of climate change is becoming increasingly severe.

Correct: The impacts of climate change are becoming increasingly severe.

2. Pronoun agreement:

Incorrect: Each member state must decide how they will contribute.

Correct: Each member state must decide how it will contribute.

3. Use of articles:

Incorrect: We must work to achieve a peaceful resolution to conflict.

Correct: We must work to achieve peaceful resolution to conflict.

4. Misuse of prepositions:

Incorrect: The report outlines the progress made in the implementation of the program.
Correct: The report outlines the progress made with the implementation of the program.
5. Run-on sentences:

Incorrect: The project will help to improve access to healthcare services for rural communities,
it will also create new job opportunities.

Correct: The project will help to improve access to healthcare services for rural communities
and create new job opportunities.

6. Sentence fragments:

Incorrect: Despite the challenges. We have made significant progress.
Correct: Despite the challenges, we have made significant progress.
7. Comma splices:

Incorrect: The conference was attended by delegates from over 50 countries, it was an
opportunity to exchange ideas and best practices.

Correct: The conference was attended by delegates from over 50 countries. It was an
opportunity to exchange ideas and best practices.

8. Lack of parallel structure:

Incorrect: The initiative aims to improve access to education, training, and to create more job
opportunities.
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Correct: The initiative aims to improve access to education, training, and job opportunities.

9. Dangling modifiers:

Incorrect: After conducting the research, the results were analyzed.

Correct: After conducting the research, we analyzed the results.

10. Confusing word choice:

Incorrect: The conflict resulted in a refugee crisis, with millions of people fleeing their homes.

Correct: The conflict led to a refugee crisis, with millions of people forced to flee their homes.
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Appendix 5: Diplomatic Phraseology

Proposing a course of action:

We suggest that the following steps be taken to address this issue.
Our delegation recommends that the following approach be adopted.
We propose that a joint task force be established to address this challenge.

We recommend that the issue be referred to the relevant UN body for further
consideration.

Providing assurance or clarification:

e We would like to assure you that our delegation is committed to finding a solution.
¢ We wish to clarify that our position on this issue has not changed.

e We would like to reassure you that we are fully committed to upholding our international
obligations.

e We wish to assure you that we will continue to work towards a peaceful resolution to this
matter.

Expressing a view or opinion:

In our view, the following approach would be the most effective.

Our delegation believes that the proposal requires further consideration.

We hold the view that further discussions are necessary to address this issue.
We are of the opinion that a collaborative approach would be most beneficial.

Referring to previous discussions or agreements:

e As discussed in our previous meeting, we would like to reiterate our position on this
matter.

¢ As outlined in our previous communication, we believe that the following steps should be
taken.

e As agreed upon in the previous round of negotiations, the following provisions should be
included.

e As per our previous agreement, we would like to reaffirm our commitment to this
initiative.

Expressing urgency or importance:

We believe that this matter requires urgent attention.

We view this issue as a critical priority for the UN.

We stress the importance of addressing this matter promptly.

We urge all Member States to work towards finding a solution to this challenge.

Offering a compromise or seeking common ground:

¢ We recognize that there are differing views on this matter and propose a compromise.

e We are committed to finding common ground and working towards a mutually beneficial
outcome.
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We believe that it is possible to find a solution that meets the needs of all parties
involved.

We suggest that further discussions be held to identify areas of agreement and
disagreement.

Making a recommendation or suggestion:

Based on our analysis of the situation, we recommend the following course of action.
We suggest that the UN consider adopting a new approach to address this issue.
We propose that the UN explore new strategies to overcome this challenge.

We recommend that the UN engage with external experts to develop a solution.

Acknowledging the concerns of others:

We understand the concerns that have been raised and are committed to addressing
them.

We recognize the impact that this issue has on other Member States and are committed
to finding a solution that is equitable and fair.

We acknowledge the importance of the views expressed by others and are committed to
working towards a solution that reflects these concerns.

We are aware of the challenges posed by this issue and are committed to finding a
solution that addresses them.

Providing an update on a situation or issue:

We would like to provide an update on the progress made towards addressing this issue.

We would like to inform the UN that the situation has changed and requires further
attention.

We wish to update the UN on the actions taken since our last communication on this
matter.

We would like to report on the results of our investigation into this issue.

Expressing gratitude or appreciation:

We would like to express our sincere appreciation for the support provided by the UN on
this matter.

We are grateful for the efforts made by the UN to address this issue.

We would like to express our appreciation for the constructive dialogue that has taken
place on this matter.

We are thankful for the cooperation and collaboration of the Member States on this
issue.

Expressing urgency or importance:

We cannot stress enough the importance of immediate action on this issue.
It is imperative that we take swift action to address this urgent matter.
Urgent action is needed to address this pressing issue.

We cannot afford to delay in addressing this critical challenge.
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Proposing a course of action

We recommend that the following measures be taken to address this issue.

Our delegation suggests the following course of action to achieve our objectives.
We propose the following steps to be taken to improve the situation.

We suggest that a working group be established to further explore this matter.

Expressing a view or opinion

Our delegation is of the view that the following approach is most appropriate.

We believe that a collaborative approach is necessary to address this issue.

It is our firm opinion that we need to work towards a mutually acceptable solution.
We hold the view that a balanced approach is required to achieve a lasting solution.

For referring to previous discussions or agreements

As previously agreed, we would like to reiterate our commitment to this initiative.

As discussed in previous meetings, we believe that the following steps should be taken.
As outlined in our previous communication, we would like to provide an update on this
matter.

We wish to remind all parties of the provisions agreed upon in the previous round of
negotiations.

Providing assurance or clarification

We wish to assure you that our delegation remains committed to finding a constructive
solution.

We would like to clarify that our position on this issue is in line with our international
obligations.

We are committed to upholding our obligations and will continue to work towards a
peaceful resolution to this matter.

We want to assure you that we will continue to engage constructively with all parties to
find a mutually acceptable solution.
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Appendix 6: Common multi-word phrases

©CoeNOOR~WN=

In light of

Due to

In the context of
In order to

At the same time
As a result of
With respect to
In line with

On the basis of

. In accordance with

. In the absence of

. With regard to

. In close cooperation with
. As part of

. As a matter of fact

. As such

. In the event of

. As stated in

. In view of

. As noted by

. In this regard

. In the wake of

. As a consequence of
. In response to

. At present

. In particular

. For example

. For this reason

. For the purpose of

. For the benefit of

. For the most part

. For the time being

. By means of

. By virtue of

. By contrast

. By and large

. By the same token

. By way of example

. By all accounts

. With a view to

. With a focus on

. With a particular emphasis on
. With the aim of

. With the objective of
. With the goal of

. With the intention of
. With the purpose of
. In an effort to

. In a bid to

. At a minimum

51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
77.
78.
79.
80.

81

At a maximum

As a whole

As a general rule

In the first instance
In the second instance
In the third instance
By the same token
In any case

At any rate

At the end of the day
At the outset

At the same time as
For that reason

For that purpose
For these reasons
With that in mind
With that said

With that being said
With this in mind
With this in view
Without a doubt

In conclusion

In summary

In essence

In brief

In a nutshell

In a word

At the bottom line
In the long run

In the final analysis

. In retrospect
82.
83.
84.
85.
86.
87.
88.
89.
90.
91.
92.
93.
94,
95.
96.
97.
98.
99.

In the short term

In the long term

By and large

All things considered
Allin all

On the whole

For the most part
To sum up

To conclude

To recap

To summarize

As a final point
Lastly

Finally

In closing

In the end

In the final analysis
In the last analysis

100. Ultimately
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Appendix 7: SDG Vocabulary

1. No Poverty

Poverty
Inequality
Vulnerable
Access

Basic needs
Social protection
Equality
Livelihoods
Marginalized
Hunger
Malnutrition
Income
Disadvantaged
Deprivation
Economic growth
Exclusion
Poverty line
Empowerment
Capacity building
Development

2. Zero Hunger

Hunger

Food security
Agriculture
Malnutrition
Nutrition
Small-scale farming
Resilience
Sustainable agriculture
Food production
Rural development
Livelihoods

Food systems

Zero hunger
Nutrition-sensitive
Food access

Food waste

Food loss

Drought

Famine

Crop yields

3. Good Health and Well-being

Health

Universal health coverage
Access

Disease

Pandemic
Vaccines

Mental health
Maternal health
Child health
Healthy lifestyles
Public health
Nutrition

Hygiene
Reproductive health
Sanitation
Healthcare
Infection

Quality of life
Health promotion
Well-being

4. Quality Education

Education

Access

Equity

Literacy

Skills

Learning
Teachers
Curriculum

Digital learning
Inclusive education
Early childhood education
STEM

Lifelong learning
Tertiary education
Education for all
Quality
Knowledge
Vocational training
Open education
Global citizenship
Gender Equality
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5. Gender

Women

Girls

Equality

Empowerment
Discrimination
Violence

Sexual harassment
Participation
Stereotypes

Rights

Gender pay gap
Female genital mutilation
Child marriage
Reproductive rights
Maternal health

Equal opportunities
Women's leadership
Gender mainstreaming
Gender-based violence

6. Clean Water and Sanitation

Water

Sanitation

Access

Hygiene
Wastewater
Drinking water
Water scarcity
Water quality
Sustainable water management
Water use

Water conservation
Water supply
Water resources
Sanitation facilities
Water security
Water treatment
Safe water

Water efficiency
Water cycle

Water pollution

7. Affordable and Clean Energy

Energy

Renewable energy
Access

Electricity

Sustainable energy
Clean energy
Energy efficiency
Fossil fuels

Energy consumption
Energy storage
Energy access
Clean technology
Energy mix

Energy policy
Energy prices
Energy poverty
Energy transition
Energy sector
Energy sources
Energy systems

8. Decent Work and Economic Growth

Decent work

Economic growth

Employment

Productivity

Sustainable economic development
Labor rights

Job creation

Entrepreneurship

Inclusive economic growth

Social protection

Innovation

Labor market

Skills development

Economic opportunities

Informal economy

Youth employment

Working conditions

Labor force participation

Women's economic empowerment
Economic diversification

9. Industry, Innovation and
Infrastructure

Infrastructure

Industry

Manufacturing

Innovation

Technology
Industrialization
Sustainable development
Productivity
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Research
Development
Entrepreneurship
Capacity-building
Modernization
Automation
Digitalization
Connectivity
Inclusive
Resilience

Green
Investment

10. Reduced Inequalities

Equality
Discrimination
Marginalized
Inclusion
Empowerment
Equity

Diverse
Injustice
Underrepresented
Disadvantaged
Inclusive
Segregation
Prejudice
Accessible
Intersectionality
Social justice
Discriminatory
Representation
Intersecting
Integration

11. Sustainable Cities and Communities

Urban
Infrastructure
Planning
Sustainable
Resilient
Transport
Accessibility
Housing
Community
Public space
Density
Walkability

Pollution
Environment
Green spaces
Livability
Mobility
Development
Compact
Architecture

12. Responsible Consumption and
Production

Sustainable
Consumption
Production
Waste
Circular
Recycling
Resources
Emissions
Efficiency
Green
Carbon
Footprint
Sustainable practices
Life cycle
Eco-friendly
Reduce
Reuse
Refurbish
Repair
Upcycle

13. Climate Action

Climate

Mitigation
Adaptation
Greenhouse gases
Emissions
Renewable energy
Resilience

Carbon
Sustainability
Paris Agreement
Temperature
Drought
Biodiversity
Ecological
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Disaster
Vulnerability
Carbon neutral
Clean energy
Carbon footprint
Energy efficiency

14. Life Below Water

Ocean
Marine
Biodiversity
Conservation
Fisheries
Sustainable
Ecosystem
Aquatic
Pollution
Coral reefs
Plastics
Habitat
Underwater
Marine life
Seabed
Protection
Sea level
Overfishing
Marine resources
Mangroves

15. Life on Land

Biodiversity
Conservation
Forests

Land
Ecosystem
Habitat
Sustainable
Wildlife
Deforestation
Desertification
Restoration
Preservation
Soil

Species
Ecology
Wilderness
Endangered

Plantation
Reforestation
Wildlife trafficking

16. Peace, Justice, and Strong
Institutions

Justice

Peace
Human rights
Democracy
Governance
Accountability
Transparency
Rule of law
Conflict
Corruption
Discrimination
Security
Violence
Inequality
Access to justice
Reconciliation
Civil society
Peacebuilding
Participation
Humanitarian

17. Partnerships and goals

Partnership
Collaboration
Coordination
Mobilization
Investment
Capacity-building
Technical assistance
Innovation

Financing
Sustainability
Development cooperation
Policy coherence
Multilateralism

Trade

Aid
Knowledge-sharing
Implementation
Integration
Monitoring
Accountability
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Appendix 8: Rhetorical Strategies

10.

Repetition: Involves repeating a word, phrase, or sentence to emphasize its importance or
to create a rhythmic effect. For example, in a UN document discussing climate change, a
writer might use the phrase "climate action" multiple times to emphasize the importance of
taking action to combat climate change.

Parallelism: The use of similar grammatical structures in a sentence or paragraph to create
balance and clarity. For example, in a UN report discussing global health, a writer might use
the parallel structure "increasing access, improving quality, and reducing costs" to highlight
different areas of focus.

Rhetorical questions: Questions posed for effect rather than to elicit an actual answer. For
example, in a UN speech about poverty, a speaker might ask, "Is it acceptable that so many
people in our world still live in poverty?"

Metaphors and analogies: Figures of speech used to make a comparison between two
things. They can be used to create vivid imagery and help readers better understand
complex topics. For example, a writer might use the metaphor of a tree to represent the
interconnectedness of economic, social, and environmental factors.

Allusion: The reference to a well-known person, event, or work of literature. Allusions can
add depth and meaning to a text, as well as to make connections between different ideas.
For example, in a UN report about human rights, a writer might allude to the Universal
Declaration of Human Rights to emphasize the protecting of individual freedoms.

Anecdotes: Stories or anecdotes can be used to illustrate a point or create an emotional
connection with the audience. For example, a UN report on child poverty might start with an
anecdote about a child living in poverty to help the audience understand the issue on a
personal level.

Analogy: Comparing one thing to another can help clarify complex or abstract concepts. For
example, a UN report on disarmament might use the analogy of a garden to explain the
need to "weed out" dangerous weapons.

Juxtaposition: Placing two contrasting ideas or images side by side. For example, a UN
poster on gender equality might show a picture of a man and a woman in the same job, with
the woman's salary being much lower, to highlight the issue of the gender pay gap.

Irony: The use of irony can add a layer of complexity or surprise to a message. For
example, a UN campaign to end child labor might use the ironic slogan "child labor: putting
kids first since forever" to highlight the absurdity of the practice.

Hyperbole: Exaggerating a point for effect can help emphasize its importance. For example,
a UN report on human rights abuses might use the phrase "a living hell" to describe the
conditions faced by prisoners in a particular country.
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Appendix 9: Rhetorical Appeals

Rhetorical appeals are persuasive techniques used to convince the audience of the credibility,
emotional impact, or logical reasoning of a speaker or writer. At the United Nations, rhetorical
appeals are commonly used in speeches, statements, and other forms of communication to gain
support for various initiatives, policies, and programs.

There are three main rhetorical appeals, as identified by the ancient Greek philosopher Aristotle:
ethos, pathos, and logos. Each appeal targets a different aspect of the audience's perception
and understanding, and a skilled speaker or writer will use a combination of these appeals to
achieve their desired effect.

ETHOS

Ethos is the appeal to the speaker or writer's character, authority, or expertise. At the UN, this
often involves highlighting the speaker's or writer's credentials, experiences, and track record in
a particular field. For example, a UN Secretary-General who has spent their career working on
climate change might use ethos to establish their credibility and expertise in the area, and
convince the audience that their climate policy recommendations are worth considering.

The UN General Assembly's annual opening statement by the Secretary-General is a good
example of using ethos to establish credibility and authority. In this speech, the Secretary-
General speaks on behalf of the UN and appeals to the shared values and goals of Member
States, such as promoting peace, security, and sustainable development. By speaking in this
way, the Secretary-General seeks to establish the credibility of the UN and its initiatives.

Another example is in the Universal Declaration of Human Rights, where the use of ethos is
evident in the opening statement: "Whereas recognition of the inherent dignity and of the equal
and inalienable rights of all members of the human family is the foundation of freedom, justice
and peace in the world." The reference to inherent dignity and equal rights establishes the moral
authority of the UN and its commitment to promoting human rights.

PATHOS

Pathos is the appeal to the audience's emotions, values, and beliefs. At the UN, this often
involves using stories, anecdotes, or vivid language to evoke an emotional response from the
audience. For example, a UNICEF representative might use pathos to draw attention to the
plight of children in war-torn countries by telling a story of a child they met who had been
displaced from their home and lost family members in a bombing.

The UNICEF campaign "For Every Child" is an example of pathos, which appeals to emotions to
promote a cause. The campaign aims to bring attention to the needs of children around the
world who are in need of assistance. It does this through the use of emotional imagery and
messaging that encourages the audience to take action to help. The campaign aims to appeal
to people's sense of compassion and to encourage them to act based on their emotional
response to the issue.

Another example of pathos is in the World Food Programme's (WFP) campaign "Zero Hunger".
The campaign uses emotional appeals through images of hungry children and families, and
emotional messaging about the importance of ending hunger. By appealing to people's
emotions, the WFP aims to inspire them to take action to address this issue.
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LOGOS

Logos is the appeal to the audience's logic and reasoning. At the UN, this often involves using
data, statistics, or evidence to support an argument or position. For example, a representative
from the World Health Organization might use logos to make the case for investing in a certain
health program by citing studies that demonstrate its effectiveness and cost-saving benefits.

The Sustainable Development Goals (SDGs) are an example of logos, which uses logical
arguments and evidence to persuade. The SDGs are based on extensive research and
consultation, and they provide a logical framework for addressing global development
challenges. By using data and evidence to inform the goals and targets, the SDGs provide a
logical rationale for why each goal is important and how it can be achieved.

Another example is in the Intergovernmental Panel on Climate Change (IPCC) reports. These
reports use logos through the use of scientific evidence and analysis to demonstrate the impact
of climate change and the urgency of taking action to address it. The reports provide data and
scientific evidence to support their conclusions, and they use clear, logical arguments to make
the case for taking action.

Overall, the use of rhetorical appeals in the UN context can be an effective way to communicate
complex ideas and inspire action. By combining persuasive language with logical reasoning,
ethical values, and emotional appeals, writers and speakers can engage their audiences and
motivate them to support the UN's mission of promoting peace, human rights, and sustainable
development.
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Appendix 10: Figurative Language

Figurative language is a type of language that goes beyond the literal meaning of words to
create more vivid and imaginative descriptions. It is often used to create a more engaging and
expressive message, and can be found in many different types of writing, including poetry,
literature, and creative non-fiction. Figurative language can take many different forms, including
metaphors, similes, personification, hyperbole, and symbolism.

1. Metaphor is one of the most common forms of figurative language. It involves comparing
two things that are not alike to help the reader understand a concept or idea. A metaphor
does not use "like" or "as" to create the comparison, but rather asserts that the two things
are the same. For example, ""The UN is a beacon of hope in a troubled world." This
metaphor creates an image of the UN as a guiding light, leading the way towards a better
future.

2. Simile is another common form of figurative language. It involves comparing two things that
are not alike using "like" or "as". For example, "The UN's efforts to provide humanitarian aid
are like a lifeline to those in need." This simile creates a comparison between the UN's aid
and a lifeline, emphasizing the importance and urgency of the organization's work.

3. Personification: "The UN speaks with a powerful voice on behalf of the world's most
vulnerable populations." This personification creates a vivid image of the UN as a person
speaking out on behalf of those who cannot speak for themselves.

4. Hyperbole: "The UN's impact on the world is immeasurable." This hyperbole exaggerates
the scale of the UN's impact, emphasizing the organization's importance in the world.

5. Symbolism: "The UN's blue flag represents the hope and possibility of a better world." This
symbolism uses the color blue and the UN's flag to represent the organization's mission and
ideals, emphasizing the significance of the UN's work.

6. Alliteration: The repetition of the same sound at the beginning of multiple words. For
example, "Peace, progress, and prosperity" is an example of alliteration.

7. Onomatopoeia: Words that imitate the sound they describe. For example, "crackle" or
"buzz" can be used in a description of a UN initiative to combat wildfires or insect-borne
diseases.

8. Synecdoche: Using a part of something to represent the whole, or vice versa. For example,
"all hands on deck" can be used to describe a call for the entire UN organization to mobilize
for a specific purpose.

9. Irony: The use of language to convey a meaning that is opposite to the literal meaning of
the words. For example, "The UN, an organization dedicated to world peace, was founded
after a devastating world war."

10. Imagery: The use of descriptive language to create a mental image for the reader. For
example, "The sun slowly rises over the horizon, casting a warm glow on the delegates
gathered in the General Assembly hall."
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Appendix 11: Writing Styles Guidelines

Guidelines for using a classical writing style:

1.

Focus on Clarity: The classical writing style is characterized by a focus on clarity and
precision in language. To achieve this, writers should strive to use simple, straightforward
sentences with clear, unambiguous wording. Avoid using flowery language or convoluted
sentence structures that may confuse the reader.

Use Formal Vocabulary: Classical writing style often makes use of formal vocabulary and
terminology, particularly in technical or academic writing. Writers should use precise and
accurate terminology that is appropriate for the subject matter.

Utilize Rhetorical Devices: Rhetorical devices, such as metaphors, similes, and allusions,
can add richness and depth to classical writing style. However, it is important to use these
devices sparingly and to ensure that they are appropriate to the context and subject matter.

Balance Long and Short Sentences: While classical writing style often makes use of longer
and more complex sentences, it is important to balance these with shorter, simpler
sentences. This can help to maintain clarity and prevent the reader from becoming
overwhelmed.

Avoid Repetition: Repetition of words or phrases can detract from the elegance and clarity of
classical writing style. Instead, writers should strive to use a variety of synonyms and related
terms to convey their meaning.

Use Active Voice: In classical writing style, the active voice is generally preferred over the
passive voice. This can help to create a sense of immediacy and engagement with the
reader.

Edit and Revise Carefully: Classical writing style requires careful attention to detail and a
willingness to revise and edit. Writers should take the time to review their work and make
revisions as necessary to ensure that their writing is clear, precise, and elegant.

Guidelines for a plain writing style:

1.

Use Simple Language: In plain writing style, it is important to use simple, easy-to-
understand language. Avoid technical terms, jargon, and complex vocabulary that may be
difficult for readers to understand.

Use Short Sentences: Plain writing style typically uses short, clear sentences that are easy
to read and understand. This can help to maintain the reader's attention and ensure that
they are able to follow the content.

Focus on the Reader: In plain writing style, it is important to focus on the reader's needs and
interests. Use language that is appropriate for the reader's level of understanding and
consider their perspective when crafting the content.

Organize Information Clearly: Organize information into clear, well-defined sections with
headings, subheadings, and bullet points. This can help to break up the content and make it
easier for readers to follow.
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5. Avoid Unnecessary Words: In plain writing style, it is important to avoid using unnecessary
words or phrases. Keep the content concise and to the point, and eliminate any words or
phrases that do not contribute to the overall message.

6. Use Active Voice: In plain writing style, the active voice is generally preferred over the
passive voice. This can help to create a sense of immediacy and engagement with the
reader.

7. Use Visual Aids: Incorporate visual aids, such as diagrams, charts, and images, to help
illustrate complex concepts or information. This can help to make the content more
engaging and easier to understand.

Guidelines for a persuasive writing style:

1. Clearly Define the Message: In persuasive writing style, it is important to clearly define the
message or argument being presented. This can be achieved through a clear and concise
thesis statement that summarizes the main point or argument of the piece.

2. Use Rhetorical Strategies: Rhetorical strategies, such as emotional appeals, logic, and
evidence, can be used to persuade the reader to accept the argument being presented.
Writers can use these strategies to create a compelling and persuasive message that
resonates with the reader.

3. Address the Counterarguments: In persuasive writing style, it is important to address the
counterarguments that may be presented by the opposing side. By acknowledging and
refuting these arguments, writers can strengthen their own argument and increase the
persuasive impact of their message.

4. Use Vivid Language: Vivid and descriptive language can be used to create an engaging and
persuasive message. Writers can use vivid imagery, metaphors, and other literary devices to
create an emotional connection with the reader.

5. Use Active Voice: In persuasive writing style, the active voice is generally preferred over the
passive voice. This can help to create a sense of immediacy and engagement with the
reader.

6. Use Credible Sources: Persuasive writing style often relies on the use of credible sources,
such as research studies, expert opinions, and statistics. These sources can be used to
support the argument being presented and increase the persuasive impact of the message.

7. Edit and Revise Carefully: Persuasive writing style requires careful attention to detail and a
willingness to revise and edit. Writers should take the time to review their work and make
revisions as necessary to ensure that their writing is clear, concise, and persuasive.

Guidelines for a journalistic writing style:

1. Use a Clear and Concise Style: In journalistic writing style, it is important to use clear and
concise language. Use short sentences and paragraphs, and avoid complex sentence
structures or jargon that may be difficult for readers to understand.

2. Use an Inverted Pyramid Structure: Journalistic writing style often uses an inverted pyramid
structure, with the most important information presented at the beginning of the article,
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followed by additional details and background information in descending order of
importance.

Be Objective: Journalistic writing style should strive to be objective and impartial, presenting
the facts and information in a neutral and balanced manner. Avoid presenting personal
opinions or biases in the reporting.

Use Quotes and Attribution: Journalistic writing style often incorporates quotes and
attribution from sources to provide additional context and insight into the topic being
covered.

Use Active Voice: In journalistic writing style, the active voice is generally preferred over the
passive voice. This can help to create a sense of immediacy and engagement with the
reader.

Edit and Revise Carefully: Journalistic writing style requires careful attention to detail and a
willingness to revise and edit. Writers should take the time to review their work and make
revisions as necessary to ensure that their writing is clear, concise, and accurate.

Keep the Reader in Mind: Journalistic writing style should be tailored to the reader's
interests and needs. Keep the content engaging and relevant to the reader, and consider
their perspective when crafting the article.

Guidelines for a diplomatic writing style:

1.

Use Formal Language: Diplomatic writing style often makes use of formal language and
vocabulary. Use precise and accurate terminology that is appropriate for the subject matter.

Be Polite and Diplomatic: In diplomatic writing style, it is important to be polite, respectful,
and diplomatic. Use language that is courteous and deferential, avoiding any language that
may be seen as confrontational or aggressive.

Use Rhetorical Strategies: Diplomatic writing style often relies on the use of rhetorical
strategies, such as persuasive language and emotional appeals, to create a compelling and
persuasive message.

Use Active Voice: In diplomatic writing style, the active voice is generally preferred over the
passive voice. This can help to create a sense of immediacy and engagement with the
reader.

Be Concise: Diplomatic writing style often requires being concise and to the point, while also
conveying important information in a clear and understandable manner.

Use Diplomatic Terminology: Diplomatic writing style often relies on the use of diplomatic
terminology, such as formal titles and honorifics, to convey respect and deference to others.

Edit and Revise Carefully: Diplomatic writing style requires careful attention to detail and a
willingness to revise and edit. Writers should take the time to review their work and make
revisions as necessary to ensure that their writing is clear, precise, and diplomatic.
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Guidelines for a narrative writing style:

1.

Create a Compelling Story: Narrative writing style should aim to create a compelling and
engaging story that draws in the reader. Use vivid language, descriptive imagery, and
emotional appeals to create a narrative that resonates with the reader.

Use Dialogue: Incorporate dialogue into the narrative to bring the characters and events to
life. Use natural, authentic dialogue that reflects the personalities and motivations of the
characters.

Use Descriptive Language: In narrative writing style, descriptive language is important to
help the reader visualize the characters and events. Use sensory details, such as sights,
sounds, and smells, to create a vivid and immersive experience for the reader.

Structure the Narrative: Narrative writing style should follow a clear and coherent structure,
with a beginning, middle, and end. Use a clear and consistent narrative arc to build tension
and maintain the reader's interest.

Show, Don't Tell: In narrative writing style, it is important to show the characters and events
through actions and dialogue, rather than simply telling the reader about them. This can help
to create a more immersive and engaging narrative experience.

Use Active Voice: In narrative writing style, the active voice is generally preferred over the
passive voice. This can help to create a sense of immediacy and engagement with the
reader.

Guidelines for an informal writing style:

1.

Write in a conversational tone: Imagine that you're having a conversation with your reader,
and write in a way that reflects that. Use contractions, colloquial language, and sentence
structures that sound natural in spoken language.

Keep it simple: Avoid using overly complex vocabulary or sentence structures that might
confuse your reader. Instead, focus on using simple and clear language that is easy to
understand.

Use humor (when appropriate): If the situation allows for it, adding a touch of humor to your
writing can help to engage your reader and make your message more memorable. Just be
careful not to go overboard or use humor that might be inappropriate.

Use personal anecdotes: Personal stories or examples can help to make your writing more
relatable and engaging. They can also help to illustrate the point you're trying to make in a
way that is more interesting and memorable than a dry explanation.

Write with your audience in mind: When writing informally, it's important to consider who
your audience is and what their preferences and expectations might be. Writing for a
younger audience, for example, might require a different tone and style than writing for an
older, more formal audience.

Guidelines for a direct writing style:
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Use simple and concise language: Avoid using complex words or phrases that may confuse
the reader. Use short and simple sentences that are easy to understand.

Be specific: Use specific details and examples to illustrate your point. This helps the reader
to better understand what you are trying to say.

Get to the point: Start with the most important information first, and avoid unnecessary
background or context. This helps the reader to quickly understand the main idea.

Use active voice: Writing in the active voice can make your writing more direct and
impactful. Instead of saying "the decision was made," say "we made the decision."

Use bullet points: Bullet points can help to break up long paragraphs and make your writing
more scannable. Use bullet points to highlight key information or to organize a list of items.

. Avoid unnecessary fluff: Remove any unnecessary words or phrases that don't add value to
your writing. This can help to make your writing more concise and direct.

Use strong verbs: Using strong verbs can make your writing more direct and powerful.
Instead of saying "the report was sent to the committee," say "we sent the report to the
committee."
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Appendix 12: Sentence Types

Simple Sentences:

A simple sentence consists of one independent clause, which means it has a subject and a verb
and expresses a complete thought.

e The UN General Assembly meets every year in September.

¢ Climate change is a global issue that affects every country.

¢ UNICEF provides humanitarian aid to children in crisis situations.

e The UN Security Council is responsible for maintaining international peace and security.
o The UNDP works to promote sustainable development and eradicate poverty worldwide.

Compound Sentences:

Compound sentences: A compound sentence consists of two or more independent clauses
joined together by a coordinating conjunction (such as "and," "or," or "but"). Each independent
clause expresses a complete thought on its own.

e The UN Global Compact promotes corporate social responsibility, and its participants
commit to upholding ten principles in the areas of human rights, labor, environment, and
anti-corruption.

e The UN Charter was signed in 1945, and it sets out the purposes and principles of the
United Nations.

o The UNFPA works to promote sexual and reproductive health and rights, and it supports
access to family planning and maternal health services.

e The UNHCR provides protection and assistance to refugees and other forcibly displaced
persons, and it works to find durable solutions to their situations.

e The UNICEEF is funded entirely by voluntary contributions from governments, non-
governmental organizations, and individuals, and it works to promote the rights and well-
being of every child.

Complex Sentences:

Complex sentences: A complex sentence consists of an independent clause and one or more
dependent clauses. A dependent clause contains a subject and a verb, but it does not express a
complete thought on its own and relies on the independent clause to make sense.

e The UN General Assembly adopted the Universal Declaration of Human Rights in 1948,
which states that all human beings are born free and equal in dignity and rights, and that
everyone has the right to life, liberty, and security of person, among other rights.

e The UN Office for the Coordination of Humanitarian Affairs works to ensure a coherent
and effective response to emergencies, and it works closely with humanitarian partners
to deliver life-saving assistance to people affected by disasters and conflicts.

e The UN Security Council has the authority to impose sanctions on countries that
threaten international peace and security, and it can authorize the use of force in some
cases to maintain or restore peace.
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The UN Framework Convention on Climate Change was adopted in 1992, and it aims to
stabilize greenhouse gas concentrations in the atmosphere to prevent dangerous human
interference with the climate system.

The UNDP works to promote democratic governance, and it supports countries in
building institutions that are accountable, inclusive, and responsive to the needs of their
citizens.

Compound-Complex Sentences:

Compound-complex sentences: A compound-complex sentence consists of two or more
independent clauses and one or more dependent clauses. It combines the features of both
compound and complex sentences.

The UN Sustainable Development Goals were adopted in 2015, and they aim to end
poverty, protect the planet, and ensure prosperity for all, and they include 17 goals and
169 targets that require collective action from governments, civil society, and the private
sector.

The UN High Commissioner for Human Rights is responsible for promoting and
protecting human rights worldwide, and the office works to strengthen national human
rights institutions, provide technical assistance to governments, and monitor human
rights situations in different countries.

The UN Convention on the Rights of the Child was adopted in 1989, and it sets out the
civil, political, economic, social, and cultural rights of children, and it requires states
parties to take measures to ensure that children's rights are protected and promoted.
The UN Women is dedicated to promoting gender equality and women's empowerment,
and it works to support women's leadership and participation in decision-making, end
violence against women and girls, and promote women's economic empowerment.

The UN Office on Drugs and Crime works to promote justice and security worldwide, and
it supports countries in preventing and combating transnational organized crime, drug
trafficking, corruption, and terrorism, and it works to promote the rule of law and human
rights.
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Appendix 13: Tips for Summary Writing

1. Understand the main idea: Before you start writing a summary, it's essential to understand
the main idea or purpose of the text you're summarizing. This will help you to identify the
most important information and avoid including unnecessary details.

2. Read the text carefully: Read the text carefully and highlight or underline the most critical
points. It can help you to stay focused and avoid missing essential information.

3. Use your own words: When writing a summary, avoid copying the original text word-for-
word. Instead, try to use your own words and rephrase the information in a concise manner.

4. Focus on the main points: Your summary should focus on the most critical points and main
ideas presented in the original text. Avoid including minor details or tangential information
that does not contribute to the central message.

5. Be concise: Summaries should be brief and to the point. Aim to condense the information as
much as possible while still maintaining the essential information and main ideas.

6. Use objective language: When writing a summary, use objective language and avoid
inserting your opinions or personal biases. Summaries should be neutral and present the
information in a straightforward manner.

7. Check for accuracy: Always check your summary for accuracy and ensure that you have
represented the original text accurately. It can be helpful to read your summary out loud to
ensure that it flows well and makes sense.

8. Edit and revise: Once you have written your summary, take the time to edit and revise it

carefully. Look for any errors in grammar, punctuation, or spelling and ensure that your
summary is clear, concise, and accurate.

Original: https://news.un.org/en/story/2002/02/28072-3000-languages-world-face-extinction-unesco-warns

Fully half of the world’s approximately 6,000 languages are under threat, seriously endangered
or dying, according to the United Nations Educational, Cultural and Scientific Organization
(UNESCO), which today marked International Mother Language Day.

UNESCO’s updated Atlas of the World’s Languages in Danger of Disappearing reports that
some 50 European languages are in danger, while in Asia, the situation is “uncertain in many
parts of China.” India has maintained its linguistic diversity thanks to government policies. The
Pacific region’s over 2,000 languages are generally “alive and well,” but there are several “crisis
areas” including New Caledonia, where French has had a “devastating influence,” and Australia,
where a record number of languages have disappeared.

Africa is linguistically the least-known continent, according to the Atlas, which notes that out of
the 1,400 or so local African languages, between 500 and 600 are on the decline, and 250 are
under immediate threat of disappearing. In North America, very few Inuit Eskimo languages
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have survived the pressure from English and French. For several years now, Canada has been
working to save these languages, along with 104 Amerindian tongues that survive. In the United
States, less than 150 Indian languages have survived out of the several hundred that were
spoken there before the arrival of Europeans.

In Central and South America, there is not as much language diversity as elsewhere because of
“the extermination of entire peoples in eastern Brazil, Argentina and Uruguay,” UNESCO said.
Many Indian languages are under pressure from Spanish and Portuguese.

Moribund or even extinct languages can be saved through determined policies, UNESCO said,
citing the example of Japan, where Ainu — spoken by only eight people on the island of
Hokkaido in the late 1980s — is being revived. Sometimes languages that have actually died
have been “raised from the dead,” such as Cornish, in England, which became extinct in 1777
but has been revived in recent years; nearly 1,000 people now speak it as a second language.

“On International Mother Language Day, all languages are given equal recognition, for each is a
unique response to the human condition and each is a living heritage we should cherish,” said
UNESCO Director-General Koichiro Matsuura.

Summary

Approximately half of the world’s 6,000 languages are at risk of disappearing, according to the
United Nations Educational, Cultural and Scientific Organization (UNESCO) on International
Mother Language Day. UNESCO’s updated Atlas of the World’s Languages in Danger of
Disappearing reveals that 50 European languages are under threat, with the situation uncertain
in many parts of China. In India, government policies have helped to maintain the country’s
linguistic diversity. In Africa, 500-600 of the continent’s 1,400 languages are declining, with 250
at risk of disappearing. In North America, few Inuit Eskimo languages remain. In South America,
many Indian languages are under pressure from Spanish and Portuguese. UNESCO says that
languages at risk can be saved through determined policies.
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Appendix 14: Tips for Effective Notetaking

e Be prepared: Make sure you have the right tools, such as a notebook or digital note-
taking app, and any necessary materials, such as handouts or agendas.

o Listen actively: Pay attention to what is being said and try to focus on the main points.

o Use abbreviations and symbols: Use abbreviations and symbols to save time and space
when taking notes.

o Record key phrases and concepts: Write down key phrases and concepts that capture
the main points of the discussion.

¢ Organize your notes: Use headings, bullet points, or numbering to organize your notes
into different sections or categories.

e Stay engaged: Stay engaged in the discussion and try to participate when appropriate.
This can help you better understand the discussion and identify key points to record in
your notes.

¢ Review your notes: Review your notes after the meeting to ensure that you have
captured all important information.

e Summarize the discussion: Summarize the discussion in your own words to ensure that
you have a clear understanding of the key points.

e Avoid copying verbatim: Avoid copying the discussion word for word, and instead focus
on capturing the main points and key phrases.

o Keep it simple: Keep your notes simple and easy to understand, using clear and concise
language.
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Appendix 15: Acronyms

UN - United Nations

UNDP - United Nations Development Programme

UNICEF - United Nations Children's Fund

UNHCR - United Nations High Commissioner for Refugees

WHO - World Health Organization

UNESCO - United Nations Educational, Scientific and Cultural Organization
FAO - Food and Agriculture Organization

ILO - International Labour Organization

ITU - International Telecommunication Union

10. UNCTAD - United Nations Conference on Trade and Development
11. UNFPA - United Nations Population Fund

12. UNODC - United Nations Office on Drugs and Crime

13. UNOPS - United Nations Office for Project Services

14. UNRWA - United Nations Relief and Works Agency for Palestine Refugees in the Near East
15. UNWTO - United Nations World Tourism Organization

16. WFP - World Food Programme

17. OCHA - Office for the Coordination of Humanitarian Affairs

18. UNIDO - United Nations Industrial Development Organization

19. UNAIDS - Joint United Nations Programme on HIV/AIDS

20. UNISDR - United Nations Office for Disaster Risk Reduction

21. UNOG - United Nations Office at Geneva

22. UNON - United Nations Office at Nairobi

23. UNOQV - United Nations Office at Vienna

24. UNFCCC - United Nations Framework Convention on Climate Change
25. UNCITRAL - United Nations Commission on International Trade Law
26. UNHABITAT - United Nations Human Settlements Programme

27. UNISFA - United Nations Interim Security Force for Abyei

28. UNITAR - United Nations Institute for Training and Research

29. UNMAS - United Nations Mine Action Service

30. UNMISS - United Nations Mission in South Sudan

31. UNOCI - United Nations Operation in Cote d'lvoire

32. UNAMA - United Nations Assistance Mission in Afghanistan

33. UNAMID - African Union/United Nations Hybrid operation in Darfur
34. UNAMI - United Nations Assistance Mission for Iraq

35. UNIFIL - United Nations Interim Force in Lebanon

36. UNMIK - United Nations Interim Administration Mission in Kosovo
37. UNMISET - United Nations Mission of Support in East Timor

38. UNOCI - United Nations Operation in Céte d'lvoire

39. UNOMIG - United Nations Observer Mission in Georgia

40. UNOMIIL - United Nations Observer Mission in Liberia

41. UNOMSIL - United Nations Observer Mission in Sierra Leone

42. UNOMUR - United Nations Observer Mission Uganda-Rwanda

43. UNPROFOR - United Nations Protection Force

44. UNRISD - United Nations Research Institute for Social Development
45. UNSCOM - United Nations Special Commission

46. UNSSC - United Nations System Staff College

47. UNTAC - United Nations Transitional Authority in Cambodia

48. UNTAET - United Nations Transitional Administration in East Timor
49. UNTAG - United Nations Transition Assistance Group

50. UNWRA - United Nations Relief and Works Agency
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