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Notes

Guidelines on Protocol for 
Permanent Missions to the 
International Seabed Authority



Guidelines on Protocol for  
Permanent Missions to the 
International Seabed Authority

Establishment of a permanent mission
A member State of the International Seabed Authority may establish a permanent 
mission at the seat of the Authority, and appoint a permanent representative.  
In conformity with international law and United Nations practice, the term  
“permanent mission” means a mission of permanent character, representing the 
State, sent by a State member of the organization to the Authority.

Credentials of newly appointed permanent representatives must be issued either 
by the Head of State or by the Head of the Government or by the Minister of 
Foreign Affairs, and shall be transmitted to the Secretary-General.

As a guide to the drafting of credentials for permanent representatives the 
following standard form of credentials, adapted from the standard form used by 
the United Nations, is reproduced:

“Whereas the Government of……has set up at the 
seat of the International Seabed Authority a perma-
nent mission to maintain necessary contact with the 
Secretariat of the Authority,

Now therefore we……[name and title] have appointed 
and by these presents do confirm as permanent repre-
sentative to the International Seabed Authority His/
Her Excellency……[name]……[title].

He/She is also authorized to designate a substitute to 
act temporarily on his/her behalf after due notice to 
the Secretary-General.

In faith whereof we have signed these presents at …… 
on ……

[Signature and title]

[Head of State, Head of Government or 

Minister for Foreign Affairs]”

For practical reasons, member States may prefer to accredit their newly appointed 
permanent representatives to all organs of the Authority. In such cases, the letter of 
credentials should contain the following paragraph:

“His/Her Excellency……is instructed to represent the 
Government of……in all organs of the Authority.”
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Appointment of a permanent representative
When a new permanent representative is to be appointed to the International 
Seabed Authority, it is requested that the permanent representative (designate) 
submits a curriculum vitae to the Secretariat prior to the presentation of  
credentials to the Secretary-General.

The Secretariat of the International Seabed Authority will then make the necessary 
arrangements, such as fixing the date and time, for the new permanent  
representative to present his/her letter of credentials to the Secretary-General.

On the day and time agreed upon, the new permanent representative will be 
escorted to the office of the Secretary-General for the ceremony of the  
presentation of credentials.

It is expected that, at the time of presentation of credentials, the new permanent 
representative will make a brief statement to the Secretary-General.

The Secretariat will issue a special press release containing biographical data on the 
new permanent representative and announcing his/her presentation of credentials 
to the Secretary-General. A photographer will take an official portrait of the new 
permanent representative while presenting his/her letter of credentials to the 
Secretary-General.

A new permanent representative usually informs all other permanent  
representatives in writing that he/she has presented his/her letter of credentials to 
the Secretary-General and assumed his/her duties.

The Secretariat will forward a notification of additional representatives to the new 
permanent representative inviting him/her to forward the names of persons to be 
designated as members of the permanent mission.

The Secretariat will notify the Ministry of Foreign Affairs and Foreign Trade of the 
host country of the names of permanent representatives and members of  
permanent missions. 

Letters and Notes Verbales
All correspondence to the Secretariat of the International Seabed Authority 
should be signed by either the permanent representative or the chargé d’affaires, 
bearing his/her full signature. Notes verbales are normally used to communicate 
routine administrative matters, other than personnel. They should bear the 
official seal and the initials of the responsible officer. All diplomatic movements, 
appointments, promotions, departures, etc., should be announced in a letter to the 
Secretary-General.

Changes in permanent missions
Permanent missions are requested to inform the Secretariat of any changes in the 
address or telephone numbers of their office.

65



Temporary absence of a permanent representative
Before absenting himself/herself from the permanent mission for any length of 
time, the permanent representative is requested to notify the Secretary-General of 
the name of the member of the permanent mission who will perform the duties of 
head of the permanent mission in the capacity of chargé d’affaires a.i. during the 
absence of the permanent representative.

Since a chargé d’affaires a.i. cannot appoint himself/herself or another chargé 
d’affaires, should there be several consecutive chargés d’affaires a.i. during the 
absence of the permanent representative, their names and the dates of their 
respective appointments should be communicated to the Secretary-General by the 
permanent representative before his/her departure. The permanent representative 
should also notify the Secretary-General of the date of his/her resumption of 
duties.

Termination of service at permanent missions
Before relinquishing his/her post, a permanent representative should inform the 
Secretary-General in writing and, at the same time, communicate the name of the 
member of the permanent mission who will act as chargé d’affaires a.i. pending 
the arrival of the new permanent representative.

International Seabed Authority identification cards
Prior to the presentation of his/her credentials to the Secretary-General, the 
Secretariat will arrange for the issuance of an Identification Card to the permanent 
representative. This Identification Card identifies the holder as a permanent 
representative, authorizes his/her entry to the Secretariat building and also serves 
as a grounds pass during meetings of the Authority.

After notification of the names of members of the permanent mission has been 
received, the Secretariat will contact them to arrange for the issuance of an 
Identification Card.

Identification Cards for permanent representatives and members of the permanent 
mission differ as to their colour symbols and have space provided for a photograph 
of the bearer.

International Seabed Authority Identification Cards are the property of the 
International Seabed Authority and should be returned to the Secretariat prior to 
the departure of the holder from Kingston.
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Entry in the International Seabed 
Authority Handbook
The Secretariat publishes this handbook once a year. In this publication all the 
permanent missions are listed with their addresses, telephone and telefax numbers, 
the dates of national holidays, the names, diplomatic ranks and functional titles, 
forms of address, titles, etc., of all members of the permanent mission. The listings 
relating to the permanent missions are based on the information communicated 
to the Secretariat by the permanent missions and their publication is intended for 
the use of delegations and the Secretariat. In order for the listings to be accurate, 
the names, form of address, diplomatic rank and functional titles of the diplomats 
should be written according to the wishes of the mission concerned.
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Documentation
The official documents issued by the International Seabed Authority begin with 
the letters “ISBA.” Documents of the first two sessions do not have a sessional 
number (e.g. ISBA/A/1), but from the third session on they do (e.g. ISBA/3/A/1).

Formal A (Assembly) and C (Council) documents each appear in four series,  
-/1; -/L.1; -/WP.1; and -/INF.1, corresponding to main documents, documents 
with limited distribution, working papers and information papers respectively.  
In addition to A and C documents there are the following series:

- ISBA/FC (Finance Committee)

- ISBA/LTC (Legal and Technical Commission)

As with the Preparatory Commission, there are no verbatim or summary records 
of meetings. Sound recordings are made and retained.

An account of the meetings may be found in the press releases issued by the 
Authority, but these are not official records and are not necessarily accurate.

Official accounts of the work of the Authority are to be found in the successive 
statements of the Presidents of the Assembly and the Council on the work of their 
organs, and the annual reports of the Secretary-General.

The Authority publishes annually a compendium of selected decisions and 
documents from each session. Each volume contains an index to the main 
documents of the Assembly and Council. The volume for 2006 also contains a 
cumulative index to the main documents of the Assembly and Council from the 
first session (1994) to the eleventh session (2005) (Selected Decisions 12, 47-69).



Publications
The regular publications of the Authority include this Handbook, an annual  
compendium of selected decisions and documents of the Assembly and Council, 
and the reports of the technical workshops convened by the Authority. In 
addition, studies are published related to the substantive work of the Authority. 
Where indicated, publications are available in E (English), F (French) or S 
(Spanish).

Forthcoming Publications
•	 Mining of Cobalt Rich Ferromanganese Crusts and Polymetallic Sulphides 

– Technological and Economic Considerations: Proceedings of the 31 July - 4 
August 2006 workshop held in Kingston, Jamaica 

•	 Cobalt-Rich Crusts and the Diversity of Distributions Patterns of Seamount 
Fauna: Proceedings of the 27-31 March 2006 workshop held in Kingston.

•	 Establishment of environmental baselines at deep seafloor cobalt-rich crusts 
and polymetallic sulphide mine sites in the Area : Proceedings of the 16-20 
September 2004 workshop held in Kingston, Jamaica.

•	 Development of a geological model of the polymetallic nodule resources in the 
Clarion-Clipperton Fracture Zone : Proceedings of the 13-20 May 2003  
workshop held in Nadi, Fiji. 

Selected Decisions
•	 Selected Decisions and Documents of the First, Second and Third Sessions 

(ISA/98/01, E/F/S)

•	 Selected Decisions and Documents of the Fourth Session (ISA/99/01, E/F/S)

•	 Selected Decisions and Documents of the Fifth Session (ISA/99/06, E/F/S)

•	 Selected Decisions and Documents of the Sixth Session (ISA/00/02, E/F/S) – 
ISBN: 976-610-310-0 (E), 976-610-350-X (F), 976-610-351-8 (S)

•	 Selected Decisions and Documents of the Seventh Session (ISA/01/03, E/F/S) – 
ISBN: 976-610-396-8 (E), 976-610-397-6 (F), 976-610-396-8 (S)

•	 Selected Decisions and Documents of the Eighth Session (ISA/02/03, E/F/S) – 
ISBN: 976-610-500-6 (E), 976-610-502-2 (F), 976-610-501-4 (S)

•	 Selected Decisions and Documents of the Ninth Session –  
ISBN: 976-610-581-2 (E), 976-610-583-9 (F), 976-610-582-0 (S)

•	 Selected Decisions and Documents of the Tenth Session –  
ISBN: 976-610-704-1 (E), 976-610-706-8 (F), 976-610-705-X (S)

•	 Selected Decisions and Documents of the Eleventh Session – 
ISBN: 976-95155-1-5 (E), 976-95155-3-1 (F), 976-95155-2-3 (S)

•	 Selected Decisions and Documents of the Twelfth Session - ISBN: 978-976-
95155-4-3 (E), 978-976-95155-5-0 (F), 978-976-95155-6-7 (S)
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Basic Documents
The Law of the Sea: Compendium of Basic Documents1. 
International Seabed Authority in collaboration with The 
Caribbean Law Publishing Company - ISBN 976-610-374-7 
(pbk) - ISBN 976-610-373-9 (hardcover with slipcase)

The Law of the Sea Compendium of Basic Documents is the 
complete reproduction of the 1982 UN Convention on the 
Law of the Sea, two implementing agreements of 1994 and 
1995, 2000 Regulations on Prospecting and Exploration for 
Polymetallic Nodules in the Area, Selected resolutions of the 
UN General Assembly, Final Acts of the 3rd United Nations 
Conference on the Law of the Sea (UNCLOS III) and the UN 
Conference on Straddling Fish Stocks and Highly Migratory 
Fish Stocks as well as introductory material of great historical 
significance reproduced from UNCLOS III.

1 	 Available from The Caribbean Law Publishing Company, 11 Cunningham Avenue,  
Kingston 6, Jamaica. Telephone: (876) 978-0745, Fax: (876) 978-1156,  
Email: clp@ianrandlepublishers.com  

The International Seabed Authority: Basic Texts (E/F/S) 
(ISBN 976-610-547-2 ) This Compendium of Basic Texts 
of the International Seabed Authority contains the full text 
of relevant organizational decisions of the various organs and 
bodies of the Authority as well as a number of decisions and 
documents relating to the external relations of the Authority. 
Each section of this Compendium includes a short factual 
commentary on the origin of the text concerned, together with 
a list of source documents. 

Rules of Procedure of the Assembly (ISA/99/03, E/F/S)

Rules of Procedure of the Council (ISA/99/04, E/F/S)

Financial Regulations of the Authority / Rules of Procedure of 
the Finance Committee (ISA/00/01, E/F/S) 
ISBN 976-610-290-2

Workshop reports
Deep Seabed Polymetallic Nodule Exploration: Development 
of Environmental Guidelines: Proceedings of the International 
Seabed Authority’s Workshop, Sanya, Hainan Island, People’s 
Republic of China, 1-5 June 1998 (ISA/99/02) 
ISBN 976-610-289-9

Development of procedures and guidelines to establish 
environmental baselines in which to assess likely effects on the 
marine environment of activities in the “Area.”
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Proposed Technologies for Mining Deep-Seabed Polymetallic 
Nodules: Proceedings of the International Seabed Authority’s 
Workshop, Kingston, Jamaica, August 3-6, 1999. (ISA/01/07) 
-ISBN 976-610-311-9

Examines developments for cost-effective technologies for 
deep seabed mining and progress made in exploration and 
exploitation technologies. 

Minerals other than Polymetallic Nodules of the International 
Seabed Area: Proceedings of the International Seabed Authority's 
Workshop, Kingston, Jamaica,  June 26-30, 2000. (ISA/04/01) 
- ISBN 976-610-647-9

Proposals and recommendations on the future development of 
minerals other than polymetallic nodules found in marine area 
beyond the limits of national jurisdiction.

Standardization of Environmental Data and Information: 
Development of Guidelines: Proceedings of the 2001 
International Seabed Authority’s Workshop, Kingston, Jamaica, 
June 25-29, 2001. (ISA/02/02)

Proposals and recommendations for standardization of data as 
a basis for facilitating work of the contractors in establishing 
environmental baselines and subsequent monitoring of the 
effects of activities on the marine environment.

Prospects for international collaboration in marine 
environmental research to enhance understanding in the deep-
sea environment: Proceedings of the 29 July - 2 August 2002 
Workshop held in Kingston, Jamaica. ISBN: 976-610-558-8

Technical reports and studies
Global non-living resources on the extended continental shelf: 
Prospects at the year 2000. ISA Technical Study No. 1, 2001 - 
ISBN 976-610-375-5

A report that examines the non-living resource potential of the 
portion of the continental shelf extending beyond 200 nautical 
miles from the baseline. 
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Polymetallic massive sulphides and cobalt-rich ferromanganese 
crusts: status and prospects. ISA Technical Study No. 2, 2002 
– ISBN 976-610-467-0

This publication comprises four presentations from the annual 
workshops on deep ocean mineral resources beyond the limits of 
national jurisdiction held in Kingston, Jamaica in June 2000.

 
Patents Issued for Technologies for Deep Seabed Polymetallic 
Nodule Exploration and Mining (1960 -1998);  
2 CD Pack – ISBN 976-610-389-5

Other publications
Secretary-General’s Informal Consultations on Outstanding 
Issues relating to the Deep Seabed Mining Provisions of the 
United Nations Convention on the Law of the Sea: Collected 
Documents, 2002 – ISBN 976-610-454-9

This publication is a compilation of the full texts of the 
documents during the Secretary-General’s informal consultations 
on outstanding issues relating to the deep seabed mining 
provisions of the Law of the Sea, 1990 – 1994. The Agreement, 
adopted in 1994, introduced significant changes to the regime 
for deep seabed mining and paved the way for universal 
participation in the Convention. 

Official Documents of the Assembly and Council of the 
International Seabed Authority: 1995 – 2000  
(CD) - ISBN 976-610-349-6

 
 
 
Legislative history of the “Enterprise” under the United Nations 
Convention on the Law of the Sea and the Agreement relating 
to the Implementation of Part XI of the Convention, 2002 - 
ISBN 976-610-468-9

This publication traces the legislative history of the Enterprise 
– the Authority’s commercial arm – and facilitates a better 
understanding of the process surrounding its establishment. 
The study is compiled in three parts: Part 1 – introduction, 
Part 2 on work done by UNCLOS III and Part 3 dealing 
with developments during the Secretary-General’s informal 
consultations on Part XI. 	
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The Secretariat

The Development of the Regime for Deep Seabed Mining, 2002 
- ISBN 976-610-503-0

This publication is a reprint of the Introduction to Volume VI 
of the University of Virginia, Center for Oceans Law and Policy, 
commentary on the 1982 UN Convention on the Law of the 
Sea. It was published by the Authority to mark the twentieth 
anniversary of the adoption of the Convention in New York on 
30 April 1982 and its opening for signature at Montego Bay in 
Jamaica on 10 December 1982. 

Law of the Sea Conferences (1968-1994): Documents.  
3 CD Pack: E/F/S

Proceedings of the Twentieth Anniversary Commemoration of 
the opening for signature of the United Nations Convention on 
the Law of the Sea - ISBN 976-610-616-9

A joint UN.DAOLOS/ISA publication on the proceedings of 
the commemorative meetings held 9-10 December 2002, in 
New York.

Marine Mineral Resources: Scientific Advances and Economic 
Perspectives - ISBN 976-610-712-2

A joint UN.DAOLOS/ISA publication commemorating the 
tenth anniversary of the coming into force of the 1982 United 
Convention on the Law of the Sea.

Tenth Anniversary Commemoration of the Establishment of the 
International Seabed Authority - ISBN: 976-95155-07

Except where otherwise indicated, publications may be ordered from:

Mrs. Michelle Bond, Librarian 
International Seabed Authority 
14-20 Port Royal Street, 
Kingston, Jamaica 
Tel: 	 1 (876) 922 9105-9, Ext. 223 
Fax:	 1 (876) 922 0195
Email: 	 mbond@isa.org.jm



Secretariat
The Secretariat is headed by the Secretary-General. It is organized into four 
functional units:

Office of the Secretary-General
Office of Resources and Environmental Monitoring
Office of Legal Affairs
Office of Administration and Management

Office of the Secretary-General
Mr. Satya N. Nandan	 Secretary-General

Mr. Nii Allotey Odunton	 Deputy to the Secretary-General

Mrs. Avril Pereira  	 Executive/Protocol Assistant

Office of Resources and Environmental Monitoring
Mr. Nii Allotey Odunton	 Deputy to the Secretary-General and 	
		  Interim Director-General of the 		
		  Enterprise (Secretary to the Assembly)

Mr. Jean-Baptiste Sombo Sombo	 Information Technology Manager

Mr. Vijay Kodagali	 Scientific Affairs Officer  
		  (Marine Geologist)

Ms. Anna Elaise	 Web/Publications Officer

Mr. Adam Cook	 Scientific Affairs Officer  
		  (Marine Biologist)

Mr. Markus Wengler	 GIS Officer

Office of Legal Affairs
Mr. Kening Zhang	 Senior Legal Officer

Ms. Gwénaëlle Le Gurun	 Legal Officer	

Ms. Michelle Bond	 Librarian

Office of Administration and Management
The Office of Administration and Management is a division of the Office of the 
Secretary-General. 

Mr. Fransiscus Mutidjo	 Acting Executive Officer - Adminstration

Ms. Bella Endeshaw	 Personnel Officer

Mr. Pablo Vidal	 Budget and Internal Oversight Officer

Mr. Delroy Bonitto	 Senior Security Officer	

79



Internal Telephone Directory

International Seabed Authority
14-20 Port Royal Street

Kingston Jamaica

Telephone: . . . . . . . . .         (1 876) 922-9105/9 

Telefax:  . . . . . . . . . . .           (1 876) 922-0195

Internet: . . . . . . . . . . .          www.isa.org.jm

E-mail: . . . . . . . . . . . .           postmaster@isa.org.jm

Office of the Permanent Observer for the  
International Seabed Authority to the United Nations

One United Nations Plaza, Room 1140
New York, N.Y. 10017, U.S.A.

Telephone: . . . . . . . . .         (212) 963-6470/6411 

Telefax:  . . . . . . . . . . .           (212) 963-0908
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Office of the Secretary-General
Name 	 Title 	 Ext. 	 Email-address 

Mr. Satya N. Nandan 	 Secretary-General 	 250 	 Snandan@isa.org.jm 

Mr. Nii Allotey Odunton 	 Deputy to the 	 254	 Nodunton@isa.org.jm 
	 Secretary-General 	

Ms. Avril Pereira 	 Executive/Protocol 	 250 	 Apereira@isa.org.jm 
	 Assistant	  

Office of Resources and  
Environmental Monitoring

Direct Fax number:  967 0801
Name 	 Title 	 Ext. 	 Email-address 

Mr. Nii Allotey Odunton 	 Deputy to the 	 254 	 Nodunton@isa.org.jm 
	 Secretary-General 	

Mr. Jean-Baptiste 	 Information	 258 	 Jssombo@isa.org.jm 
Sombo Sombo	 Technology Manager 		

Mr. Vijay Kodagali	 Scientific Affairs 	 249    vkodagali@isa.org.jm 
	 Officer  
	 (Marine Geologist)  

Ms. Anna Elaise 	 Web/Publications 	 238 	 AnnaE@isa.org.jm  
	 Officer

Mr. Adam Cook 	 Scientific 	 288 	 ACook@isa.org.jm 
	 Affairs Officer  
	 (Marine Biologist)	

Mr. Markus Wengler	 GIS Officer	 285	 mwengler@isa.org.jm

Ms. Margaret Holmes 	 Administrative 	 255 	 Mholmes@isa.org.jm 
	 Assistant to the 
	 Deputy to the  
	 Secretary-General 	

Mr. Rupert Beckford 	 Information 	 248 	 RBeckford@isa.org.jm 	
	 Technology Assistant 	
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Office of Legal Affairs

Direct fax number:  967 7487
Name 	 Title 	 Ext. 	 Email-address 

Mr. Kening Zhang 	 Senior Legal Officer 	 242 	 Kzhang@isa.org.jm 

Ms. Gwénaëlle Le Gurun 	 Legal Officer 	 247 	 glegurun@isa.org.jm

Ms. Michelle Bond 	 Librarian 	 223 	 Mbond@isa.org.jm 

Ms. Ena Harvey-Chen 	 Secretary 	 245 	 Echen@isa.org.jm 

Office of Administration  
and Management
Name 	 Title 	 Ext. 	 Email-address 

Mr. Fransiscus Mutidjo 	 Acting Executive 	 227 	 Fmutidjo@isa.org.jm 
	 Officer -  
	 Administration

Ms. Bella Endeshaw 	 Personnel Officer 	 230 	 BellaE@isa.org.jm

Mr. Pablo Vidal 	 Budget and 	 289 	 Pvidal@isa.org.jm 	
	 Internal Oversight  
	 Officer 	  

Mr Delroy Bonitto 	 Senior Security Officer 	239 	 dbonitto@isa.org.jm

Ms. Juliet Solomon 	 Personnel Assistant 	 222 	 Jgsolomon@isa.org.jm

Mr. Fitzroy Ferguson 	 Budget and Treasury 	 229 	 Fferguson@isa.org.jm 
	 Assistant 	

Mr. Robert McCalla 	 Finance Assistant 	 259 	 Rmccalla@isa.org.jm

Ms. Patrich Dinnall 	 Procurement 	 226 	 PDinnall@isa.org.jm 
	 Assistant 	

Mr. Enoch Allen 	 Security Officer 	 256 	 Eallen@isa.org.jm 

Mr. Renville Howard	 Security Officer	 221	 Rhoward@isa.org.jm

Mr. Derval Clarke 	 Driver 	 237 	 Dclarke@isa.org.jm 

Mr. Peter Palmer 	 Driver 	 257 	 Ppalmer@isa.org.jm

Mr. Oswald Love 	 Driver 	 224 	 OLove@isa.org.jm 
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Information for Delegates



I. General Information
Secretariat Headquarters 
The Headquarters of the International Seabed Authority are located in downtown 
Kingston adjacent to the Jamaica Conference Centre. The street address is second 
floor, 14 – 20 Port Royal Street. The Secretariat building is connected to the 
Jamaica Conference Centre.

Entrance 
The street entrance to the Secretariat building is located on Duke Street through 
the main gate of the Jamaica Conference Centre. Additional parking is available 
on the second floor of the UDC car park immediately behind the Jamaica 
Conference Centre.

The International Seabed Authority does not warrant or promise the safety of 
vehicles or property left in the UDC car park. Users of the car park acknowledge 
and accept that the International Seabed Authority cannot guarantee the safety of 
any vehicles, or property inside them.

Grounds passes and admission to meetings
The Secretariat issues grounds passes to members of delegations, including 
representatives of Member States and Observer States to the International Seabed 
Authority, intergovernmental organizations, specialized agencies and other entities 
having a standing invitation to participate as observers in the sessions and the 
work of the Assembly of the Authority.

In the interest of overall security, grounds passes must be displayed at all times 
while in the Conference Centre and Secretariat building.

Security 
The Security Service operates from the second floor of the Secretariat building.

In addition to providing security and safety to the staff members of the 
International Seabed Authority, the Security Service will:

(a)	 Issue grounds passes to visitors;

(b)  	 Assist in locating and notifying the Authority’s senior officials in an  
emergency;

(c)	 Liaise with national security representatives regarding protection  
arrangements for dignitaries;

(d)	  Liaise with local authorities whenever outside emergency assistance  
(e.g. ambulance, medical, police) is required;

(e)  	 Handle lost and found property. Lost property should be handed over to 
or claimed from the Security Service on the second floor of the Secretariat 
building.
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Missing grounds passes should be reported without delay to the Security Service. 

Delegates are reminded not to leave briefcases or any valuable items unattended at 
any time.

Unlawful incidents should be reported without delay to the Security Service.

Information
Bulletin boards displaying the programme of meetings are located on the ground 
floor of the Jamaica Conference Centre.

Protocol
During meetings of the International Seabed Authority, the Protocol Office will be 
located on the first floor of the Secretariat building. The Protocol Office provides 
delegations with the following services:

(a)	 Registers members of delegations attending meetings and approves issuance 
of 	grounds passes;

	 To expedite the registration process, delegations are requested to advise 
Protocol Office of the names of members of the delegation before arrival.

(b)	 Publishes the provisional list of delegations attending the meetings;

(c)	 Approves issuance of photo-identification passes to members of the Legal 
and Technical Commission and Finance Committee;

(d)   	Advises delegations on matters of protocol and diplomatic procedures;

(e)	 Ensures protocol coverage of all the official ceremonies at Headquarters 
(official visits, presentation of credentials, admission of new member  
States etc.);

(f )	 Deals with general inquiries regarding meetings.

Credentials
Credentials are required for representatives of member States of the International 
Seabed Authority, Observer States, United Nations Bodies, Intergovernmental 
Organizations, Non-Governmental Organizations, Specialized Agencies and other 
entities having a standing invitation to participate as observers in the sessions and 
the work of the Assembly.

The credentials of permanent representatives and the names of alternate 
representatives and advisers shall be submitted to the Secretary-General if possible 
not later than twenty-four hours after the opening of the session. The credentials 
shall be issued either by the Head of State or the Head of the Government, or 
by the Minister of Foreign Affairs or person authorized by him or, in the case 
of entities referred to in article 305, paragraph 1 (f ) of the United Nations 
Convention on the Law of the Sea, by another competent authority.  

II.  Services during meetings
Meetings services
The Secretariat is responsible for providing meetings services, including 
interpretation, the provision of meeting records, and the editing, translation, 
reproduction and distribution of documents.

Programme of meetings
The Secretariat prepares daily a programme of meetings for the following day. The 
programme is printed in the Journal, issued daily in English and French, giving 
the conference rooms and other relevant information concerning the meetings. 
Queries regarding the schedule of meetings may be addressed to the Secretariat.

The Secretariat will also advise delegations on the availability of meeting rooms 
and the availability of interpreters. 

Duration of meetings
Normally, morning meetings are scheduled from 10 a.m. to 1 p.m. and afternoon 
meetings from 3 p.m. to 6 p.m.

It is essential that meetings should start on time and that the above schedule be 
respected to the fullest extent possible. Therefore, delegations are urged to be  
present at the meeting on time. It is also advisable to schedule related meetings 
consecutively whenever possible to ensure the maximum utilization of available 
services.

Meetings of regional groups and other informal meetings can be accommodated 
only if and when services originally earmarked for regularly scheduled meeting  
are released.

Seating arrangements
The Secretariat is in charge of seating arrangements. In accordance with 
established practice the English alphabetical order of names is followed.

Interpretation
Statements made in any of the six official languages of the United Nations (Arabic, 
Chinese, English, French, Russian and Spanish) are interpreted into the other 
official languages. Any representative may also make a statement in a language 
other than the official languages. In such cases, the delegation in question must 
provide for interpretation into one of the official languages of the United Nations. 

Written translations of statements delivered in official languages
If written texts are provided in more than one official language, delegations 
should indicate clearly which of these is to be accepted as the official text. When 
delegations provide a written translation of their statement, they should specify 
on the first page of that text whether it should be “read out verbatim” or “checked 
against delivery.”
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If delegations wish their translations to be read out verbatim, any deviations from 
the text on the part of the speaker, including omissions and additions, are unlikely 
to be reflected in the interpretation.

If delegations believe that the speaker may deviate from the text, they should opt 
for “check against delivery” and the interpreters will follow the speaker and not the 
translation. In this case, delegations should be aware that the interpretation heard 
by the audience would not necessarily correspond to the translation that they 
might have distributed before or during the delivery of the statement. 

Representatives who take the floor in conference rooms should bear in mind 
that the microphone before them is inoperative until they have been called upon 
to speak by the chairman. In order to ensure the best possible recording and 
interpretation of their speeches, they should speak directly into the microphones 
and clearly, particularly when giving figures, quotations or highly technical 
material, and when reading from a prepared text.

Delegations are kindly requested to speak at a normal speed at all times to enable 
the interpreters to give an accurate and complete rendition of their statements. 
When statements are delivered at a high speed, the quality of the interpretation 
suffers.

Prepared texts of speeches
A minimum of 30 copies of the text of speeches to be delivered in plenary 
meetings of the Assembly and Council should be given in advance to the 
Secretariat in order to help it provide the best service. Failing this, delegations are 
urged to  
provide 6 copies for interpreters before the speaker takes the floor. If delegations 
wish to have the text of speeches distributed to delegations, observers, interpreters 
and press officers, 150 copies are required. 

Records of meetings 
In accordance with the Rules of Procedure, the Secretariat shall make and retain 
sound recordings of the meetings of the Assembly, the Council, and of its 
subsidiary organs, when it so decides. 

The Secretariat will, upon request, provide facilities to enable members of the 
Authority to consult such sound recordings.

Circulation of communications
Circulation of communications in the Assembly or Council from a delegation 
must be cleared in advance with the Secretariat. The circulation must be done by 
the delegation before the meeting starts.
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III.  Documents Facilities 
Translation and reproduction of documents
Delegations wishing to submit documents for consideration by the Assembly or 
Council should present them to the Secretary-General or to the Secretary of the 
body concerned. 

 The categories of documents are as follows:

(a)  	 The “General” series;

(b)	 The “Limited” series, the serial number of which is preceded by the letter 
“L.” This series comprises documents of a temporary nature such as draft  
resolutions and amendments thereto; 

 (c)  	 The “Restricted” series, the serial number of which is preceded by the letter 
“R.” This series contains only those documents whose content requires at 
the time of issuance that they should not be distributed generally;

(d)	 Conference room papers or working papers identified by the letters “CRP” 
or “WP” before the serial number. These are informal papers, in one or 
more languages, used in the course of a meeting or meetings and distributed 
only to participants and other interested recipients attending the meetings 
at which they are discussed. Conference room papers may later be converted 
into documents in the general, limited or restricted series or may have their 
contents incorporated into the report of the body concerned without further 
independent distribution.

Distribution of documents
As soon as they are issued, documents will be available for collection by 
delegations at the entrance to the Jamaica Conference Centre and in the meeting 
room. 

Documents will also be made available electronically on the Internet through the 
International Seabed Authority Home Page: http:// www.isa.org.jm.

Only International Seabed Authority documents will be distributed by the 
Secretariat.
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IV.  Media, Public and Library Services
Press releases 
During meetings of the Authority, daily press releases are issued in English and 
French only. These releases, which are prepared for the use of information media 
and are not official records, also contain background information.

Press releases are also made available electronically on the Internet through the 
Authority's website (http://www.isa.org.jm)

Library Services
The library is located on the second floor of the Secretariat building and is open 
Monday to Friday and observes the same working hours as the Secretariat. 

The library maintains a reference collection for use by permanent missions of 
member States, the delegations and the Secretariat of the International Seabed 
Authority, and researchers dealing with subjects related to the Law of the Sea and 
Ocean affairs. The library holdings encompass the range of topics included in the 
United Nations Convention on the Law of the Sea. In addition, the collection 
contains all documents of the Third United Nations Conference on the Law of 
the Sea, the Committee on the Peaceful Uses of the Seabed and the Ocean Floor 
beyond the Limits of National Jurisdiction, the Preparatory Commission for the 
International Seabed Authority and for the International Tribunal for the Law of 
the Sea, and the International Seabed Authority.

The library also maintains a collection of the Law of the Sea series publications of 
the Office of Ocean Affairs and the Law of the Sea of the United Nations.

The library is a member of SAIL, the Southeast Affiliate of the International 
Association of Aquatic and Marine Science Libraries and Information Centers 
(IAMSLIC).

Sales Publications
Sales publications of the International Seabed Authority may be acquired from  
the library.

Use of the library and internet access
The library is for reference purposes only; none of the publications may be taken 
out on loan. 

During the sessions of the Assembly, delegates may use the computers in the 
library for internet and email, and to access the library’s online catalogue of  
publications. 
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V.  Facilities and services for delegations
Dining room facilities
A dining room is located on the first floor of the Jamaica Conference Centre. 
During meetings the restaurant is open for breakfast from 7 – 9 a.m. Lunchtime is 
from 11.30 – 3 p.m. Daily menus are posted on the bulletin board at the entrance 
to the dining room.

There is a coffee station for the use of delegates in the Harbour Lounge at the 
back of Meeting Rooms 1 and 2. 

Delegates’ guests
Unaccompanied guests or visitors wishing to meet a delegate will be directed to 
the Security Office on the second floor of the Secretariat building. Members of 
delegations will be expected to accompany their guests at all times while on the 
premises and escort them while leaving the premises. 

Telecommunications services
Delegates may use telephones and fax machines through the telephone operator at 
the reception desk. Local and international calls can be made through the operator 
or by using (international) calling cards.

The telephone number for the Secretariat of the International Seabed Authority is 
922-9105/9. All officials of the Authority may be contacted through this number.

Banking facilities
The nearest banking facility to the Jamaica Conference Centre is the Bank of 
Nova Scotia (Ja.) Ltd., Corner Duke and Port Royal Streets, telephone 922-1000 
or 922-1020

Opening hours: Monday – Thursday: 8.30 a.m. - 2.30 p.m.  
and Friday 8.30 a.m. – 4.00 p.m.

ATM service available.

Post office 
The nearest post office is located on South Camp Road, approximately 1 km. 
from the Jamaica Conference Centre. Opening hours: Monday – Thursday:  
8 a.m. – 5 p.m. and on Friday from 8 a.m. – 4 p.m.

Local transportation  
The International Seabed Authority does not provide transportation for delegates. 
It is suggested that delegates requiring local transportation make their own 
arrangements at their hotels or through local taxi or car rental companies. 
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Useful Telephone Numbers
The Jamaica Conference Centre	 922-9160-9	
 
Airlines	 TiCKET OFFICE		 AIRPORT
Air Jamaica	 922-4661/6		  924-8231	

Air Canada	 924-8211		  924-8211
American Airlines	 926-1833		  924-8305
British Airways	 929-9020		  924-8187	
 

MAJOR HOTELS
The Jamaica Pegasus	 926-3690/9, 929-5855
The Hilton Kingston	 926-5430
The Courtleigh Hotel	 929-9000
The Knutsford Court Hotel	 929-1000
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Official holidays 2007

Jamaica Official Holidays

NEW YEARS DAY	 January 1 

ASH WEDNESDAY	 February 21

GOOD FRIDAY	 April 6

EASTER MONDAY	 April 9 

LABOUR DAY	 May 23 

EMANCIPATION DAY	 August 1 

INDEPENDENCE DAY	 August 6

NATIONAL HEROES DAY	 October 15

CHRISTMAS DA	 December 25 

BOXING DAY	 December 26 

United Nations Official Holidays

NEW YEARS DAY	 1 January 

PRESIDENT’S DAY	 19 February

GOOD FRIDAY	 6 April

MEMORIAL DAY	 28 May

INDEPENDENCE DAY	 4 July

LABOR DAY	 3 Sept

ID AL-FITR (OBSERVED)	 12 Oct

THANKSGIVING DAY	 22 Nov

EID-AL-ADHA	 20 Dec

CHRISTMAS DAY	 25 Dec
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