






































































































































































































































Annex VI 
JOB DFSCRIPTIONS 

ED/COM Ojfi¢epersonnel 

The following is a brief description of the types of 
qualifications and experience that will be required: 
1. Director: This position requires a top· level person, 

with in a wide variety of fields, such as 
communication in general, including its educa· 
tional components, with· considerable experience 
in some other government.office, as well as a high 
level of organizational skills, with knowledge and 
experience in research and writing briefing 
to government officials and some speech·wntmg. 
The person must have an understanding of how 
the Government works and the ability to commu­
nicate effectively with such groups as the medical 
profession, lawyers and government officials, an.d 

be able to draft long.term plans for mOni­
toring and evaluating the programme, and have 

of the most effective means of infor­
mation, education and communication, including 
all media. 
Desirable training and experience would include 
a university degree in journalism, public adminis­
tration or a related discipline, with considerable 
experience in information, communication and 
education, preferably in both the commercial mass 
media and government service, or any equivalent 
combination of training and experience. Good 
jud$ement and ability to act independently would 
be required. 

2. Assistant Director: This position requires a person 
with experience and expertise in actually working 
with the media of the countr}'. knowledge of what 
media is most effective in each region and with 
which· specific target groups, and the ability to 
write press releases, radio/tv spots, public af­
fairs broadcast texts, speeches etc. This person 
would serve as Assistant to the Director of the 
Office, and would help in drawing up and im· 
plementing the first. wide-scale media ED/COM 
campaign. 

Desirable training and experience would include 
a university degree in journalism or a related dis­
cipline, and considerable experience in commer­
cial mass·media communications, advertising, 
public relations or any equivalent combination of 
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training and experience. Some experience in gov­
ernment communications would be an asset. 
If option (a) is adopted (the Director of the 
ED/COM office has been seconded from existing 
government service-a top-level expert com· 
munication), after the launch of the campaIgn and 
evaluation of the initial phase of implementation, 
the Assistant Director would become Director of 
the Office on an ongoing basis. The first Director 
should be involved in the initial monitoring and 
evaluation process, and in the drawing up, where 
necessary, of any needed adjustments to the 
paign, before leaving this position R?d returnmg 
to his/her previous government seMce. The for­
mer Director may then also continue to be in­
volved in an advisory capacity for some 
time-perhaps being brought. back every two or 
three years thereafter to help evaluate the effec­
tiveness of the campaign and make recommenda· 
tions for improvements. 
The Assistant Director should have experience in 
administration and a high degree of''people skills" 
in communicating with other government depart­
ments and officials at the regional/local levels. 
This person would be responsible for the actual 
bookings in a commercial media campaign, and 
for coordinating and placing print media adver­
tisements, broadcast spots etc. in the media, and 
would have to draw up detailed budgets and ap­
prove invoices for payment to media 
(if an advertising agency is thIS 
would be responsible for actual media bookings 
and payment for advertisements in the commercial 
media). Also, the Assistant Director would ar­
range for talk-show participation and public af­
fairs programmes. The Assistant: Director would 
also be involved in ED/COM campaigns at the 
regional and lower administrative levels by pro­
viding suitable material, establishing guidelines, 
and, with the Director and the administrator of 
regional government services, determining 
most effective media and of commuru .. 
cating the message both regipnaJly and 
especially to less privileged. target groups withm 
the popUlation (e.g., illiterate persons. 
live in rural areas with poor COmn1UlllCations 



andlor where there may be cultural or traditional 
barriers to registration). 

3. Researchand Planning Officer: The person in this 
position would perform responsible professional 
work in: the research and evaluation of a broad 
range of complex subjects, and would be respon­
sible for analysing the results andrecornmending 
coursesoflong-term actions to senior government 
officials. 
Duties would include the preparation of compre­
hensive reports and recommendations, and would 
require participating in meetings with a wide 
range of government officials and representatives 
ofprofessions and occupations, as well as prepar­
ing submissions to the Cabinet. Those duties 
should be performed with a high degree of spe­
cialization, independent action and judgement. 
Desirable training and experience would include 
a university. degree in public administration, the 
socialsciencesor a related discipline, considerable 
experience in government planning and develop­
ment, or any equivalent combination of training 
and experience. 

4. Secretarial/administrative support: The person in 
this position., in addition to providing secretarial 
support services, would assist in administrative 
work. Dutieswould include typing and production 
of correspondence, reports, briefmg/information 
papers to other departments, texts of training 
handbooks for officials, complex recommenda­
tions. and campaign material, such as texts for 
radio/television spots, public service an­
nouncements, news releases, speeches etc. Expe­
rience in· word-processing and computer skills 
would be essential. 

After government approval of the programme: is 
obtained and a high-level Advisory Committee is' ap" 
pointed, it will probably be necessary, to expand th~ 
staff of the ED/COM Office by adding p-ersons. with 
writing/research capability to heJpc¢veJop ~pptopriate 
material, such as actual lessons- for use in schools at 
various levels, material for trainin$iinformation se-s .. 
sions with specific groups, and drafts for speeches, as 
well as material for pamphlets, p-rint advertisements, 
broadcast spots, press releases etc. and a'generaI'news' 
relations programme. 

In. addition, action at an early, sta.:ge sfi()uldb·e{at<~ll 
to obtain the services of an artist to", work on, the re­
quirements for graphic material; beginning witIn dis­
tinctive logo to identify the prognuUllle, as w.ell as 
commissioning a piece of music that will be used·con., 
sistently. Such services would be required on a relit;.;. 
tively short-term basis, and would best be obtained 
through contracts. 

Travel 

The ED/COM Office staff would be required to 
travel extensively throughout the country to learn, at 
frrst-hand, the conditions ofeachare.a,andthe4~terrents 
to registration, and to meet with to-cal: official$;, befQr~ 
formulating an overall campaigtt; Ther:eforel th.ere 
should be provision for transportation. Which may in,. 
clude the provision of a suitable vehicle· and driver, as 
well as provision for any other necessary lllo1:ie Qf 
travel, such as by light airplane or helicopter or by water 
to remote areas. If the country bas arnilitary (Qrce with 
such equipment, it may be possibl~' to make arrange­
ments to use such military equipment Ql1d pilots: at no 
actual cost to the ED/COM Office; 
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AnnexVll 
BUDGET 

Budgetary provisions should be made for the fol­
lowing components of the ED/COM programme. 

1:. Personal services: 
PtoJ~ct" Director; 
Director of ED/COM Office; 
Assistant Director of EDICOM Office; 
Research and Planning Officer; 
Secretary; 
Others, including members of subcommittees 

on training and on creation and implemen­
tation of the public awareness campaign. 

2. Operating expenses: 
Office space; 
Office" furniture; 
Office equipment, including computers and 

word processors/printers; 
Stationery/supplies; 
Telephones/electricity. 

3. Research and planning, including surveys. 
4. Travel, including tour of country. 
5. Meetings and training sessions of ED/COM Office 

staff and Officials' Working Committee, and Ad­
visory Committee, with: 

Medical society/practitioners; 
Registration officials/groups/stakeholders; 
Registration staff at the local level; 
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Target groups; 
Education officials; 
Legal profession; 
Others. 

6. Design of all materials, including paid mass media 
advertisements, unpaid non-commercial media, 
brochures, signs, banners etc.. (an advertising 
agency may be involved in this work; if so, in­
clude estimated fees for services, materials and 
commercial advertising time and space). 

7. Pre·testing of above material. 
8. Production of required material. 
9. Expenditures for mass media and general educa­

tion and communication campaign. 
10. Monitoring and evaluation on impact/effective­

ness of programme. 

The components of the frrst stage of the overall 
CRIVS systems registration improvement programme 
may take an estimated two years; the initial budget 
should cover estimated expenditures for that period. A 
budget for an additional three-year period to cover 
operation of the ED/COM Office and the Advisory 
Committee, as well as ongoing mass media campaigns 
and general communication/public enlightenment pro­
grammes should also be prepared. If'necessary, prepare 
budgets for an additional five-year period. 



AnnexVIU 
AUTOMATED SYSTEM FOR TIlE TARGET GROUPS/ 

If an automated system is used for the target 
groups, the directory should be built using coding fea­
tures to establish specific standards for the maintenance 
o.f the records; so as to ensure consistency within the 
dafabase and for retrieval purpo.ses. 

The coding' should b_e tied to specific fields that 
cmtconsist o.hlphabetic characters. numeric characters 
or alpha-nttrfleric (or numeric-text) characters. The 
length of the co~ding is dependent on the volwne of 
classifications within each table. A code must be unique 
to only one description within a specific table. 

To ensure that the system is comprehensive and 
user friendly, both the descriptive data and the coding 
shouLd appear on screen. 

The fonowing is a sample screen that may be used 
as a guide to. better understand the more detailed infor­
mati.on which follows regarding the record layout and 
code table-s; 

Sample Screen 

NAME: Jack M. Fraser 

TlTI:.:E: Hospital Chief Administrator 

TARGET GROUP: 01 

ADDRESS LINE 1: 23 Read Avenue 

J\:OPRESS UNB 2: Box 23875; Station 5 

COMMT.JNlXY: 02154 

PROViST-ATEICOUNTRV: (compleJe,..---.or postal 
standard abbreviation) 

ZlPIPOSTAL COnE: 20592 TEL: 305:-999-9999 
FP.J{: 305~999-7777 

PROFESSIONtOCCUPATlON: (J04 

DUPUCATE LlSTING*: X 

t", "Pup1ic.ate- list\llg" mas be .. ~~ as an indicator- tOr programming 
~S"to,pt'l:venNt\jplicafe ma:u1ngs to one individual. 

Code tables 

Note: For coding purposes" it is preferable, to ~Q.!!: 
information alphabetically. 

Target groups 

Code Description 
01 Government (heads of Stale! concerned minis.ters 

and deputy ministers, regional and local govern .. 
ment officials etc.) 

02 Civil registration and vitat statistics staff' 
03 Medical society/practitioners 
04 Hospitals, health clinics, townsfiiphosplt~s$ rural 

health stations, mobile health units, public bealth· 
officials 

05 Coroners (or their equivalent) 
06 Midwives, birth attendants~ vin~ge' read~etc; 
07 Funeral directors, morticians (ortheirequivale.n1) 
08 Ecclesiastical authoritieslreDgia1Js groups. spirtt~ 

. ual leaders 
09 Persons responsible far custom]Jry religjous-f, 

traditional marriages 
10 Persons responsible for civilmaniages 
11 The courts, law societies, le-ga1:@ucation ~fficia:ls 
12 Organizations, concerned with hmnatHigijfS 
13 Appropriate educational institutlons and groups 
14 Public opinion makers, regional anti cummonity 

leaders, tribal chiefs, sheiks and village eld~s 
15 The general population 
16 Women's groups and associations 
17 Main users of CR/VS information and: dlUliin­

eluding planners, policy makers .tnl:d rese:ar.che.rs 
18 Children's clubs andassowatlpO$j e.,g., boy sC"outS .. · 

girl guides; sport teams, non~g'9:vemnrenla:l: asso" 
ciations 

Profession/occupation 

llO 

Code 
001 
002 
003 
004 
005 
006 
007 
008 

Description 
Physician 
Nurse 
Midwifetbirth attendant 
Government official 
Funeral director/mortician 
Marriage solemnizer 
Community leader/chief 
Education official· 



Code Description 
009 Planner 
010 Miscellaneous 

CommUlIities and/or province/state/county 

The c.Oding of communities and/or provinces! 
stateslcaun:ties should be formulated in accordance 
w.itb:tlie country's geographic (or postal) standards. It 
may be possible to obtain such information from the 
National Statistical Office. 

The' community codes and/or province/state! 
county codes~ are very useful for producing lists of 
mailing labels for specific target areas or occupational 
groups. If available in the country, postal codes or their 
equivalents may also be used for this purpose. 

Duplicate listing 

This is simply an indicator field in which "X" is 
entered if one given person is entered in the database 
from more than one target group. It is suggested that 
the indicator- be left blank within the primary target 
group and that "X" be entered for the other groups. 
When producing an entire mailing list, the condition 
would indicate: "If duplicate listing NE(not equal) 
X, ... then generate." Only the primary listing would be 
generated in such instances. 

When producing mailing labels for specific target 
groups, the field '\fUplica:te listing" can be ignored or 
used to review the duplications before generating the 
labels. 

Record layout 

The r.ecord layout consists of all fields contained 
in the database. Each field is usually identified by its 
position, character length and type, full description and 
short name (optional, dependent on system environ­
ment). 

When applicable, the shott name is established for 
programming purposes to generate required data or 
mailing labels of all or specific target groups. 
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Pos Length Type Description 
1 40 A Name 
2 35 A Title 
3 02 AN Target group 
4 25 AN Address line 1 
5 25 AN Address line 2 
6 25 A Community name 
7 05 AN Community code 
8 ? ? Prov/state/country 
9 09 AN Postal code 

10 10 AN Telephone number 
11 10 AN Facsimile number 
12 03 AN Profession! 

Short name 
NAMEINDV 
TITLEIND 
TARGETGR 
ADDLINEI 
ADDLINE2 
ADDRCOMM 
ADDRCODE 
PRsteoeD 
ZIPOSTCD 
TELNUMBR 
FAXNUMBR 

occupation PROFOCCP 
13 01 A Duplication 

listing(indicator)· QUPLICAT 
A = Alphabetic character 
AN = Alphanumeric (or numeric text) 

Data edits 

Edits should also be built in to validate some of 
the data being entered. Such edits would-be put in place 
on specific fields to reduce the potentiat for errors. For 
example: 
(a) An editing formula can verifY the format entered 

for a postal code. For example, 

E3B 5Hl vs EIB 5Hl, or 12R 3B5 vs 12R 3B5 

(no alphabetic characters shouUl be entered in a 
numeric postal code); 

(b) Value set to GREATER mAN 000 or LESS 
THAN 200 or 999 (unknown) (to recognize the 
acceptable values 00 I through 200 and 999 and 
prevent unacceptable values, such as 201 through 
998, from being entered in error); 

(c) Numeric characters not acceptable (nQ numeric 
characters should be entered in a strictly alpha­
betic character field); 

(d) Alphabetic characters not acceptable (no a1pha~ 
betic characters should be entered in a strictly 
numeric character field). 



Annex IX 
CONTENTS FOR PAMPIlLETSlBROCHURES 

The present annex provides examples on contents for pamphletslbroe1iures:: relate-(f to 
the registration of live births, marriages, deaths and divorces. 

REGISTERlNG 
YOUR CHILD'S BIRTH 

IT'S IMPORTANr 

Insert illustration: 
pbotograpb or 

artwork 

Having:~.baby is oneoflife's most exciting events. 
and officially. registering the birth is the most important 
fltst step in:giYiJrgyour child the best possible start in 
life. 

In (name of country). all parents are responsible 
fouegislertug: theitchild's birth at the local civil reg­
istration: office, within. seven days. 

Registration, which includes giving the child a 
name, is important because it is a permanent, legal birth 
record. Itestablishe~the date and place of birth and the 
child's filiatiou....-the relationship between the child and 
its. parents-andwitbbis/her country of birth. 

BENEFITS 

After regt'sJ:ra.tiQn, a birth certificate may be ob­
tained, which will, Show that the child is entitled to 
many gO'QetrUt1ent services, su.cb as health care (includ­
ing: irrunt;1f1ization and vaccination) and school enroll-
1'fl~nt and!Wfiich will enable the family to obtain social 
benefits. 

If your baby~s ·birth is.l1.9tpl'Opetly.,registered. your 
chiIjiwilUiave,nolegalidenJity-or nalionalitJ', and will 
fl-Olbe gmu:a,n.tee~ tl),e rig~t$ and privile-ges.enjoyedby 
olh~r resic:fel1tj.of (nameofcountl"Y). 

HOW-TOREGISTER:mE BIRnI 

Thisp~ph1et explains the procedure for register­
ing:the,birthotiyQltt child. 

Please follow these procedures car~fully becatme 
you, as a parent, are responsible for eJlsuring th~t: your 
child's. birthis correctly enteted in the dvi1$tatus teg~ 
istry of (name of country). 

Next, give specific instruc::tions{otthe COU1:[ftY~Ol1~ 
cerned; perhaps- in these categories: 

What documentalion etc. is n_ee.dedfO'register a birth­
When, where and how to regi$t~r a 6n"th 
Who registers the birth 
How to cboose your baby's name 
If you have a child whose birth was'Clever regIstered, 

how do you do a delayed (egis.J;rmion of:birth 
If a parent cannot register a birth" who else, can do 

so-e.g., grandparent, guardiatt>e.ti:<; 
How to obtain a birth certificate 

For mQre infonnati.on, please confaCf; 

Business hours are from lO~On"a.m. t04:0U·p.tn;: 

NOTE: Ifbirth-certificates.areavaiJaDle:fu othergov .. 
emment offices in communities tbtoughout the '-Ollntry, 
you may wish ,to include this ,informaJi~Jl,m th~i?~et 
Use both sides .of the paper f.or apamphletlbro'tlhU'~i 
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GETIING MARRIED 

Insert illustration: 
photograph or 

artwork 

Your marriage is a most important event in your 
life. In (name of country), it must be officially regis­
f'ered at the local civil registration office of the com· 
munity where either the bride or groom resides within 
14days~ 

A marriage record provides permanent proof of the 
date and place of the marriage. It names the parties to 
the marriage, confers legitimacy to the formation of a 
family, defmes legal responsibilities for family support 
and provides evidence of the filiation-parentage-of 
children of the marriage. 

The Government protects your newly constituted 
family by officially registering your marriage in a spe· 
cial registry that is permanently preserved. , 

Registration is necessary for the issuance of a Cer­
tificate' of Marriage, which may be necessary to estab­
lishrtghts to family benefits, such as family allowances, 
housing subsidies and tax deductions. 

In (name of country), marriages that are recognized 
civilly may be performed by ministers, priests, imams 
and other persons designated by various religious or­
ganizations. as well as officials, such as judges, clerks 
and deputy clerks of the courts, magistrates and civil 
administrators appointed by the Government. 

These persons are responsible for ensuring that 
your marriage is properly recorded with the appropriate 
Civil Registry officials. 

But newly-weds would be well-advised to make 
follow-up enquiries at the local Civil Registry Office* 
because, until the marriage is officially registered, no 
Certificate of Marriage may be issued. 

When your marriage is solemnized, both the bride 
and groom are required to sign a Registration of Mar­
riage form, which the person officiating at the cere­
mony must then deliver to the local Civil Registration 
Office within 30 days. 

Before this document is signed, both parties to the 
marriag5:shouldcarefullyreviewa11 of the information 
ott it to m-ake sure that all names, including those of 
their parents, are spelled correctly, and that their dates 
and places ofbitth, as well as the date and place of the 
marriage and current residences, are listed correctly. 
The marital status of each party to the marriage-sin· 
gIe, widowed or divorced-should be correctly indi­
cated on the marriage registration form. 
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Next, list the general conditions for marriage in the 
country concerned. For example, marriage can only be 
solemnized between a man and a woman Who publicly 
express their free and enlightened consent to the mar­
riage; therefore there can be no official marriage be­
tween homosexuals, and there may be a requirement 
for two adult witnesses. Birth certificates may be re .. 
quired as proof of age. The country probably has es­
tablished a minimum age for marriage-16 years, for 
example-and the requirements for parental or guard­
ian's consent for the marriage of any party (0 the mar­
riage who is a minor (generally under 18 years old) 
may have to be specified. Non-Muslim parties to a 
proposed marriage must be free of any previous mat­
rimonial bond, and the proof req1,lir.ed to provide evi­
dence of eligibility to marriage (fore-xample, a divorce 
or death certificate) should be specified inthepamphlet. 
In addition, in most countries consanguinity is gener­
ally a bar to marriage-neither spouse may be an ascen­
dant-rnother or father, or descendant-daughter or 
son, or brother or sister, whether the ~lationship resulted 
from blood ties or from adoption. Marriage is usually also 
prohibited between half-brothers and half-sisters. 

The country may also have laws concerning the 
surname of a spouse after marriage; irso, that informa­
tion should be included in the pamphlet, 

If a marriage licence or publication'ofnotice of the 
proposed marriage is required before a marriage may 
be solemnized, the pamphlet should contain detailed 
information about those requirements. 

For further information, please contact: 

(State business hours as well) 

If marriage registration certiu'Cales or other serv­
ices are available at other government offices through­
out the country, then give all possible information. 

NOTE: Use both sides of the· pa:per in apamphletl 
brochure. 

*NOTE: It may be a requirement thlU1he marria¥e be registered in the 
district where the bride or groom resides, Whicb Jlllght be different fi:Qm 
the local Civil Registration Office. 



REGISTRATION OF DEATH 

In (name of country). it is necessary to register 
every death to' the nearest local Civil Registry Office 
wifliin.48 hours. 

AlthQugh the death of a loved-one is the cause of 
great sorrow, it is leg~lly necessary that the next of 
k1nr-generan~ th.c spouse if the person is married, 
o1li.~rwise Cl~o:n~d.aughter. father, mother or other close 
rehltive-complete and sign a Registration of Death 
fotm. 

to' r~gtster a death, it is also necessary to have a 
physician or coroner or equivalent sign a certification 
o£tbe caus.<: of death. 

To Qbtain.a burial Of cremationpennit, it is neces­
sary to first register the death, after which the bur .. 
iaVcremation permit will be issued. 

Even the death of an infant who has lived only 
minutes, hours or days after birth must be registered at 
the nearest: registration office; 

It is very important to make sure that every death 
is promptly registered in order to obtain a Certificate 
of Death; whiclunay be required to: 

Establish inheritance rights 
Make'insurance claims 
Clainta,·widow's pensi~m 

Claim: an allowance. for children 
EstabUsh-tbe right of the surviving partner 

to remarry 

A funeraldirecto-t may assist in filling out a Reg­
istration of Oeath form by the next of kin or a close 

relative of the deceased, but the infOtnWlt will baye to 
supply accurate information: cn the run nam:e of the 
deceased person, the date and: place of birth" the· (ast 
domicile, the names of the mothe:r.lUl'Clfather, and:;"""if 
the deceased was married-the spo'USe:'s name. The 
infonnant must carefully review al1'infon.nJitl-on on the 
form to make sure that it is accurate: A W'i.m~ may 
be required to sign the registration fonn as ~: 

Determine exactly who----the informant or tb~, ft.f;l 
neral director or equivaIent~is legany responsible for 
ensuring that the Death Registration form gefs to the 
local Civil Registry Office, and include this, informa­
tion in the pamphlet. Also, where ate Regi.stration, Qr 
Death foons available? 

There should· be a separate detailed s.et of insttUc. 
tions to physicians/coroners Of'tlieit equivalent. p'~Cll'" 
larly on International Causes of Oeaths· classillcations. 
These would be in a handbook or bo-oklet{onn. 

For further information, please contact: 

(State business hours) 

If other government offices can supply infortna~ 
tion, please list them in this pamphlet as welt 

NOTE: Use both sides of the paperfota pm:nphletl 
brochure. 
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REGISTRATION OF DNORCE 

To: All people getting a civil divorce in (name of 
country). 

After you have completed all of the legal proce­
dures and have obtained a civil divorce in (name of 
cOjlntry), it is the responsibility of the parties to the 
dIvorce-you and your former spouse-to officially 
register this divorce at the nearest local Civil Registra­
tionOffice within 30 days. 

HOW TO REGISTER A DIVORCE 

To do this, you should take an original divorce 
decree or a certified true copy issued by the court where 
you obtained your divorce and a certificate of your 
former marriage (NOTE: This is optional, and may not 
be necessary if the divorce decree states the date and 
place of the previous marriage) to the local Civil Reg­
istration Office, * together with some personal identifi­
cation documentation, such as a citizen identification 
card andlor a birth certificate. 

At the local Civil Registration Office, you will fill 
out a divorce registration form, attach the required 
documentation specified by regulation, and the divorce 
will be entered into the official registry. This will pro­
vide permanent, legal evidence that your previous mar-
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riage has been dissolved, and after this event is regis­
tered, you may obtain a Certificate of Divorce. 

This Certificate will provide le.gal evidence that 
you are now able to remarry, and itmay also provide 
evidence of eligibility for a number of government 
benefits, such as child or family support allowances, a 
housing subsidy or other rights and entitlements con­
tingent upon marital status and age j as well as to obtain 
release from financial obligations incurred by your for­
mer spouse. A divorce may also affect nationality and 
citizenship. 

It is important that your divorce be registered 
promptly. So as soon as the decree is fmal, make sure 
that you (or your former spouse) deliver it at once to 
the proper local Civil Registration Office. 

Local Civil Registration Offices are located 
throughout the country and are open for business from 
Monday to Friday from 10:00 a.m. to 4;00 p.m. 

For further information, please contact: 
(Name and address of Civil Registration Office, 

fax, e-mail and telephone numbers) 

*It may be decided that the divorce be registered in the local Civil 
Registration Office where it occurred. 



Annex X 
UNTIED NATIONS DEFINITIONS 

A 'l'i-Wavn.. REGISTRATION MEllIOD 

Civilregtstralion may be defIned as the continuous, 
pennanenf~ compulsory recording of occurrence and 
ch~~lertstics of vital events (as defmed below), and 
as provicted through decree of regulations, in accord~ 
agee' with the legal l'eqttirements in each country. Al~ 
though civilregistrationis carried out primarily for the 
value of the leg~J documents as provided by law, the 
usefulness"Ofthese records as a source of vital statistics 
is· universally. recognized. a 

B. TIm avn. REGISTRATION SYSTEM 

A civil registration system refers to the entire ad­
ministrative.. le.ga.l;. institutional framework, including 
thepersonnet~ registration network, procedures, record­
keeping andrefiieval. certificate issuing, outputs, serv­
ices,tn .othe:r:·agencies, and all other activities pertaining 
to civil registration in a country (or state/province). The 
civil registration system, therefore, encompasses both 
the registration methocJandaU institutional, technical, 
an4,legal settings associated with it. 

C. TIlE VITAL SfAl1SflCS SYSTEM 

A viral $tllustics system. irrespective of how it is 
organized; is defmed as the total process of (a) collect. 
in-gby registration. enUllleration or imfrrect estimation 
of'information.on the frequency of occurrence of cer­
tain· vital events, as well as relevant characteristics of 
the events:,tn!:!ltlSelves and of the persons(s)concemed; 
I.lticl (b) compiling, analysjngf evaluating, presenting 
aJi(f'disseminating those· data in statistical fonn.h 

p. 'tYPES OF vrrAL E\IENTS,TOe£ ItEGIS'I'£REDc 

The jurl:diqal· ~tion. of civil registration is to 
te~~terthe'occu:rrence cf a:cts-and events that constitute 
the source·.of civil status. those events are called vital 
events. The vital events that most countries are con· 
c'emed with include live births, deaths. marriages; ju­
dici~l 6eparations, dlvorc.es. annulments, adoptions, 
le,gitilnati-o.nS,am!.cecognitions. 

In addition to the above events, another event­
(octal death:..,.....may be' considered for registration. In 

this case, the registration is carried'"-QUl for m-edical or 
statistical purposes only. 

It is essential that vital e.vellt$· be recorded in 
authentic documents that can be used as proof of oc­
currence and oflegal registration; Thosedocutnents are 
the records of civil registration (vital-event records). 

E. DEFINmONS OF VITAL €VENTS 

In Principles and Recommend4tions fon <l Vitaf: 
Statistics System. statistical definitions for each viW' 
event are recommended for internationar'comparative 
purposes, as reproduced below. 

1. Live birth 

Live birth is the complete expulsion or eX1:rUctipn 
from its mother ofa product of:con:ceptinn~ irrespective 
of the duration of pregnancy, which;, a.:fiet· suth sepa­
ration, breathes or shows any· other eviqence of life; 
such as beating of the heart, pursation of'the umbilical 
cord or defmite movement of voluntary muscles, 
whether or not the umbilical cord has been cut or the 
placenta is attached; each product Qf such. a:, birth, is 
considered live*bom. All live-bom, infants: sfiould' tie 
registered and counted as such. irrespective of gesta­
tional age or whether alive or dead at time of registra­
tion, and if they die at any time following birth,. they 
should also be registered and counted as Ildea:t1i. 

2. Foetal death 

Foetal death is death prior to the complete expul .. 
sion or extraction from its mQth~r of a product, of 
conception, irrespective of the· dfll'afion of pregnanC}"~ 
The death is indicated by the factthat after suchsepa­
ration the foetus does not bre~the' or show any other 
evidence oflife, such as beating of the heart; pulsation 
of the umbilical cord or defmitemovementofvoluntary 
muscles. Three major categories of foetal deatJi are: 

aSee PrinclP.· .. les. anI! Reco1t/1t/e11ltattpns {or Q Vital Sta.ffs.tt~ $ypertr 
(United NatioliS publication. Sales No, ~ 13,XVlL9)~ p«l'l{. VS; 

1I1bid~ Pant, 37. . 
CSee Handb(Jok of Vital Statistics Systems dlf4 Mo.!!cts; vol. 1. L.egat; 

Organizational qnd Technical Aspects (Unitelf'f.tatlo:nS pllbll~lion; i::ali$ 
No. E.9I.XVU.5). paras. 122-145. 
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(a) Early foetal death: death at less than 20 completed 
weeks of gestation; 

(b) Intermediate foetal death: death at 20 or more but 
less than 28 weeks of gestation; 

(c) Late foetal death: death at 28 completed weeks 
or more of gestation. 

The; term "stillbirth" should be used only if it is 
essen.tial for national purposes, and it should be re­
garded as synonymous with late foetal death. 

3. Death 
OC.atb. is the permanent disappearance of all evi­

dence oflife. at any time after live birth has taken place 
(post-natal 'cessation of vital functions without capabil­
ity of resuscitation). This definition therefore excludes 
foetal death. 

4. Marriage 
Marriage is the act, ceremony or process by which 

the legal relationship of husband and wife is consti­
tuted. The legality of the union may be established by 
civil, religious or other means, as recognized by the 
laws of each country. 

S. Divorce 

Divorce is a final dissolution of a marriage, that is, 
the separation of husband and wife, which confers on 
the parties the right to remarriage under civil, religious 
and/or other provisions, according to the laws of each 
country. 

6. Annulment a/marriage 
Annulment is the invalidation or voiding ofa mar­

riage by a competent authority, according to the laws 
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of each country, which confers on the parties the status 
of never having been married to each other. 

7. Judicial separation of marriage 

Judicial separation is the disunion of married per­
sons, according to the laws of eacb country, without 
conferring on the parties the right to remarry. 

8. Adoption 

Adoption is the legal and voluntary taking and 
treating of the child of other parents as one's own, in 
so far as provided by the laws ofea;ehcountry. 

9. l£gitimation 

Legitimation is the formal investing of a person 
with the status and rights of legitimacy; according to 
the laws of each country. 

10. Recognition 

Recognition is the legal acknow1edgment, either 
voluntarily or compulsorily, of the maternity or pater­
nity of an illegitimate child. 

The present Handbook deals with education/com­
munication and information for the-oce,gisu-ation of live 
births, deaths, foetal deaths, marriages and divorces 
only. But the discussion is gener.aUyapplicable to all 
the other vital events mentioneda1)~:ve: since the basic 
principles of registration, data processing and data dis­
semination are similar for all vital events. 



Annex XI 
A MOBILE REGISTRATION OFFICE INCIDLE 

With mO.ct:~m technology, the mobile'civil registra­
(ion office prortdt')s service to people living in remote, 
rural an'd.-setUi .. :rural places in Chile. In t996~ a mobile 
Q'fti¢e, for dvil cegistration was added· to the network 
of471 IO.cah:e.gistrati'on offices in Chile, as part of the 
peXiJlanent national improvement programme of civil 
t~$isttatlon; identific.ation cmd vital statistics systems. 
thisphoto.Qfthemobile office was printed on a Christ­
mas' and New Year card and, distributed to the staff 
nationwide; with the- greetings from the National Di­
reCfor of the-Civil Registration and Identification Serv­
ic:e, basedirtSantiago. 

1. Mainfeatures: 

The mobile office emerged in ~spDns:e tocthe need 
to have some means of providing quick and.exp.editious 
service to users that live in remote: areas., antI: wh(l do 
not have the facilities to tta:Y'el; tQ) estaDIisbeeJ; l.o'Cat! 
offices. It was designed and implemented' to· operJIte 
and function in any area of the national· territory, and 
is capable of carrying out similar functions to;, those 
performed in any local registratiouHlffil::e. Th~·(notiite, 
office is now operational in· both urban: amt tenl'Pte 
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locations, since it has built-in living facilities for the 
two staff members, who travel for long periods of time. 

The mobile office is basically composed of a rein­
forced structure mounted on a vehicle. A room is de­
signed and built· within the structure in accordance with 
service requirements. The room is· provided with the 
most JllQd:~m communication systems and equipment 
for th.!::,performance of all functions for which the mo­
biI!;!, office was conceived. 

2. Communication via satellite 

The· m.pbile office has a satellite communication 
system fOt': on<4me c.onnection of several computers 
with the central mainframe from every part of the coun­
try. To that end, the unit has a parabolic antenna that 
establishes communication by means of the satellite 
Pamsar J with the land station in La Florida. From 
there, connection is established with the mainframe 
computer of the Service at Santiago, which controls the 
database for civil registration. 

3. Equipmentto service the public 

The-mobile unit has two laptop personal computers 
(pes) and two printers so that computer .. based certifi­
cates of vital records can be issued and vital events 
recorded as they would be in any local registration 
office. If need be, the computers can be moved outside 
to perform similar functions, for example, when mar­
riage ceremonic.s are taking place; 

The office has two working areas from which serv­
ice is provided to the public through two windows. The 
public standing outside, close to the vehicle, are pro­
tected under a sun roof activated from the vehicle. The 
sun roof can be folded afterwards. 

To~leJ)rate marriages or facilitate the undertaking 
of other functions, the unit has a nine-square-metre tent 
made of a light fabric resistant to any climate. 

4. Support equipment 

For the proper implementation of the activities en­
trusted to the mobile office, the unit is provided with 
i' series' of accessories and support equipment so that 
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the two officials can travel to remote places. It also has 
all the necessary means to ensure a comfortable living 
quarters for two employees during a long period of 
time. In addition, it has the necessary equipment for 
permanent communication with the Service. Support 
equipment includes portable toilets. bathroom facilities, 
refrigerator, microwave, air com11tioning, cellular 
phone, radio system, fax, security box, anti-theft secu­
rity systems, and a satellite searching system. 

The mobile office has a portable generator that is 
capable of feeding all other systems in the vehicle. 
Furthermore, it has an electric plug, with its own elec­
trical meter reading system, to get electricity from out­
side, when in urban areas. 

B. CONSTRUCTION AND M.AINTENANCE COSTS 

The construction and maintenance costs are based 
on the mobile office currently in operation in the Serv­
ice. These may be considered as reference information 
when and if a second unit is required since costs are 
subject to variation according to thefmalspecifications 
of the mobile office. 

1. Stroctw"e and accessories ofthe mobile unit 

The structure and accessories of the mobile unit 
include the truck, office structure and accessories-a 
tent for ceremonies, computer equipment (two laptop 
pes and two printers) and communication equipment 
(a satellite and support e.quipment). 

The total cost of construction llud;.accessories was 
US$ 100,000, plus 3,300 unidades de fomento (UF) 
plus tax. 

2. Monthly expenditures: communications line 

UP 47, plus tax. 

3. Maintenance: manthlyexpenditures 

UF 30, plus tax. 

4. AnnuaJinsurancecost 

US$ 300, plus tax. 
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