
ASSOCIATION OF CARIBBEAN STATES (ACS)

NINTH ORDINARY MEETING OF THE MINISTERIAL COUNCIL 

Panama City, Panama, November 27, 2003
Agreement No. 5/03

MANUAL OF REQUIREMENTS FOR THE ORGANISATION OF MEETINGS HELD OUTSIDE PORT OF SPAIN

Pursuant to

Article XV, number 1 e) of the Convention Establishing the Association of Caribbean States,

Article 3, sub-paragraph e) of Agreement 10/95, Regulations of the Secretariat, 

Articles 11, 13 and 14 of Agreement 7/95, Terms of Reference of the Special Committees,

The Rules of Procedure of the Special Fund, Agreement 4/95,

Considering:

That the Special Committees and the ACS Special Fund, in the framework of their operating regulations, can agree and in fact, have agreed and held meetings outside the ACS Secretariat Headquarters

That the Secretariat, in the framework of its functions, must support the Special Committees and the Special Fund in carrying out their activities, including the convening of meetings outside the Secretariat Headquarters.

Bearing in mind 

That in order to ensure the proper development of meetings held outside the Headquarters country, the Secretariat has established different coordination methods with the Organisation, State, Country or Territory that has offered to host the meeting

That this coordination established by the Secretariat with the Organisation, State, Country or Territory that has offered to host the meeting, has been resolving the problems that usually arise in activities of this nature, but which nevertheless, has sometimes resulted in the non-fulfilment of this objective, despite the efforts of the Secretariat and the respective Organisation, State, Country or Territory

Convinced 

That in order to ensure the proper development of these meetings held outside the Secretariat Headquarters, it has become necessary to establish minimum standards for the convening of these meetings 

AGREES:
To adopt these Terms of Reference for the organisation of meetings held outside Port of Spain.
TERMS OF REFERENCE FOR THE ORGANISATION OF MEETINGS HELD OUTSIDE PORT OF SPAIN

1.- Headquarters of the meeting and Host.- The headquarters of the meetings of the Committees or work groups (hereinafter referred to as the meeting) of the Association of Caribbean States (ACS) is the headquarters of the ACS Secretariat (hereinafter referred to as the Secretariat), however, Member States and Associate Members can agree to hold said meetings at a different venue. The Country, Territory, State or Organisation that offers to host a meeting is referred to as the Host. 
2.- Meeting Coordinator.- The Host appoints the Meeting Coordinator and the Secretariat appoints an official who shall serve as the liaison for the meeting. Both officials shall work in close collaboration to ensure the preparations for and proper development of the meeting.

3.- Preparatory Stage of the Meeting.- As regards the preparations for the meeting, the Host and the Secretariat agree to coordinate actions prior to the event and together draft the complementary rules necessary to ensure the success of the meeting, among other things, the functions and responsibilities of the support staff of the Host with respect to the meeting and the relations and coordinating of work with the Secretariat officials participating in the event.

4.- Other activities prior to the meeting.- The following activities are expected to be undertaken in the framework of the preparations for the meeting: 

a.- Informative document.- The Host shall draw up an informative document containing at least the following: 

· The headquarters of the meeting

· Visa requirements, departure taxes and the possibility of exemptions for delegates that require as such

· Accommodation, hotel rates, transport between airport and hotel 

· Any other general information that it would like to provide on the headquarters country or Host. 

This document shall clearly define whether or not it is necessary for hotel reservations to be made through the Host or if these must be made directly with the hotel. Once the informative document is completed, it shall be sent to the Secretariat via E-mail for circulation among the delegations.
b.- Circulation of the Registration Form.– The Secretariat shall circulate the registration form in advance, among the various delegations, together with information on the Meeting Coordinator appointed by the Host, asking delegations to send the registration forms to the Meeting Coordinator appointed by the Host and also to the Secretariat. 

c.- Badges for delegations and other materials.- The Host shall prepare the name plates for the tables bearing the names of the participating delegations, as well as the badges for the delegations, seeking to do so in advance, according to the information submitted by the participating delegations. As a courtesy to the delegates of the meeting, the Host shall provide folders, pens and note pads.

d.- Transport during the Meeting.- The Host shall consider the option of providing delegations with transport between hotels and the headquarters of the Meeting. 

5.- Meeting Documentation.- The Secretariat prepares all documentation that shall be used during the meeting. The Secretariat and the Host shall decide on the best approach for reproducing the meeting documents, analysing and deciding on whether or not to reproduce the meeting documentation in the host country or at the Secretariat headquarters. 

6.- Appointment of the Assistant Rapporteur. The Host and the Secretariat together appoint an Assistant Rapporteur and the required logistic support. 

7.- Secretariat Staff.- The Secretariat shall participate in the meeting through the Director responsible for the Area and when necessary, through a Secretariat official handling this area accompanied by a support official. This shall be decided by the Secretariat in consultation with the Host, and whether or not the ACS Secretary General shall attend.

8.- Main facilities.- The Host, in the framework of its facilities, shall provide the Meeting with the following 

a.- Conference Room. – A Conference Room that is sufficiently large and adequately lit for the convening of the meeting, with ample space for the installation of Simultaneous Interpretation Booths, usually three. The Conference Room shall also have an area nearby that would be used during breaks for having coffee or for other activities usually engaged in by participants during breaks.    

As is the norm at these meetings, the table, which can be rectangular or circular in shape, shall have at least one chair for the Head of the participating delegation and a row of chairs behind for the other members of the delegation. The name plates bearing the name of the participating countries or organisations shall be placed on the table in alphabetical order, anti-clockwise, beginning with the Member Countries, followed by the Associate Members and Founding Observers. There shall be an extra table with a computer for the meeting’s Rapporteur. Places should also be provided for possible guests and Observers.

b.- Office for the Secretariat.- The Host shall provide the Secretariat with a well air conditioned office, located in close proximity to the Conference Room, in order for the needs of the meeting to be met, and if possible, it shall be equipped with the following: 

· Five (5) computers with Windows 98 and Office 2000: three (3) to be used by the translators and 2 for the Secretariat officials. All shall be equipped with an application for modifying texts in Spanish, English and French, in addition to the necessary keyboard; with Internet access and E-mail.

· Telephone lines and fax with international access. 

· One (1) high-speed photocopier capable of arranging and stapling the number of copies deemed necessary according to the number of participants; 

· Office supplies.

The Secretariat Office should be ready for the day on which the Secretariat staff arrives, so that they can finalise the preparations for the meeting, in addition to which there should also be support personnel on hand to assist in completing document folders or any other extra tasks that may be necessary, as agreed upon between the Secretariat and the Host. 

9.- Simultaneous interpretation and translation of documents.- The Host agrees to provide the following equipment and personnel for simultaneous interpretation and the translation of documents:

a. Equipment:

Three (3) soundproof booths for a team of six (6) interpreters, two (2) for each language (Spanish, English and French), with technical facilities for recording interventions during the meeting. The equipment shall have at least 2 channels, each delegation shall have one microphone on its table, while the other members of the delegation shall have only the listening device, which will allow them to follow the deliberations.

b.- Personnel:

Six (6) simultaneous interpreters, two (2) per language; and three (3) translators for written documents, one (1) per language.

10.- Support Staff.- The Host  shall provide the meeting with the following support staff:

· One (1) Conference Officer

· Two (2) Conference room officials

· One (1) Registration Officer

· One (1) Individual responsible for making and distributing copies

· One (1) Computer technician

· One (1) Conference room technician, who would be responsible for all matters related to the simultaneous interpretation equipment, the microphones and the recording of the event

11.- Other equipment.- The Host shall provide the meeting with a multimedia screen projector, in the event this becomes necessary.

12.- Attentions and courtesies of the Host.- As a gesture of attention and courtesy to the delegates of the meeting, the Host shall provide soft drinks and sandwiches during the event. Coffee, tea and cold water shall be available at all times. Generally, water shall be made available to all participants seated in the room and in the interpretation booths.

13.- Contingencies.- The Host shall make provisions for the possibility of obtaining equipment that may be needed for tasks at the last minute, as well as the staff necessary for providing the assistance required. 

14.- Revision. These terms of reference are revised prior to each meeting, are adjusted according to the needs of the meeting in question and the particular circumstances of the Organisation, State, Country or Territory that offers to be the Host of an ACS meeting, and must be agreed upon with the Secretariat within a flexible framework which takes into consideration the circumstances of the smaller Member and Associate Member States.

Port of Spain, Trinidad and Tobago, October 19, 2003. 
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