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UPDATING OF RESOLUTION CP/RES. 768 (1234/00)

The General Secretariat, in compliance with the provisions of resolution CP/RES. 768, operative paragraph 9, presents to the Committee on Administrative and Budgetary Affairs (CAAP) for consideration the updated budget estimates for one-, two-, and three-day meetings held at headquarters, including the provision of simultaneous interpretation and documents in four languages.  The overall amounts have gone unchanged, but the breakdown among the specific categories has been changed, based on experience from the last two years.  The models used to prepare the proposal have the following characteristics:

· They include cost estimates for contract personnel who will provide conference services starting in 2002.

· The amounts included in this proposal do not exceed those paid by other public and private institutions in the Washington area.  

· They are reasonably competitive and the adjustments made represent a moderate increase in the cost of meetings.

· Interpreters:  The rate increases from $390.00 to $430.00 per day (for those who pay US taxes) and from $355.00 to $380.00 per day (for those who do not pay US taxes).

· Translators/reviewers:  The rate increases from $280.00 to $300.00 per day. The rate per word changes from $130.00 per 1,000 words to $140.00

· Transcribers/proofreaders:  This rate remains at $110.00 per day ($13.75 per hour).

· Room attendants:  This rate remains at $80.00 per day ($10.00 per hour).

· Control operators:  This rate remains at $86.00 per day ($10.75 per hour).

The overtime and equipment/supply estimates have been adjusted based on the cost changes in the following table: 

OVERTIME ESTIMATE 

	Length of meeting 
	Estimated hours of overtime 
	
	Estimated cost

 2002 Budget

	One-day meeting 
	
  32
	
	$   960

	Two-day meeting
	
  64
	
	$1,920

	Three-day meeting
	
  96
	
	$2,880

	
	
	
	


These estimated costs are for a plenary session with simultaneous interpretation and documents provided in four languages. They do not include services for working groups or committees meeting at the same time; those services must be estimated separately.


The changes for 2002 stem from the increase in the hourly overtime rate, which rose from $25 to $30 per hour.

ESTIMATE FOR EQUIPMENT AND SUPPLIES

	Length of meeting
	
	Estimated cost of equipment and supplies 

2002 Budget

	One-day meeting
	
	$350

	Two-day meeting
	
	$500

	Three-day meeting
	
	$650


The equipment and supply cost estimates were adjusted, based on increased costs and the consumption pattern for inputs in this category in 2001.


As a reminder, this category refers to the cost of the following:


Coffee, tea, water, cups, sugar, sweetener, etc.;


Writing implements, yellow pads, pens, etc.;


Recording service, cassettes, labels, copies of cassettes, etc.;


Preparation of signs (when necessary);


Installation of computer equipment, screens, projectors, etc.; 


Internet service and e-mail; and 

Any other items needed for the meeting 

METHOD FOR ESTIMATING THE ADDITIONAL COST OF HOLDING A 

MEETING AWAY FROM HEADQUARTERS 

When a meeting is held away from headquarters, personnel from the Secretariat for Conferences and Meetings who perform the planning, administrative, and supervisory tasks identified in the agreement signed between the General Secretariat and the host country must be sent to that country.

As a general rule, a maximum of four Secretariat staffers are sent to the country four days before the start of the meeting. Those four officials perform the following functions:

a. General coordination of the support services (Conferences specialist)

b. Supervision of the setting up and dismantling of the rooms and equipment, in accordance with OAS standards (Meeting room supervisor)

c. Supervision and control of document printing and distribution in the Organization’s four official languages (Documents supervisor)

d. Installation, maintenance, and control of essential computer systems and programs to manage and integrate the language and document production services (Systems specialist)

Since these persons are General Secretariat staff members, the costs are limited to travel fares, terminal expenses, and per diem allowances (no honoraria or overtime).

The following table presents the estimated cost for this in three different scenarios: low-, medium-, and high-cost countries.

ESTIMATE PER PERSON PER DAY 

(Rounded figures)

	
	Low-cost country 
	Medium-cost country
	High-cost country

	Travel fares
	$600
	$970
	$1,300

	Terminal expenses 
	$90
	$120
	$160

	Per diem allowances 
	$46
	$160
	$296

	Total cost
	$736
	$1,250
	$1,756


To have an estimate that covers all possibilities, the average amount corresponding to a medium-cost country–$1,250 per person–was used.

The following table presents estimates for all three possibilities, multiplying the length of meeting by four (for the four officials) (Conferences specialist, meeting room supervisor, documents supervisor, and systems specialist) and by the medium cost for each.

CALCULATION OF THE ADDITIONAL COST

(Rounded figures)

	Type of meeting
	One-day meeting 
	Two-day meeting 
	Three-day meeting 

	1 travel fare x 4 officials 
	$970 x 4
	$970 x 4
	$970 x 4

	Terminal exp. x 4 officials
	$120 x 4
	$120 x 4
	$120 x 4

	Per diem allowance x days of meeting x 4 officials
	$160 x 5d x4
	$160 x 6d x4
	$160 x 7d x4

	Additional margin 
	$7,560
	$8,200
	$8,840



Taking into account the totals from the foregoing table for each type of meeting, the following table was prepared calculating the total additional cost for meetings held away from headquarters.

TYPE OF MEETING 

(Rounded figures)

	 Number of days
	One-day meeting
	Two-day meeting
	Three-day meeting

	Budgeted cost of meetings in Washington, D.C.
	$15,662 
	$23,113 
	$30,511

	Additional cost for meetings held away from headquarters 
	$7,560 
	$8,200 
	$8,840

	Estimated total for a meeting held away from headquarters 
	$23,222 
	$31,313 
	$39,351
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