[image: image1.jpg]CID/@
\_Z



[image: image2.png]



OEA/Ser.W/


CIDI/doc.228/17 add.1

13 June 2017


Original: English/Spanish

GENERAL GUIDELINES FOR 
MINISTERIAL-LEVEL SECTORAL PROCESSES WITHIN THE FRAMEWORK 
OF THE INTER-AMERICAN COUNCIL FOR INTEGRAL DEVELOPMENT (CIDI)

(ANNEXES)

(Approved upon on June 13, 2017)

ANNEX I

DEFINITIONS AND DESCRIPTION OF BASIC PROCEDURES
1. HOSTING AGREEMENT: The Hosting Agreement is signed by the OAS General Secretariat and the ministerial meeting host country. The agreement defines the responsibilities of the parties in organizing the meeting and the logistics requirements for it to take place, including such specific issues as the number of rooms and their estimated size and the capacity of the sound and interpreting equipment, together with a breakdown of the Secretariat personnel who are to support the meeting and the estimated cost of their travel to the meeting site covered by the host country. The agreement also includes the cost of the preparatory meeting (stage 6 of the Triennial Ministerial Cycle), which is covered by the ministerial meeting host country. The Secretariat has a model agreement, which is reviewed in detail with the host country in light of availability and the particular needs of the meeting. 

According to resolution CP/RES. 982 (1797/11) [Español – English – Français – Português], the Hosting Agreement must be signed at least 90 days prior to the ministerial. The amount agreed on for staff travel and the preparatory meeting must be transferred to the Secretariat at least 60 days before the event. 

2. AUTHORITIES OF THE MINISTERIAL PROCESS: The members of the troika of the ministerial process in question (see definition in point 10) and the Chair and Vice Chairs of the inter-American committee and/or of the relevant working groups. 
3. INFORMATION BULLETIN: Document that accompanies the invitation to a ministerial meeting and addresses logistics issues:  for example, points of contact in the host country and within the Secretariat, visa requirements for participants, details on the hotel(s) where the meeting is to be held (including costs and reservations), information about the weather, local currency, communications, etc.

4. MEETING COSTS: The cost of a ministerial meeting is jointly met by the OAS Secretariat and the host country (see points 1 and 9). The specific requirements and responsibilities of the two parties in organizing the meeting are set down in the Hosting Agreement. 

In general terms, the costs of a ministerial meeting and its preparatory process are divided as follows:

i. The General Secretariat will meet, from the OAS Regular Fund, the cost of conferences and meetings foreseen in the Organization’s program-budget. The Secretariat will also meet, from the Regular Fund, the honoraria of the staff members supporting the process, together with the honoraria of the interpreters and translators assigned to the meeting and the translation of its documents. The breakdown and maximum amounts that the Secretariat is to cover are identified in resolution CP/RES. 982 (1797/11), “Update of Costs of Conferences and Meetings Funded by the OAS” [Español – English – Français – Português].
The host country covers the transportation and accommodation expenses of the Secretariat officers who are to support the ministerial meeting, and those of the OAS-certified interpreters and translators who are hired in other countries or cities. The funds to cover those requirements are set down in the Hosting Agreement (see point 1). The total amount to be met by the host country will depend on a number of factors, but experience shows that it normally ranges from US$70,000 to US$90,000. In addition, the host country will cover expenses related to the event venue, infrastructure, and operational and logistics services required by the ministerial meeting. 

Prior to the hosting offer, the Secretariat, through the Department of Conferences, will provide the interested member state with an estimated budget for the meeting, together with specifications for the venues, equipment, and materials needed to organize a high-level OAS meeting.

5. MEETING CONVOCATIONS:
i. Ministerials (stage 1): Ministerial meetings are convoked by resolutions of the Inter-American Council for Integral Development (CIDI) in accordance with the triennial ministerial cycle. Those meetings may take place in a member state or at OAS headquarters in Washington, D.C. Ideally, a member state interested in hosting an event should announce its offer at the previous ministerial meeting or at the meeting of the inter-American committee (stage 4). The formal hosting offer should be made by means of an official note sent to the General Secretariat via the Permanent Mission, indicating the proposed dates and the city where the meeting will be held. If no formal offers are received two weeks after the close of the inter-American committee meeting (stage 4), CIDI will consider convoking the ministerial meeting at OAS headquarters. When the convocation is made, CIDI will assign the resources needed for the meeting from the Regular Fund. 

ii. Planning Meetings (stage 2): Planning meetings are convoked by the Secretariat in consultation with the Chair of the troika within three months following the ministerial meeting.
iii. Policy Committee Meetings (stage 3): Meetings of the Policy Committee will be convoked by its Chair three weeks after the Secretariat has distributed, for the delegations’ information and use, the final draft work plan approved by the authorities of the ministerial process at their planning meeting (stage 2). This will allow the delegations to consult with their capitals and, if they have any comments, to submit them to the Secretariat prior to the formal meeting of the Policy Committee. 

iv. Meeting of the inter-American committee (or IACML WG) (stage 4): Convoked by CIDI, or by the Policy Committee ad referendum of CIDI, to be held on the date recommended by the Secretariat in consultation with the Chair of the relevant committee. When the convocation is made, CIDI will assign, from the Regular Fund, the resources needed for the meeting to take place. 

CIDI, acting on its own decision or on the recommendation of the authorities of the ministerial processes, may also convoke special meetings of the committees. In such a case, the meeting will be constrained to the matter(s) for which it was convoked, and the committee will provide all the resources needed to fund the meeting. The Chair of CIDI, through the Policy Committee, will establish procedures and deadlines for preparing the agendas and other documents of special meetings.

v. Meeting of the Inter-American Council for Integral Development (stage 5): Convoked by the Chair of CIDI at the recommendation of the Secretariat following distribution of the preliminary drafts of the annotated agenda, declaration, and plan of action prepared by the Secretariat in consultation with the authorities of the relevant ministerial process. This meeting of CIDI will be held within three months following the meeting of the inter-American committee (stage 3).

vi. Informal meetings: Organized and convoked by the Secretariat in coordination with the host country of the next ministerial meeting, in order to receive contributions and textual proposals for the preliminary documents submitted to CIDI. These meetings may be either on-site events or held by means of on-line forums, depending of the working method that best suits each sectoral process.

vii. Formal Preparatory Meeting: Convoked by the Secretariat in coordination with the authorities of the troika. This meeting will formalize the agreements reached during the informal meetings.

6. DOCUMENTS: 

All the official documents must be distributed to the delegations with sufficient time for them to be studied and for the relevant queries to be made before they are discussed at the meeting in question.

Documents that include mandates assigned to the OAS General Secretariat must contain a cost estimate using form 3. They must also be drafted in accordance with the guidelines for the purpose set out in document CIDI/doc.42/13, “Guidelines for the wording of mandates assigned to the General Secretariat in draft resolutions that the Inter-American Council for Integral Development (CIDI) will refer to the General Assembly and declarations and resolutions adopted in the framework of CIDI” (agreed upon at the meeting of April 30, 2013) [Español – English – Français – Português].
Meetings of the Triennial Ministerial Cycle will have, as a minimum, the following documents: 

i. Ministerials (stage 1):

a. ANNOTATED AGENDA:  Includes the topics and subtopics proposed by the meeting of the corresponding inter-American committee (or by the IACML working groups) and how they relate to the Organization’s strategic plan and other relevant general agreements. Also includes the meeting’s objectives and expected outcomes, together with a technical analysis of the regional context or problem to be addressed. The preliminary version of this document is approved by CIDI. The technical secretariat of the sectoral process may present a preliminary version of this document as a “conceptual framework” (white paper) to the meeting of the Policy Committee for its consideration (form 1).
b. DECLARATION: Concise and direct document that sets out the main political agreements and adopts the plan of action or equivalent (form 2).
c. PLAN OF ACTION OR EQUIVALENT: A document with more technical details that define the actions the states wish to carry out within a given timeframe to achieve the objectives set out in the declaration. This document will also set out the ties between the goals set and the OAS Strategic Plan and other relevant general processes, together with possible partners and mechanisms for implementation, follow-up, and reporting results. As an annex it will include an analysis of the budgetary implications of the mandates and actions that the Secretariat is requested to carry out (form 3).
d. WORK SCHEDULE: This document contains a schedule with the details of the ministerial meeting, including the order of the topics and the dates and times when the different matters are to be addressed.
ii. Planning Meetings (stage 2): 

e. DRAFT WORK PLAN: As an input for the meeting, the Secretariat will present a draft work plan prepared on the basis of the agreements reached at the ministerial meeting and through the consultations and/or surveys carried out with the authorities of the sectoral process and other delegations. 

iii. Policy Committee Meeting (stage 3): 

f. AGREED WORK PLAN: The document to be presented to the Policy Committee will be the one agreed on by the authorities at stage 2. Following its consideration by the Policy Committee, and if applicable, a work plan reflecting the additional contributions made by the delegations will be issued.

iv. Meeting of the inter-American committee (or IACML working group) (stage 4): 

g. IMPLEMENTATION REPORTS ON MINISTERIAL AGREEMENTS: The Secretariat will present a written progress report on the implementation of the work plan agreed on at the previous ministerial meeting.

h. CONCEPTUAL FRAMEWORK OR WHITE PAPER: A technical document to facilitate the analysis of possible topics for the next ministerial meeting. To the extent that is possible, it will deal with the topics in the same format as the annotated preliminary draft agenda. 

v. Meeting of the Inter-American Council for Integral Development (stage 5): In keeping with the guidelines of stage 4 and in consultation with the troika authorities, the Secretariat will prepare the preliminary annotated draft agenda that will be presented to CIDI for adoption, together with drafts of the declaration and plan of action (see stage 1 documents). The process of informal discussion and negotiation will produce a document enriched by the comments and informal negotiations, which will be discussed in detail at the formal preparatory meeting.

vi. Formal Preparatory Meeting (stage 6): Will receive the expanded versions of the draft declaration and plan of action. 

7. GUESTS: All organizations invited to ministerial meetings or meetings of inter-American committees must enjoy the consent of the host country and the approval of CIDI, following the criteria set down in Chapter IV of the Rules of Procedure for CIDI Ministerial Meetings.
8. OFFICIAL HOSTING OFFER: Once the corresponding inter-American committee has defined the topic for the next ministerial meeting, the member state interested in hosting the event shall express its intent by means of a note to the OAS General Secretariat, via its Permanent Mission, indicating the venue and the exact dates (days, month, and year) planned for the meeting. The General Secretariat will inform the Chair of CIDI so that CIDI can finalize the convocation. 

The date proposed for the ministerial meeting must fall within the calendar year of the ministerial cycle and take into account the schedule of similar meetings convoked at the regional, subregional, and global levels, as well as within the OAS. The Technical Secretariat can assist the member state in reviewing those calendars. 

Hosting offers will be subject to the terms of resolution AG/RES. 1757 (XXX-O/00) and the amendments thereto made by resolution AG/RES. 2157 (XXXV-O/05).
/
Before the hosting offer is made, the General Secretariat, through the Department of Conferences, may prepare a budget estimate for the interested member state, following the provisions set out in resolution CP/RES. 982 (1797/11).

9. RESPONSIBILITIES OF THE HOST COUNTRY:  The country offering to host a meeting of ministers and high authorities within the framework of CIDI shall undertake to join the troika of the corresponding ministerial process that assists the Secretariat in defining, following up on, and implementing the agreements that arise from the ministerial meeting in question. Once it has handed over the chair to the host country or chair of the following ministerial meeting, it will remain part of the troika and will continue to advise the process to ensure the continuity of its work. As part of that commitment, it is expected to maintain the support and commitment of its officers in contributing to the ministerial process, and it will allocate the resources and logistical support necessary to organize the ministerial meeting and its preparatory process.

10. TROIKA: The troika comprises the sectoral authorities of the member states that presided the ministerial cycle as the previous, current, and future hosts (once the hosting offer for the next meeting has been announced). If no hosting announcement has been made, the troika will function with two authorities alone, and the third will join when it informs CIDI of its intent to serve as host or, in the case of ministerial meetings held at OAS Headquarters, upon its election to serve as Chair of the ministerial meeting. 

11. OAS GENERAL SECRETARIAT: The main areas of the OAS General Secretariat that support ministerial cycles are the following:

i. Executive Secretary for Integral Development: Along with the Secretary General, the Executive Secretary for Integral Development may attend sectoral or specialized meetings, with the right to speak but not to vote (Art. 19 of the Rules of Procedure for Sectoral Meetings) and is accountable to CIDI for the execution and coordination of cooperation activities supported by the OAS within the framework of CIDI and, through the mechanisms established by the Secretary General, of the cooperation activities that the Organization carries out through all its areas (Art. 18, CIDI Statutes). 
/ 
ii. Technical Secretariat: The department that serves as the technical secretariat for the ministerial process in question and provides technical support, acts as the main point of contact with the sectoral area, and coordinates the other areas of the Secretariat. 

iii. CIDI Secretariat: The Policy Section within the office of the Executive Secretary for Integral Development provides support on procedures and the negotiation of documents, and it has an overall perspective of all the ministerial processes.

iv. Department of Conferences: Offers support and advice on logistics matters. The Hosting Agreement is negotiated with that department, based on the needs and inputs identified by the technical areas and the secretary of the meeting. 

v. Summits Secretariat: : Provides support in the follow-up and dissemination of the mandates and initiatives emanating from the Summit of the Americas processes and the mandates of the ministerial processes related to them, fostering a relationship between the Summits and the different ministerial processes.

FORM 1: 

ANNOTATED AGENDA
/
[Meeting theme: A short, impactful phrase that describes the general objective of the meeting or the message to be conveyed] 

A. BACKGROUND:  Included here is a technical analysis of the regional context or of the problem that is to be addressed. 

B. PROPOSED TOPICS FOR DISCUSSION IN LIGHT OF THE PREVIOUS POINT: Includes the topics and subtopics proposed by the meeting of the relevant inter-American committee (or IACML working groups) and how they relate to the Organization’s Strategic Plan and other relevant general agreements. 

C. PURPOSE OF THE MEETING: Defines the meeting’s specific objectives in light of the topics and the background. 

D. EXPECTED RESULTS OF THE MEETING: Describe the agreements expected to be reached in terms of commitments by the member states and mandates for the Secretariat, together with implementation mechanisms.

E. STRUCTURE OF THE MEETING: Describes activities for promoting a substantive political dialogue and exchanges of experiences among the member states at the meeting. 

FORM 2: 

DECLARATION

[Title, which may include the meeting’s theme: A short, impactful phrase that describes the general objective of the meeting or the message to be conveyed] 

1 HEADER: The header identifies the ministerial process in question. [example: WE, THE MINISTERS OF EDUCATION GATHERED TOGETHER IN BOGOTÁ, COLOMBIA, ON THE OCCASION OF THE TWENTIETH INTER-AMERICAN MEETING OF MINISTERS OF EDUCATION WITHIN THE FRAMEWORK OF CIDI:]

2 PREAMBLE: The purpose of this section’s paragraphs is to identify the historical background of the topic to be addressed, or to establish its current situation, and to set the context for the operative section. Preambular paragraphs are clauses that invariably start with a gerund.
Some of the terms used to begin paragraphs in the preamble include: 

	Affirming 

Alarmed by 

Also considering 

Also expressing regret 

Also noting 

Also recalling 

Also recalling

Aware of 

Bearing in mind

Believing that

Concerned

Concerned / worried by 

Considering

Convinced 

Declaring 

Deeply aware 

Deeply concerned

Deeply convinced

Deeply worried 
	Disapproving of 

Emphasizing

Expressing appreciation 

Fully aware of

Fully believing 

Guided by 

Having adopted 

Having considered

Having examined

Having heard

Having paid attention 

Having received 

Having studied

Hoping 

Noting

Noting with appreciation 

Noting with approval 

Noting with concern


	Noting with regret 

Noting with satisfaction

Noting with satisfaction

Objecting 

Observing with deep concern

Observing with satisfaction

Reaffirming

Realizing that 

Recalling

Recognizing

Referring to 

Seeing that 

Seeking 

Taking into account

Taking into account that
Underscoring 

Welcoming

Wishing 




3 OPERATIVE SECTION: Normally this section begins with headers such as the following: WE DECLARE, WE RESOLVE, WE COMMIT TO, etc. 

The paragraphs in this section express the member states’ political positions regarding the topics addressed at the meeting, the commitments assumed by the member states in connection with those topics, and the mandates or specific actions that the member states assign to the OAS General Secretariat in order to make progress with the identified priorities. 

This document will also adopt the plan of action (or its equivalent) and may also include an expression of thanks toward the ministerial process’s authorities and announcements of hosting offers for the next ministerial meeting and about the composition of the new troika.

The mandates included in this document must be explicit in the specific objectives they seek to pursue. Those objectives must be clear, measurable, and attainable, they must be covered by the Strategic Plan of the Organization, and they must take into account the capacities and resources of the General Secretariat.

Examples of operative paragraphs: 

RESOLVE:

Contains: [ACTION] [BY WHOM] [WHAT] [FOR WHAT PURPOSE] [HOW] [WHEN]

Begins with DECLARE… RESOLVE…

Some terms used to begin operative paragraphs:

	To accept

To adopt 

To affirm

To announce 

To approve 

To assume 

To authorize 

To call 

To call for 

To call upon 

To celebrate 

To confirm

To consider

To convey
	To decide 

To declare

To declare prudent

To define

To deplore 

To designate

To emphasize

To encourage 

To endorse 

To establish 

To exhort 

To express

To express its appreciation 

To express its wish 
	To include 

To invite 

To proclaim

To propose

To reaffirm

To recall 

To recommend

To regret

To request

To support 

To take into account 

To urge 

To welcome 



FORM 3: 

PLAN OF ACTION (OR EQUIVALENT)

[Title, which may include the meeting’s theme: A short, impactful phrase that describes the general objective of the meeting or the message to be conveyed] 

Each document is unique but, in general terms, should contain: 

1. BACKGROUND 

2. GENERAL FRAMEWORK FOR ACTION 

3. PURPOSE

4. GENERAL OBJECTIVES AND PRIORITY AREAS FOR ACTION 

5. IMPLEMENTATION METHODS

6. FOLLOW-UP, EVALUATION, AND REPORTING

7. FUNDING

ANNEX: All mandates assigned to the Secretariat will include an annex indicating the estimated cost thereof and its relationship with the Organization’s Comprehensive Strategic Plan (see Annex to this Form).
ANNEX TO FORM 3: 

COSTS OF MANDATES HANDED DOWN BY CIDI MINISTERIAL PROCESSES 

	1. Broad mandate: 

	2. Link with the OAS Comprehensive Strategic Plan:

a) Strategic Line
b) Objective 

	3. Financial implications:

a) Estimated cost of mandate implementation over its duration (including personnel and activities). 

Areas
Estimated Cost
Source of Financing:
Regular Fund (RF), 
Specific Fund (SF), Contribution in Kind (CK)

Human resources

Personnel 
Consultants/CPRs
Travel, workshops, meetings
Projects
Publications 
Other expenditure
Total
b) Estimated cost for the two-year period _________ (including personnel and activities): 

c) Of the estimated cost in section (b), what proportion can be assumed by existing programmed activities? 

	4. Administrative implications:

a) Additional personnel needs (indicate additional personnel required and necessary profile):

b) Period (indicate the maximum period required, including implementation and evaluation): 

	5. Area responsible for implementation (or coordination, if intersectoral work is involved):

	6. Annex prepared by (name):


ANNEX II

REFERENCE DOCUMENTS

STATUTES AND RULES OF PROCEDURE: (These documents will be updated automatically by the Secretariat as the General Assembly or CIDI adopt or amend their provisions.)
· Statutes of CIDI


Español – English – Français – Português
· Rules of Procedure for CIDI Sectoral and Specialized Meetings 

Español – English – Français – Português
· Rules of Procedure of the Inter-American Conference of Ministers of Labor 

Español – English – Français – Português

· Inter-American Committee on Education (CIE) 

Español – English – Français – Português 
· Inter-American Committee on Culture (CIC) 

Español – English – Français – Português
· Inter-American Committee on Science and Technology (COMCYT) 

Español – English – Français – Português 

· Inter-American Committee on Social Development and Employment (CIDES) 

Español – English – Français – Português 
· Inter-American Committee on Ports (CIP) 

Español – English – Français – Português 
· Inter-American Committee on Sustainable Development (CIDS) 

Español – English – Français – Português 

· Inter-American Committee on Tourism (CITUR) 

Español – English – Français – Português
PERTINENT RESOLUTIONS: 

CP/RES. 982 (1797/11) “Update of Costs of Conferences and Meetings Funded by the OAS” Español – English – Français – Português
ORGANIZATION OF AMERICAN STATES


Inter-American Council for Integral Development


(CIDI)
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�.	AG/RES. 1757 (XXX-O/00), “Measures to Encourage the Timely Payment of Quotas,” and the amendments thereto made by resolution AG/RES. 2157 (XXXV-O/05), “Program-Budget of the Organization for 2006, Quotas and Contributions to FEMCIDI for 2006,” provide that only those member states that are in “Current A” or “Current B” status or that are “considered current” may host meetings of the Organization (including, but not limited to, conferences, ministerials, workshops, and seminars) that are directly funded, either in whole or in part, by the OAS Regular Fund. The host country must retain that status from the time when funding is approved for the meeting up until when the event takes place. 


(� HYPERLINK "http://www.oas.org/consejo/GENERAL%20ASSEMBLY/Resoluciones-Declaraciones.asp" �http://www.oas.org/consejo/GENERAL%20ASSEMBLY/Resoluciones-Declaraciones.asp�) 


�.	As at the time of this writing, the Secretariat for Access to Rights and Equity provides technical secretariat services to the Meeting of Ministers and High Authorities of Social Development within the Framework of CIDI.


�.	A preliminary version (“white paper”) of this document will be used as an input for the meetings of the inter-American committees (or of the working groups of the IACML) that are to consider possible topics for the next ministerial meeting. 





