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CONFERENCES AND MEETINGS COSTS

Updating of resolution CP/RES. 807 (1307/02)



Document presented by the General Secretariat
This document is being distributed to the permanent missions and
will be presented to the Permanent Council of the Organization.

INTRODUCTION

Purpose and scope if this document
The purpose of this report is to compare the costs of the services provided by the Secretariat of Conferences and Meetings with the costs of the same or similar services provided by other international organizations in Washington, DC and elsewhere, as well as other specialized conference services providers working for international organizations and multinational companies. This report has been prepared for the consideration of the Committee on Administrative and Budgetary Affairs (CAAP) and includes up-to-date information on the rates charged by peer organizations in the area as indicated above.

This document is then aimed at establishing the basis for competitive and reasonable costs for the services provided by the Divisions of Conference Services, Documents and Information Distribution Services, and Language Services, that will allow the SCM to maintain the already established standards for quality services provided for the activities of the political bodies of the Organization.

Methodology

The SCM conducted a market survey among private providers in the Washington Metro area and Washington based international institutions like the World Bank Group, Inter-American Development Bank, Pan-American Health Organization, and International Monetary Fund. Also, due consideration was given to current rates for these services in institutions and agencies of the US federal government like the State Department. 

All the information obtained was analyzed and compared with the current costs in the SCM.

I. Reproduction and Distribution of Documents and Information

	Institution/Provider
	Current rate

(costs per page)

	OAS/SCM
	$0.03

	Kinko’s
	$0.09

	PAHO Print Shop
	Rates have not been established 


	IADB 
	Rates have not been established 1

	World Bank Print Shop
	$0.03 



II. Translation Services

	Institution/Provider
	Current rate

(costs per 1,000 words)

	OAS/SCM
	$140.00

	IADB 
	$160.00

	World Bank
	$170.00

	IMF
	$170.00

	US State Department
	$300.00


III. Interpretation Services

	Institution/Provider
	Current rate

(daily cost)

	OAS/SCM
	$391.50

	IADB 
	$475.00

	World Bank
	$417.50

	United Nations
	$417.50

	US State Department
	$490.00


Conclusion


The comparative analysis of the various rates structures obtained during our survey shows that among all Washington DC based international organizations and other similar institutions; the OAS/ASG/SCM pays the lowest rates. This is so because in consideration of the financial limitations the Organization has experienced the current rates have not been updated sin July 2002, when CP/RES. 807 (1307/02) “Update of Costs of Conferences and Meetings Funded by the OAS” was approved by the Permanent Council.


Along these two years, cost increases for the above mentioned services must be taken into account and the rates structure must be updated to avoid the risk for the General Secretariat of not being competitive in the external market to obtain and contract services for the political bodies of the Organization, in accordance with established quality standards, adequate to the requirements of the political bodies of the Organization.

To maintain a reasonable level of competitiveness in the external market is essential and cannot be postponed any more. Hence the General Secretariat wishes to submit for the consideration of the Permanent Council, the following proposal to update its conferences services rates structure.

UPDATING OF RESOLUTION CP/RES. 807 (1307/02)
The General Secretariat, in compliance with resolution CP/RES. 807 (1307/02), operative paragraph 9, presents for consideration of the Permanent Council the updated budget estimates for 2004 for one-, two-, and three-day meetings held at headquarters. The budget estimates include provisions for all services required by the meetings of the Organization, including those related to interpretation services and translation of documents to the four official languages of the OAS.

To limit as much as possible the potential impact that costs increases could have in the overall budget for conferences and meetings, the Secretariat for Conferences and Meetings has made a special effort to balance out increases contingent on market costs, with potential savings identified in the last three years as probable. 

Services provided for the meetings of the political bodies, committees, and working groups of the OAS include language services (translation and interpretation), document services (editing, proofreading, reproduction and distribution), conference specialists (planning, organization, coordination, and administration, room services), and information technology services (computer networking, connectivity, databases and internet services), as well as accreditation services when required.  

The models used to prepare the proposal have the following characteristics:

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

· The rates are persuasively competitive and the adjustments made represent a reasonable increase in the cost of meetings that keeps the General Secretariat competitive in the market for hiring those services. 

· Rates for contract personnel will be applied in 2004.

· Interpreters:  The rate increases from $430.00 to $490.00 per shift (for those who pay US taxes) and from $391.50 to $446.00 per shift (for those who do not pay US taxes).

· Translators and reviewers/translators:  The rate increases from $300.00 to $390.00 per day. The rate per word changes from $140.00 per 1,000 words to $170.00 per 1,000 words.
· Accreditations officer and accreditations supervisor: This rate has been established at $100.00 per day.

· Room attendants:  This rate increases from $80.00 per day ($10.00 per hour) to $100.00 per day ($12.50 per hour).

· Control operators:  This rate increases from $86.00 per day ($10.75 per hour) to $108.00 per day ($13.50 per hour).

· Transcribers/proofreaders:  This rate increases from $110.00 per day ($13.75 per hour) to $128.00 per day ($16.00 per hour).

· Editing: This rate increases from $274.00 per day to $300.00 per day.

OVERTIME ESTIMATE

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

	Length of meeting
	Estimated average of overtime hours
	
	Total estimated cost for 2004

	One-day meeting 
	
  28
	
	$   980

	Two-day meeting
	
  56
	
	$1,960

	Three-day meeting
	
  84
	
	$2,940


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 2004 stem from the increase in the hourly overtime rate, which rose from $30 to $35 per hour. However, the estimated total number of overtime hours per meeting has been reduced based on the experience of the previous year.
COST ESTIMATE FOR EQUIPMENT AND SUPPLIES IN 2004

The equipment and supply cost estimates were adjusted based on increased costs and the consumption pattern for inputs in this category in 2003.

	Length of meeting
	
	Estimated cost of equipment and supplies

	One-day meeting
	
	$350

	Two-day meeting
	
	$500

	Three-day meeting
	
	$650


As a reminder, this category refers to the following:

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

· Writing implements, yellow pads, pencils, etc.;

· Recording services: cassettes, labels, copies of cassettes, etc.;

· Preparation of table signs (when necessary);

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

· Internet service and e-mail; and

· Any other items needed for the meeting in connection with the services provided by the Secretariat of Conferences and Meetings.
ESTIMATED TOTAL FOR MEETINGS HELD AT HEADQUARTERS
In order to estimate the cost for meetings held at Headquarters during 2004, the SCM has used an average of the rate increases reported by different national and international institution. (See attached information), including rates increases en the local market for reproduction of documents.


The estimated costs for meetings at Headquarters for 1, 2, and 3-day meetings are included in Annex I) 


The overall increases are as follows:

· For one-day meetings (one plenary with no simultaneous working groups) from $15,662 to $19,006. 

· For a two-day meeting (one plenary with no simultaneous working groups), from $23,113, to $32,082.
· For a three-day meeting, (one plenary with no simultaneous working groups), from $30,511, to $45,159.

The overall budgets mentioned above, include estimated costs for accreditation services that in the past had not been considered in the preparation of the models but are indispensable for the good functioning of the meeting.

SUMMARY

(Rounded figures)
	
	One-day meeting
	Two-day meeting
	Three-day meeting

	Budgeted cost of meetings in Washington, D.C.
	$19,006 

	$32,082
	$45,159


METHOD FOR ESTIMATING THE ADDITIONAL COST OF HOLDING A 

MEETING AWAY FROM HEADQUARTERS 

When a meeting is held away from headquarters, in addition to the various high level officers from the General Secretariat participating in the meeting, other staff from the Secretariat for Conferences and Meetings and other areas of the General Secretariat must travel to that country.

As a general rule, six members of the staff of the General Secretariat should travel to the host country at least two days before the beginning of the meeting. Depending on the complexity of the preparation for the meeting, additional days may be required. These officials perform the following functions: 

a. General coordination and supervision of all conference services (Conferences specialist)

b. Coordination of all meeting rooms services, in accordance with OAS standards (In-room services supervisor)

c. Coordination and control of documents printing and distribution in the four official languages of the Organization (Print shop supervisor)

d. Installation, coordination, and control of OAS information technology systems and programs to manage and integrate the official languages services with document production services (OAS IT specialist)

e. Registration and control of accreditation services, including supervision of listing updates, delivery of credentials and materials, and registration of all guests and visitors (Accreditations and registration services officer)

f. Coordination and management of all OAS and General Secretariat public information activities, including contacts with the media, schedules for press conferences, and broadcasting/webcasting of activities related to the meeting, when appropriate (Public information specialist)

g. In addition, taking into account resolution AG/RES. 1847 (XXXII-O/02) Support for and follow-up to the Summits of the Americas Process, the participation of the Executive Secretary for the Summit Process or her representative is included (when applicable, the contribution of the host country will finance the corresponding travel costs).

h. Committee Secretary Services (travel expenses for the Committee Secretary assigned to the meeting are financed by the host country). 

The following table presents the estimated cost for this in three different scenarios:

ESTIMATE PER PERSON PER DAY 

(Rounded figures)

	
	Low-cost travel scenario 
	Medium-cost travel scenario
	High-cost travel scenario

	Travel fares
	$600
	$1,000
	$1,400

	Terminal expenses 
	$90
	$120
	$160

	Per diem allowances 
	$46
	$170
	$340

	Total cost
	$736
	$1,290
	$1,900


To have an estimate that covers all possibilities, the average amount corresponding to a medium-cost travel scenario–$1,290 per person–is used in the models proposed by the General Secretariat.

CALCULATION OF THE ADDITIONAL COST WHEN THE MEETING IS HELD AWAY FROM HEADQUARTERS

(Rounded figures)

The following table presents estimates for all three possibilities, multiplying the length of meeting by the six officials (Conference specialist, meeting room supervisor, documents supervisor, IT systems specialist, accreditations officer and public information specialist) and then by the medium cost for each estimate.

	ADDITIONAL COST FOR MEETINGS HELD AWAY FROM HEADQUARTERS

	
	One-day meeting 
	Two-day meeting 
	Three-day meeting 

	1 travel fare x 6 officials 
	$1,000 x 6
	$1,000 x 6
	$1,000 x 6

	Terminal exp. x 6 officials
	$120 x 6
	$120 x 6
	$120 x 6

	Per diem allowance x days of meeting x 6 officials
	$170 x 3d x 6
	$170 x 4d x 6
	$170 x 5d x 6

	Additional cost 
	$9,780
	$10,800
	$11,820




The overall increases are as follows:

· For one-day meetings (one plenary with no simultaneous working groups) from $23,222 to $28,834. 
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· For a two-day meeting (one plenary with no simultaneous working groups), from $31,313, to $43,012.
· For a three-day meeting, (one plenary with no simultaneous working groups), from $39,351, to $57,190.

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:

AVERAGE ESTIMATED TOTAL COST FOR MEETINGS HELD AT 
AND AWAY FROM HEADQUARTERS 

(Rounded figures)

	ESTIMATED TOTAL COST FOR MEETINGS HELD AT AND AWAY FROM
HEADQUARTERS

	
	One-day meeting
	Two-day meeting
	Three-day meeting

	Budgeted cost of meetings in Washington, D.C.
	$19,006
	$32,082
	$45,159

	Additional cost for meetings held away from headquarters 
	$9,828 
	$10,930
	$12,031

	Estimated total for a meeting held away from headquarters 
	$28,834
	$43,012
	$57,190
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�.	The Print Shops have a global budget and no charges are made to the requesting divisions. Both institutions are currently studying their cost structure to determine the rates that should be applied for these services or to outsource their printing needs.


�.	This rate does not include rush service and overtime costs due to emergency or urgent situations.
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