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CONVENTION ON INTERNATIONAL TRADE IN ENDANGERED SPECIES h ~ v $  

OF WlLD FAUNA AND FLORA -* 
LTNEP 

DRAFT'AGREEMENT BETWEEN THE GOVERNMENT OF THAILAND AND 
THE SECRETARIAT OF THE CONVENTION ON INTERNATIONAL TRADE 

IN ENDANGERED SPECIES OF WlLD FAUNA AND FLORA (CITES) 

Regarding 

THE 16TH MEETING OF THE CONFERENCE OF THE PARTIES 
TO THE CONVENTION ON INTERNATIONAL TRADE 

IN ENDANGERED SPECIES OF WlLD FAUNA AND FLORA (CITES) 

and 

THE 63RD AND 64TH MEETINGS OF THE CITES STANDING COMMllTEE 

BANGKOK, THAILAND, 2 - 14 MARCH 2013 

WHEREAS the Conference of the Parties to the Convention on lnternational Trade in Endangered Species of Wild 
Fauna and Flora (CITES) at its 15th meeting, held in Doha, Qatar, from 13 to 25 March 2010, has accepted the 
invitation of the Government of the Thailand (hereinafter referred to as "the Government'), to host the 16th meeting 
of the Conference of the Parties to CITES (hereinafter referred to as "CoP16") as well as the 63rd and 64th 
meetings of the CITES Standing Committee (SC63 and SC64). 

NOW THEREFORE, the Secretariat of the Convention on lnternational Trade in Endangered Species of Wild 
Fauna and Flora (hereinafter referred to as "the Secretariat"), and the Government agree as follows: 

I. Nature and scope of the meeting 

Cop16 is convened as a regular meeting of the Conference of the Parties to CITES pursuant to Article XI of 
the Convention on lnternational Trade in Endangered Species of Wild Fauna and Flora, adopted at 
Washington, D.C., on 3 March 1973. The purpose of the meeting is to review the implementation of the 
Convention and to take such action as may be required to improve its effectiveness. In addition, SC63 and 
SC64 are convened as regular meetings of the Standing Committee of the Conference of the Parties, in 
accordance with Resolution Conf. 11.1 (Rev. Cop1 5), adopted at the 11 th meeting of the Conference of the 
Parties (Gigiri, 2000) and amended at the 12th, 13th, 14th and 15th meetings (Santiago, 2002; Bangkok, 2004; 
The Hague, 2007; and Doha, 2010). 

II. Place and date of the meeting 

Cop16 will take place at Bangkok, Thailand, from 2 to 14 March 2013 

lnternational Environment House . Chemin des Anemones . CH-1219 Chstelaine, Geneva . Switzerland 
Tel: +41 (22) 917 81 39140 . Fax: +41 (22) 797 34 17 . Email: info@cites.org .Web: http://www cites.org 



Ill. Participants 

1. Under the provisions of Article XI, paragraphs 6 and 7, of the Convention and the Rules of Procedure of 
the Conference of the Parties: 

a) CITES Parties will be represented by duly authorized delegates; 

b) The United Nations, its Specialized Agencies and the International Atomic Energy Agency, as well as 
any State not a Party to the Convention, may be represented by observers; and 

c) Bodies or agencies technically qualified in protection, conservation or management of wild fauna and 
flora, in the categories specified in paragraph 7 of Article XI of the Convention, may also be 
represented by observers. 

2. Meetings of the Conference of the Parties shall be open to representatives of information media after they 
have been accredited by the Secretariat in accordance with Rule 13 of the Rules of Procedure of the 
Conference of the Parties. 

3. Under the provisions of Article XII, paragraph 2(a), of the Convention, the Secretariat shall arrange for and 
service these meetings. The Secretary-General of CITES shall designate the officials assigned to attend 
the meeting for the purpose of servicing it. 

IV. Orqanization of Cop16 and financial implications 

While it is the responsibility of the Secretariat to arrange for and service CoP16, the responsibility for the 
practical and technical organization of the meeting shall be shared by the competent host authorities and the 
Secretariat on the basis of the following paragraphs, provided that the provisions of the present Agreement 
shall not prevent the parties to this Agreement from making such adjustments as may be mutually agreed in 
order to ensure the efficient orgariization of Cop16 and related meetings. 

1. 'The Government shall establish a Liaison Office and appoint a liaison officer fluent in English, who shall 
be responsible, in consultation with the Secretariat, for making and carrying out the administrative, 
logistical and personnel arrangements for Cop16 and related meetings, as required under this 
Agreement. The coordinates of the Liaison Office as well as those of the liaison officer should be provided 
to the Secretariat upon hisfher designation. 

2. The Government shall provide, for the duration of CoP16, SC63 and SC64, the necessary premises, 
including office space, working areas and other related facilities, as specified in the Statement of 
Requirements, which is contained in Annex 1 to this Agreement. The Government shall at its expense 
furnish, equip and maintain in good repair all these premises and facilities in a manner that the Secretariat 
considers adequate for the effective conduct of Cop16 and the related meetings. The meeting rooms 
shall be equipped for reciprocal simultaneous interpretation between the three working languages of the 
Convention, sound recording to the extent required by the Secretariat, and facilities for press, television 
and radio operations. In consultation with the host country, the premises shall remain at the disposal of the 
Secretariat 24 hours a day. The offices shall be available from 21 February 201 3 until 15 March 201 3. The 
registration areas shall be available from 27 February 2013 until 14 March 2013. The Committee II room 
shall be available from 2 March 2013 until 13 March 2013. The rest of the premises shall be available from 3 
March 2013. Opening hours for participants will be from 07h00 until 21 h00. 
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3. The Government shall bear the cost of transport and insurance charges, from the seat of the Secretariat 
in Geneva (Switzerland), to the site of Cop16 and retum, of all United Nations equipment and supplies 
required for the adequate functioning of the meeting. The Secretariat shall determine the mode of 
shipment of .such equipment and supplies having regard to the need for economy and the needs of the 

. meeting. The Government shall designate a person or office to accept, store and re-ship such equipment 
and supplies, whose coordinates shall be provided to the Secretariat at least six weeks prior to CoP16. 

4. The Govemment shall ensure that adequate accommodation in hotels or residences is available at 
group/corporate negotiated rates for the persons participating in, or attending the meeting. The 
Government shall ensure, as early as possible, accommodation for the Secretariat staff servicing the 
meeting, preferably at a hotel close to the venue of the meeting. 

5. The Government shall provide transport between the airport and the venue of Cop16 and principal hotels 
for members of the Secretariat servicing the meeting upon their arrival and departure as well as during 
Cop16 and related meetings. Arrival and departure dates will be provided by the Secretariat to the 
Government in due time. 

6. The locally recruited staff members referred to in pages [34-361 of Annex 1 shall work under the direct 
supervision of the Secretariat's Meeting Services and Conference Assistant and are expected to work in 
accordance with the exigencies of CoP16. 

7. Arrangements for the travel of the Secretariat officials required to plan for or service the meeting shall be 
made by the Govemment in consultation with the Secretariat and shall be in accordance with the Staff 
Regulations and Rules of the United Nations and its related administrative practices regarding travel 
standards, baggage allowances, subsistence payments and terminal expenses (i.e. full economy class air 
tickets for flights less than nine hours or full business class for more than nine hours travel time, and 
tickets must be non-restricted to allow changes if necessary). 

8. The Govemment shall furnish such police protection as may be required to ensure the effective 
functioning of Cop16 in an atmosphere of security and tranquillity, free from interference of any kind. 
While such police services shall be under the direct supervision and control of a senior officer provided by 
the Government, this officer shall work in close cooperation with a designated senior official of the 
Secretariat, and shall be fluent in English. 

9. The Government, in addition to bearing the financial obligations provided for elsewhere in this Agreement, 
shall, in accordance with General Assembly resolution 31/40, section 1 paragraph 5, and with Resolution 
Conf. 15.1 of the Conference of the Parties to CITES, bear the actual additional costs directly or indirectly 
involved in holding Cop16 in Bangkok, Thailand, rather than at the seat of the CITES Secretariat in 
Switzerland. Such costs, which are provisionally estimated at approximately USD 729,601 are detailed in 
Annex 2 hereto. 

10. The Govemment shall, not later than 75 days prior to the opening of CoP16, deposit with the Secretariat 
the sum of USD 246,441 representing the portion of the estimated costs referred to in paragraph 9 above 
that is required to cover expenses that the Secretariat will incur before the meeting in accordance with the 
United Nations rules. If necessary, the Government shall make further advances as requested by the 
Secretariat so that the latter will not at any time have to finance temporarily from its cash resources the 
extra costs that are the responsibility of the Government. 
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11. The deposit and the advances required by paragraph 10 shall be paid wholly in United States dollars to 
the credit of the following account 

Bank: UBS SA 
35, rue des Noirettes, CH-1211 Geneva 2, Switzerland 

Account holder: United Nations Environment Programme I UN EP-CITES Secretariat 
Account number: 240-730.490.60 F 
I BAN: CH21 0024 0240 7304 9060 F 
SWIFT code: UBSWCHZH12A 

indicatjng the purpose for which the deposit is made. This deposit shall be used only to pay the obligations 
of the Secretariat in respect of Cop16 and related meetings. 

12. Within 180 days after the closing of CoP16, the Secretariat shall give the Government a detailed set of 
accounts showing the actual additional costs incurred by the Secretariat and to be bome by the 
Government pursuant to paragraph 9. These costs shall be expressed in United States dollars, using the 
United Nations official rate of exchange at the time the payments are made. The Secretariat, on the basis 
of this detailed set of accounts, shall refund to the Government, any funds unspent out of the deposit or 
the advances required by paragraph 9. Should the actual additional costs exceed the deposit, the 
Government shall remit to the bank account referred to in paragraph 11 the outstanding balance within 
one month of the receipt of the detailed accounts. The final accounts shall be subject to audit as provided 
in the financial Regulations and Rules of the United Nations, and the final adjustment of accounts shall be 
subject to any observations which may arise from the audit carried out by the United Nations Board of 
Auditors, whose determination shall be accepted as final by both the Secretariat and the Government. 

V. Privileqes and immunities 

1. In all matters relating to Cop16 and related meetings, the Government of Thailand shall apply, mutatis 
mutandis, the relevant provisions of the Convention on the Privileges and Immunities of the United 
Nations, adopted by the General Assembly on 13 February 1946*. 

a) Representatives of States referred to in paragraph 1 a) and b) of Section Ill of this Agreement, shall 
enjoy the privileges and immunities provided under Article IV of the 1946 Convention. 

b) Observers from the bodies referred to in paragraph 1 b) of Section Ill of this Agreement shall enjoy 
the privileges and immunities provided under Articles V, VI and VII of the 1946 Convention. 

2. The observers referred to in paragraph 1 c) of Section Ill of this Agreement, who are authorized to 
participate in the meeting by the Conference of the Parties, shall enjoy immunity from legal process in 
respect of words spoken or written and any act performed by them in connection with their participation. 

3. All participants entitled under the provisions of the text of the Convention to attend Cop16 shall be granted 
visas and entry permits where required, free of charge, and as speedily as possible so as to permit them 
to participate in Cop16 without hindrance. (See also page 37 of Annex 1) 

4. The personnel provided by the Government under paragraph 6 of Section IV shall enjoy immunity from 
legal process in respect of words spoken or written and any act performed by them in their official capacity 
in connection with the meeting. 

' The Conwnhon on the Pmleges ond hrnunrhes ofthe Unrted Nohons adopted by the Generol ksembly on 13 Febmry 1946 a onochedfor mnfomwhon 
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5. The Government of Thailand shall ensure that documents, equipment and supplies needed for CoP16, 
as well as documents and equipment accompanying representatives of information media who are 
attending the meeting, will be permitted to enter and leave the temtory of Thailand without restridons and 
without importlexport duty, provided that the applicable general legal provisions and rules are observed. 

6. All persons referred to in paragraph 1 of Section Ill shall have the right to take out of Thailand at the time 
of their departure, without any restriction, any unexpended portions of the funds they brought into Thailand 
in connection with CoP16, provided that the applicable general legal provisions and rules are observed. 

7. Without prejudice to the preceding paragraphs, all personnel performing functions in connection with 
Cop16 and related meetings, and all persons invited to the meeting, shall enjoy the privileges, immunities 
and facilities necessary for the independent exercise of their functions in connection with Cop16 and 
related meetings. 

8. For the purpose of the Convention on the Privileges and Immunities of the United Nations, the 
premises for Cop16 specified in paragraph 2 of Section IV shall be deemed to constitute premises of 
the United Nations in the sense of Article II, Section 3, of the 1946 Convention, and access thereto 
shall be subject to the authority and control of the Secretariat, which authorization shall not be withheld 
in cases of emergency. The premises shall be inviolable for the duration of Cop16 and related 
meetings, including the whole period for which the premises are at the disposal of the Secretariat in 
accordance with paragraph 2, Section IV. 

VI. Liabilities for damaqe 

1. The Government shall be responsible for dealing with any action, claim or other demand against the 
secretariat or its officials, arising out of: 

a) Injury to persons or damage to or loss of property in the premises referred to in paragraph 2 of 
Section IV that are provided by or are under the control of the Government; 

b) Injury to persons or damage or loss of property caused by, or incurred in using the transport services 
referred to in paragraph 5 of Section IV that are provided by or are under the control of the 
Government; 

c) The employment, for CoP16, of the personnel provided by the Government under paragraph 6 of 
Section IV. 

The Government shall be entitled to adopt whatever measures it may deem fit, following consultation 
with the Secretariat, to ensure the safety of the premises for CoP16, as well as property and persons 
therein. 

2. The Government shall indemnify and hold harmless the Secretariat and its officials in respect of any such 
action, claim or other demand, except if they arise from negligence or wilful intentions by the officials of the 
Secretariat participating in Cop16 and related meetings. 
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3. Any dispute between the Secretariat and the Government concerning the interpretation or application of 
this Agreement that is not settled by negotiation or any other agreed mode of sefflement shall be referred 
at the request of either party for final decision to a tribunal of three arbitrators, one to be named by the 
Secretary-General of CITES, one to be named by the Govemment and the third, who shall be the 
chairman, to be chosen by the first two. If either party fails to appoint an arbitrator within 60 days of the 
appointment by the other party, or if these two arbitrators should fail to agree on the third arbitrator 
within 60 days of their appointment, the President of the International Court of Justice may make any 
necessary appointments at the request of either party. However, any such dispute that involves a question 
regulated by the Convention on Privileges and Immunities of the United Nations shall be dealt with in 
accordance with Article VIII, Section 30, of that Convention. 

4. This Agreement may be revised, modified or amended wholly or in part by mutual written consent of the 
parties. Such revision, modification or amendment shall come into force on such date as determined by 

. the parties and shall form part of this Agreement. Any revision, modification or amendment will not 
prejudice any ongoing cooperation arising out of this Agreement before or up to the date of such revision, 
modification or amendment. 

5. All Annexes referred to in this Agreement shall constitute a part of this Agreement. 

6. Each party reserves the right for reasons of force majeure such as security, public order or public health to 
suspend temporarily, either in whole or in part, the implementation of this Agreement. Such suspension 
shall be effective immediately after notification has been given to the other party through a diplomatic 
channel. 

7. This Agreement and its Annexes shall enter into force on the date which the Govemment communicates 
to the Secretariat that the domestic legal procedures for their entry into force have been completed, and 
shall remain in force for the duration of Cop16 and for such a period thereafter as is necessary for all 
matters relating to any of its provisions to be settled. 

IN WITNESS WHEREOF, the undersigned duly authorized by the respective parties, have signed this Agreement. 

DONE at <CITY> this <DATE> in two originals in the English language. 

For the CITES Secretariat For the Government of Thailand 

Signature: 
John Scanlon 

Title: Secretary-General 

Annex 1 : Statement of Requirements 

Annex 2: Preliminary cost estimates 

Signature: 
XXMX 
Title: XXXXXXXX 
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Annex 1 

STATEMENT OF REQUIREMENTS 

FOR THE 1 6TH MEETING OF THE 

CONFERENCE OF THE PARTlES . 
TO THE 

CONVENTION ON tNTERNATlONAL TRADE IN ENDANGERED 

SPECIES OF WILD FAUNA AND FLORA (CITES) 

These requirements are lnd~cat lve only. They may  oe rnod~f ied as necessary, fo l low~ng 
consultation between the Host Country and the Secre~ar~at  



A. SCOPE OF THIS STATEMENT OF REQUIREMENTS 

This Statement o f  ffequiremen~s is designed primarily to ind~cate the on-site needs for the 
16th meeting of  the Conference o f  the Parties (Cop1 6), from the time o f  the arrival ~n the 
Host Country of the first team o f  the CITES Secretariat, about 10 days before the meeting 
until their departure after the meeting. These needs relate not only to  the preparation and 
conduct of  Cop1 6 itself but also to those for other related on-site meetings before or during 
Cop16 (such as the meetings of  the CITES Standing Committee and possibly of  a dialogue 
meeting of the African elephant range States, and meetings of the Parties on a regional basis) 
and immediately afterwards (a further meeting of the Standing Committee). However, this 
Statement also indicates a number o f  tasks to  be undertaken by the Host Country in adv,ance 
of the meeting (such as the nomination of the Chair of the meeting, and the appointment of  a 
Conference Centre Coordinator and a Host Country Media Liaison Officer]. 

In making arrangements for ClTES Cop1 6, the Host Country is encouraged to  minimize, to the 
fullest extent possible, the negative environmental impact o f  the meeting, and to  compensate 
for negative impacts as far as possible. It is recommended that the UNEP Green Meeting Guide 
be consulted for information on how t o  achieve this. The Gurde is available at the following 
website: 
http:ilwww.unep.frlshared/publicationslpdfiDTlx1 141 xPA-GreenMeetinqGuide.pdf 

0 .  SPACE AND EQUIPMENT TO BE PROVIDED BY THE HOST COUNTRY 

I. MEETING ROOMS 

The following meeting rooms should be made available by the Host Country: 

al Main meeting room 
(for a total  of  about 1400 parricipanrs ar tables and a further 3 0 0  seats withour 
tables) 

This room will be used for 

- the opening & closing ceremonies 
- the plenary sessions 
- the meetings of  Committee I 
- the o f f ic~a l  meetings of the European region (Monday afternoon o f  rhe firsr week 

and  Monday morning of the second week1 
- the late afternoon daily non-offic~al meetings of the European region. 

The provisional schedule is tentatively as follows: 

First week: 

Sunday: 15h00 - 17h00 Opening ceremony 

Monday: 09h00 - 12h00 Plenary session 
14h00 - 17h00 Official meeting of  the European reglon 

Tuesday: 09h00 - 12h00 
to and Meetings of  Ccmm~ttee I 
Friday: 14h00 - 17h00 

Second week: 

Starelrent 3 i re7~i remenis  /or rhe 16th meeri6g o l  (he Conierence of rhe Panies 
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09h00  - 1 1 h00  
1 1 h 0 0  - 12h00 
and 
14h00  - 17h00 

Tuesday: 0 9 h 0 0  - 12h00 
and and 
Wednesday: 14h00  - 17h00 

Thursday: 0 9 h 0 0  - 12h00 
and and 
Friday: 14h00  - 1 7h00 

Official meeting of the European region 

Meetings of Committee I 

Meetings of  Committee I 

Plenarv sessions 

Thts room should contain 

- one head table for 1 0  people, wi th 
6 microphones 
10 sets of  headphones (plus 1 spare set) 
1 gavel 
1 telephone (w i t h  a silent Indication o f  incoming calls, for internal calls only, w i th  a list 
o i  exrensions i o r  ail other rooms and offices used for the meeting, ~ncluding the 
interpretation booths); 

- a CITES banner, saying "Sixteenth meeting of the Conference o f  the Parties - 
< <DATE> > ", to  be placed in front of or above the head table; 

- a podium (lectern): Which should be placed next to the head table for speeches to be 
made at the opening and closing ceremonies, w i th  a microphone; 

- One table for four people: To be placed a t  the back of the room for the Earth 
Negot~attons Bulletin, w i th  four sets o f  headphones and power outlets; 

- working tables (approx. 9 0  cm x 6 0  cm working surface per person) and chairs for at 
least the fol lowing numbers of  participants: 

720  participants f rom 1 8 0  Parties 
15  participants f rom 8 observer countries 

600 participants f rom 200 observer organizations; 

For each Party space should be provided for four delegates; t w o  seats at a table and 
two  seats behind. For each observer country and observer organization t w o  seats 
should be provided at a table and free seating behind. An  exception IS made for 
representatives of  the Host Country, which may have up to four delegates seated at 
tables and four behind: 

For Parties, observer countries or organizations that are represented by more than four 
delegates, additional seating should be provided in an area specifically designated for 
the additional representatives. It is preferable for them to have working tables but  not 
a requirement; 

- chairs - approximately 1700 :  For the above-mentioned particioants, as well as 
representatives of  the media and visitors; 



Representatives of the media and visitors do not  require tables. They should sit in a 
reserved area, preferably at the back or sides of  the room, or in a gallery; 

- 1700 headphones: Headphones (or earpieces) must be available for all participants to 
listen t o  the speaker or the interpretation. They must also be available for invited 
guests at the opening and closing ceremonies. Sets should always be available at the 
head table; 

- microphones: (at least 1 per two people at the tables for the delegations of  Parties and 
at least 1 per 4 people at other tables); 

- 6 interpretation booths: For simultaneous interpretation into English, French, Spanish, 
and up t o  three additional languages; 

These should be located at the back or side of  the room, where the interpreters have a 
good view over the meeting room. The participants should not be able t o  walk behind 
the booths. Air conditioning and light should be available in the booths. A system for 
communication between all booths must be available. They should be equipped in 
accordance with IS0 norms (IS0 2603 I IS0 40431; 

- an electronic voting system that meets the requirements specified in section \/ below; 

- a closed-circuit television system: for projecting the image of the speaker onto large 
screens in the meeting room and for transmitting the image and sound t o  television 
screens around the conference centre, and for broadcasting the meeting o n  the 
Internet; 

- a projector and audio-visual equipment: For presentation of Powerpoint files, 
photographic slides, etc.; 

- at the tables for participants access should be provided to  power outlets and wireless 
Internet connections. 

b l  Committee II room 
(for a to fa1 o f  about 700 participants at tables and a further 100 seats without tables) 

This room wil l  be used for 

the meetings of Committee II 
the official meetings of  the African region (Monday afternoon of fhe first week and 
Monday morning o f  the second week) 
the  late afternoon daily non-official meetings of the African region 
the meetings of  the Standing Committee on the Saturday before the start o f  
Cop1 6 and immediately after the closure of the meeting 
a briefing session for all conference staff (Host Country, Secretariat, conference 
centre, volunteers, etc.) following the first meeting of  the Standing Committee 
a dialogue meeting of African elephant range States before Cop1 6, if there is one. 
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The provisional schedule during the meeting of the Conference of the Parties is as fol lows: 

First week: 

Monday: 09h00  - 12h00 probably not  required but should be ava~lable 
and ready to use 

14h00 - 1 7h00  Official meeting of the African region 

Tuesday: 09h00  - 12h00 
to and Meetings o f  Committee I I  
Fridav: 14h00 - 17h00 

Second week: 

Monday: 09h00  - 1 1 h 0 0  Official meeting of  the African region 
1 1 h 0 0  - 12h00 
and Meetings o f  Committee II 
14h00 - 1 7h00 

Tuesday: 09h00  - 12h00 
and 3 r d  Meetings c f  C c r n ~ i ~ e e  II 
Wednesday: 14h00 - 17h00 

Thursday: the room should be available 

Friday: meeting of the Standing Committee following 
the closure of  COP 

This room should contain 

- one head table for  8 people, wi th:  
5 microphones 
8 sets o f  headphones (plus one spare set) 
1 gavel 
1 telephone (w i th  a silent indication of incom~ng calls, for internal calls only, w i th  a list 
of extensions for all other rooms and offices used for the meeting, including the 
interpretation booths); 

- a CITES banner, saying "Sixteenth meeting o f  the Conference o f  the Parties - 
< < DA TE> > ", t o  be placed in front of or above the head table; 

- One table for four people: To be placed at the back of the room for the Earth 
Negotiations Bulletin, w i t h  four sets of headphones and power outlets; 

- working tables: (approx. 90  cm x 6 0  cm)  for 8 0 0  participants. The seating 
arrangements should be the same as in the main meeting room, i.e, for each 
delegation, t w o  people at tables and t w o  immediately behind them without tables; 

- 900  chairs: 8 0 0  for participants and an extra 1 0 0  for visitors and the press; 

- 900  headphones: Sets should always be available at the head table; 

Srarernenr olrequir~rnents lor rhe 16th meer~ng of rhe Conference of the Pafi~es 
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- microphones (at  least 1 per t w o  people at tables for the delegations of  Parties and at  
least 1 per 4 people at other tables); 

- 6 interpretation booths: for simultaneous interpretation into English, French, Spanish 
and up to  three additional languages; 

These should be located at the back or side of the room, where the interpreters have a 
good view over the meeting room. The participants should not be able to  walk behind 
the booths. Air conditioning and light should be available in the booths. A system for 
communication between all booths must be available. They should be equipped in 
accordance wi th  the IS0 norms ( IS0 2603 / IS0 4043);  

- an electronic voting system that meets the requirements specified in section V below; 

- a closed-circuit television system: for projecting the image of the speaker onto large 
screens in the meeting room and for transmitting the image and sound to  television 
screens around the conference centre, and for broadcasting the meeting on the 
Internet: 

- a projector and audio-visual equipment: for presentation o f  Powerpoint files, slides, 
etc; 

- at the tables for participants access should be provided to  power outlets and wireless 
Internet connections. 

C) Credentials Committee 
to seat up to  1 0  people; for the Committee to  meet to examine credentials presented 
by Parties, before the maln meeting sessions start in the morning and after they finish 
in the afternoon. 

d) Bureau 
wi th  simultaneous interpretation (three languages), to seat up to 3 0  people at tables. I t  
will be used for i he  late afternoon daily sessions of  the Bureau (from Monday to 
Friday, for the t w o  weeks of  the meeting; from 17h30 for one to  t w o  hours). The 
preferred seating arrangement is in a large square so that all participants can face each 
other. 

A telephone for internal calls, w i th  a list of extensions for all rooms and offices should 
be available in this room. 

e) Asia 
to seat 1 2 0  people at tables. I t  w ~ l l  be used for the t w o  of f ic~al  Monday meetings and 
the late afternoon or early morning non-official regional meetings of  representatives of 
the Parties, from Monday to Friday, for the t w o  weeks of  the meeting. 

f )  Central and South America and the Caribbean 
wi th  simultaneous interpretation ( two languages), to  seat 120  people at tables. It will 
be used for the t w o  official Monday meetings and the late afternoon or early morning 
non-official regional meetings of  representatives of  the Parties, from Monday to  Friday, 
for the  NO weeks of  the meeting. 
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g)  North America 
to seat 60 people at tables. It will be used for the t w o  official Monday meetings and 
the late afternoon or early morning non-official regional meetings o f  representatives of 
the Parties, from Monday to  Friday, for the two weeks of the meeting. 

h )  Oceania 
to seat up to 30 people at tables. It will be used for the t w o  official Monday meetings 
and the late afternoon or early morning non-official regional meetings of 
representatives o f  the Parties, from Monday to Frrday, for the t w o  weeks of the 
meeting. 

i) Host Country 
The requirements for the Host Country room are to be determined by the Host 
Country. 

j) Working group rooms 
6 rooms, each t o  seat up to 30 people at tables, for the working groups o f  
Committees I and 1 1 .  

NB: With the exception of the Host Country room, the Secretariat is responsible for the allocation of all the 
rooms lisred above. 

kl  Rooms for rent t o  participants 
About 20 rooms should be avarlable for rent to participants to use as offices and for 
meetings. These should be located in an area away from the Secretariat's offices. 
Arrangements for the rental of these rooms, as well as for any equipment, should be 
made directly between the participants and the conference centre (or, ~f i t  chooses, 
the Host Country). Priority should be given t o  requests from Parties. 

II. OTHER SPACElROOMS 

a1 Registration area 

This area should consist of the following: 

5 counters for "Parties, UN & IGOs" 
2 counters for "Registration fees" 
1 counter for "Observers - NGOs" 
1 counter for "Observers - Registration problems" 
2 counter for "Press" 
2 counters for "Photographs", each with a backdrop support, for taking 
photographs of participants for their badges 

Other requirements for this arsa: 

- each counter should be 1 .5  m long and should be fully installed five days before 
the opening day of  Cop1 6; 

- guidance tape or rope barriers should be ~nstalled ~n front of all counters; 
- each counter should have a computer connected to a central server; 
- each computer should be connected to a printer in this area: 
- a small photocopier; 
- t w o  telephones for internal calls within the conference centre; and 
- three long tables behind the counters. 
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The distribution o f  tote bags to  the participants after registration should take place in 
an area nearby, ~n which case a large table (at least 5 m long) and six people will be 
needed for this purpose. Otherwise it could take place at the document distribution 
centre. 

b) Document distribution centre (next to  the 'Document reproduction centre') 

This area should be equipped with: 

- 1 desk (or table) 
- 2 chairs 
- 1 PC terminal w i th  access to  Internet, connected to the Secretariat's network 
- 1 printer 
- 1 telephone for internal and local calls 

180  pigeon-holes for the Parties; 
50  pigeon-holes for UN, intergovernmental and international organizations, 

and non-party States; 
2 5 0  pigeon-holes for NGOs; and 

All the above-mentioned pigeon-holes should be accessible only t o  CITES Secretariat 
staff or any specifically designated conference staff. These pigeon-holes should be at 
least 3 0  cm high x 26 cm wide x 3 0  cm long. 

In this area, sufficient tables should be available for assembling the document sets for 
distribution through the p~geon-holes. 

If the  Document distribution centre is large enough, i t  could also be used for the 
distribution o f  tote bags before the meeting. 

Space is required (at  least 24 m2)  to store the tote bags and a limited number of 
binders, provided by the printers, containing pre-conference documents. 

A working space is needed nearby to fill the tote bags with the binders and other 
materials for  participants, w i th  six tables of 2.5 m long (unless this task is done by the 
printers). 

Recapitulatory table o f  the requirements for pigeon-holes 
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C) Media centre 

The Media centre for Cop16 should provide the following services and equipment 
every day from 0 8 h 0 0  to  22h00 hours, starting t w o  days before the meeting of the 
Conference of  the Parties: 

- a notice board; 

a table for the Secretariat to  distribute documents to  the press; 

3 tables for representatives of  Parties and observers to  place documents for 
distribution; 

work space for 2 0  to 3 0  journalists working simultaneously wi th:  

4 0  chairs; 
6 tablestdesks for journalists to  put their computerlv~deo equipment; 
1 0  computers interconnected (NOT connected t o  the Secretariat's n e t j ~ o r k ) .  
All computers should be installed wi th M S  Word, Access, PowerPoint and 
Excel o n  the Windows XP operating system and should be connected to the 
internet; 
5 telephone jacks t o  enable connection of portable PCs; 
2 printers; 

- a high-capacity photocopier for reproduction of working documents; 

- 2 phonelfaxlinternet offices run by the organizers at reasonable market rates. The 
media need to  be able to  make collect calls, receive calls from abroad and use 
international credit cards; 

- an insulated Interview room with international phone lines and audio jacks; 

- Press conference room, to which access is restricted t o  journalists and speakers, 
and which should contain: 

- head table for 6 people, w i th  4 microphones; 
- a backdrop for the head table with the conference logo; 
- 1 or 2 standing microphones (for questions from the floor); 
- sound amplification system to  broadcast from the microphones; 
- seating for 1 0 0  journalists; 
- adequate lighting t o  accommodate the needs of television cameras; 
- raised flooring at the rear for televis~on cameras if necessary; 
- mult-boxes; 
- closed-circuit TV for broadcasts to  other areas of the conference centre and 

exhibition areas (optional); 

- closed-circuit TV t o  receive broadcasts from the main meeting rooms; 

- press cafeterialbar (optional); 

- Three fully equipped offices for the Secretariat's Press officers w i th  direct 
international phone lines (w i th  a list of extensions to all Secretariat areas), fax, 
PCs with MS Word, Access, PowerPoint and Excel on the Windows XP operating 
system, w i th  Internet connections and a printer. The computers in the office of the 
Media centre should be connected to the Secretariat's network; 

- One fully equipped off ice for the press staff of the Host Country; 
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- 50 pigeon holes for distribution of materials to journalists (accessible only to  staff 
and press) should be available in the Media centre (See Recapitulatory table on 
page 1 2 ) .  

d) Document reproduction area 

A large room or area with a good ventilation system, preferably w i th  windows that 
can be opened or wi th air conditioning. It should be located next t o  the Document 
distribution centre. This room is for the daily photocopying of documents for the 
meeting. Most of the production wil l  be done between 22h00 and 06h00.  

The equipment for document reproduction is to be provided under a contract between 
the CITES Secretariat and a local printing company. However, the fol lowing items are 
also required: 

- several electrical extension cables wi th multi-sockets; 
- 6 large working tables; 
- 1 PC terminal w i th  access to  the lnternet and connected to  the Secretariat's 

network 
- 4 chairs; 
- 2 large paper recycling containers (or waste-paper baskets); 
- 2 in-trays; 
- 1 telephone (for internal and local calls only); 

el Information booth 

For local staff, speaking English, French and Spanish, who will answer the questions 
of participants regarding meeting rooms, facilities in the conference centre and local 
facilities such as restaurants, museums, shopping, city tours, visits, etc. Two movable 
notice boards (w i th  d7awing pins) should be available in this area. There should be a 
telephone for internal calls only, w i th  a list of extensions of all rooms and offices. 

f )  Business Centre 

This facility should have computers wi th lnternet connections, printers, photocopiers, 
telephones and faxes wi th  international lines. A list of prices should be made available 
to  participants. A private company could be contracted to set up  the business centre, 
if the conference centre does not already have one, for the use of participants at 
reasonable market orices. 

g) lnternet cafe 

I t  is recommended that a place be provided at the conference centre w i th  20-30 
computers and at least one printer, where participants can receive and send ernails 
and browse the lnternet free of charge for a limited tlme, between 08h00  and 19h00 
each day, from Monday to  Friday during the two weeks of the meeting. 

h )  Postal and banking facilities 

Postal and banking facilities (in particular currency exchange) should be available at 
the conference centre. 
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il Exhibition area 

Apart from any exhibition that the Host Country may wish to put  on, exhibitions are 
also mounted by a number of organizations (usually about 10-15).  However, no 
exhibition is authorized in the immediate vicinity o f  the main meeting rooms. 
Exhibitions should be set up in a specific exhibition area, at the cost of  the exhibitors, 
and may be subject t o  the approval o f  the Bureau, which may withdraw such approval 
at any time. 

A list of prices for exhibit~on space and equipment, that includes floor space, 
electricity supply, exhibition panels ( 2  minimum) and spotlights, should be provided to 
the Secretariat for communication to  delegat~onsiorganizations wishing to  have 
exhibitions. Provisions should also be made (and a list of  prices provided) for the 
renting to exhibitors of computers, printers, tables w i th  cloths, bookshelves, chairs, 
slidesioverhead projectors, television and video sets, additional panels and spotlights. 

j) Bookshop 

Participants at CITES meetings are usually interested in learning about the wildlife o f  
the Host Country and often t ry to obtain books on the local fauna and flora. Therefore, 
a booicshop wouid be appreciated by the participants. The bookshop can also sell 
items such as T-shirts, diaries, calendars, posters, etc., relating to  local fauna and 
flora. I t  should be noted that the CITES logo may not be used on any commercial 
items. 

k) First aid room 

This should be staffed during meeting hours either by  a doctor or by a qualified nurse 
with medical facilities adequate for first aid in emergencies. H o \ ~ e v e r ,  for serious 
emergencies, the Host Country shall ensure immediate transportation and admission to  
a hosp~tal .  Any necessary medical care or medicines must be paid for by  the 
participant concerned. 

I) Praver room 

This should be available throughout the meeting and be big enough for at least 2 0  
people. 

Ill. OFFICES 

The rooms listed below for officials and staff !mill be required. It should be noted that the 
offices o f  the Secretariat should be In a closed and secured area, accessible to authorized 
personnel only. The security is the responsibility of  the Host Country. 

It should be noted that some o f  the offices listed below could be combined if agreed in 
advance wi th  the CITES Secretariat. 

a) Chair of the Meeting 

This off ice should be of a comfortable size and furnished and equipped in accordance 
with the requirements of the Host Country. 
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b) Chair o f  Committee I 

Thls off ice should contain the following equipment: 

- 1 desk w ~ t h  locks 
- 1 desk chair w i th  castors 
- 1 telephone ( for  internal and local calls only) 
- 1 PC terminal w i th  access to the lnternet 
- 1 printer 
- 1 table w i th  6 c h a m  
- 1 table lamp 
- 1 waste-paper basket. 

c l  Chair o f  Committee II 

This off ice should contain the following equipment: 

- 1 desk w i th  locks 
- 1 desk chair w i th  castors 
- 1 telephone (for internal and local calls only) 
- 1 PC terminal w i th  access to  the Interne? 
- 1 printer 
- 1 table w i th  6 chairs 
- 1 table lamp 
- 1 waste-paper basket. 

d )  Executive Director o f  UNEP (and staff of UNEP and UNON) 

This off ice should contain the following equipment: 

- 1 large desk wi th  locks 
- 1 additional desk 
- 2 desk chairs w i th  castors 
- 2 telephones (for internal and local calls only) 
- 2 PC terminals wi th access t o  the lnternet 
- 1 printer 
- 3 armchairs 
- 1 table lamp 
- 2 waste-paper baskets. 

e) Secretary-General o f  CITES 

This room should be o f  a comfortable size and be equlpped as follows: 

- 1 large desk with locks 
- 1 desk chair wi th castors 
- 1 PC terminal with access to  the lnternet 
- 1 table w i th  10 chairs 
- 1 table lamp 
- 3 armchairs 
- 1 telephone (international line) 
- 2 t rays  
- 1 bookshelf 
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- 1 waste-paper basket. 

f )  Secretary to  the Secretary-General 

This office should contain: 

- 2 desks with locks 
- 2 typing desks 
- 1 table (at  least 120 c m  x 75 cm) 
- 2 PC terminal w i th  access to  the lnternet 
- 1 printer 
- 2 in-trays 
- 1 fax w i th  international line 
- 2 desk chairs wi th castors 
- 2 chairs 
- 2 telephones (international l~nes)  
- 2 table lamps 
- 1 waste-paper basket. 

g) Governing Bodies and Meeting Services 

This office should contain: 

- 2 desks 
- 1 large table 
- 2 PC terminals w i th  access t o  the lnternet 
- 1 printer 
- 2 desk chairs w i th  castors 
- 2 chairs 
- 2 telephones (international line) 
- 4 in-trays 
- 2 table lamps 
- 2 waste-paper baskets. 

h)  Document Control 

This off ice should contain: 

3 typing desks w i th  locks 
2 large tables 
2 tables 
3 PC terminals wi th access to the Internet: one o f  these is for the CITES 
Webmaster and must have direct FTP access to the CITES server in Geneva 
1 printer 
3 desk chairs wi th castors 
2 chairs 
2 telephones (international lines) 
lockable cupboard 
1 book shelf 
1 0  in-trays 
2 waste-paper baskets. 
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i )  General Secretariat office 

This office should be large enough for five persons (if t h ~ s  is not  possible, t w o  smaller 
adjacent offices should be provided). I t  should be adjacent to the Document control 
office [see paragraph h)  above], preferably wi th a communicating door. It should 
contain the following equipment: 

- 5 desks wi th  locks 
- 5 small tables 
- 6 large tables 
- 5 desk chairs w i th  castors 
- 5 PC terminals w i th  access to  the lnternet 
- 3 printers (one colour) 
- 1 scanner 
- 1 medium-sized photocopying machine (see section 1V.b) 
- 2 fax machines (international line) 
- 5 telephones (international lines) 
- 5 typing stands 
- 1 5  in-trays 
- 5 waste-paper baskets 
- 1 large paper-recycling bin 
- 5 table lamps 
- 2 book shelves 
- Several electrical extension leads with multiple sockets 

j) Legal Affairs and Trade Policy I Knowledge Management & Outreach 

This office should contain: 

- 3 desks 
- 3 desk chairs w i th  castors 
- 3 chairs 
- 3 PC terminals w i th  access t o  the lnternet 
- 1 printer 
- 6 in-trays 
- 3 telephones (international lines) 
- 3 table lamps 
- 3 waste-paper baskets. 

k) Scientific Services 

This office should contain: 

- 3 desks or tables 
- 3 desk chairs wi th castors 
- 3 chairs 
- 3 PC terminals wi th access t o  the lnternet 
- 1 printer 
- 4 in-trays 
- 3 telephones (international lines) 
- 3 table lamps 
- 3 waste paper baskets. 

Sraremenr of reCwrements for rhe 16 lh  meeting of rhe Conference of rhe ParTreS 
2611 112010 

Page: 1 8  



I )  Capacity Building Services 

i t  should contain: 

5 desks or tables 
5 desk chairs w i t h  castors 
4 chairs 
3 PC terminals w i t h  access to  the lnternet 
1 printer 
5 in-trays 
5 telephones (international lines) 
5 table lamps 
3 waste-paper baskets. 

m) Enforcement Assistance 

This off ice should contain: 

- 2 desks w i th  locks 
- 2 typing desks 
- 2 ?zbles !at least 1 2G cm x 75 cmi  
- 2 PC terminals w i th  access to  the lnternet 
- 1 printer 
- 2 in-trays 
- 2 desk chairs w i th  castors 
- 2 chairs 
- 2 telephones (international lines) 
- 2 table lamps 
- 2 waste-paper baskets. 

nl Administration and Finance 

This off ice should contain: 

- 2 desks w i th  locks 
- 2 desk chairs w i th  castors 
- 1 table w i t h  5 chairs 
- 2 PC terminals w i t h  access to  the lnternet 
- 1 colour printer 
- 2 telephones (w i th  international lines) 
- 2 in-trays 
- 2 calculators 
- 2 table lamps 
- 2 waste-paper baskets 
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oJ  Administration and Finance Assistants 

This office should adjoin the Secretariat's Administration and Finance office [see 
paragraph n)  above]. It should have t w o  keys. It should contain: 

2 desks with locks 
2 desk chairs w i th  castors 
1 table 
4 chairs 
2 PC terminals w i th  access t o  the lnternet 
1 colour printer 
1 safe 
2 telephones (international lines) 
2 in-trays 
2 calculators 
2 table lamps 
2 waste-paper baskets 
2 book shelves. 

p) Rapporteurs 

Six offices are required, for use by 10  rapporteurs. The total equipment requirement is 
as fol lows: 

10 typing desks with locks 
1 0  PC terminals w i th  access to the lnternet 
3 printers 
6 tables (1  20 c m  x 75  cm) 
10  desk chairs w i t h  castors 
10  in-trays 
6 typing stands 
6 telephones (one per office, for internal and local calls only) 
1 w h ~ t e  board or flipchart 
6 table lamps 
6 waste-paper baskets. 

q) French translators 

Four offices are required. Each should contain: 

- 1 typing desk wi th  locks 
- 1 working table 
- 1 long table 
- 1 PC terminal with access to the lnternet 
- 1 printer 
- 2 desk chairs wi th castors 
- 1 table lamp 
- 1 typing stand 
- 1 telephone ( for  local calls only) 
- 2 in-trays 
- 1 waste-paper basket. 
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r )  Spanish translators 

Four offices are required. Each should contain: 

- 1 typing desk w i th  locks 
- 1 working table 
- 1 long table 
- 1 PC terminal w i th  access to the lnternet 
- 1 printer 
- 2 desk chairs on castors 
- 1 table lamp 
- 1 typing stand 
- 1 telephone (local calls only1 
- 2 in-trays 
- 1 waste-paper basket. 

Other requirements for the area where the CITES Secretariat will be located 

80 pigeon-holes for Secretariat staff members, rapporteurs, translators, and interpreters. 
These should be located in the area of the CITES Secretariat's off ice (see Recapitulatory 
table on page 12).  

S )  Services to sponsored delegates 

This office should be in the public area close to the office of the CITES official trailel 
agent and not in the area o f  the  CITES Secretariat offices. I t  should contain: 

- 1 typing desk 
- 1 desk (w i th  locks) 
- 1 large working table 
- 1 PC terminal w i th  access to  the lnternet 
- 1 printer 
- 2 desk chairs w i t h  castors 
- 5 chairs 
- l s a f e  
- 1 telephone (international line1 
- 1 fax machine (international line) 

- 2 waste-paper baskets. 

t) Lounge (located in the Secretariat's office areal 

This should be furnished wi th :  

- a sofa 
- a few armchairs and chairs 

- tables 
- 1 refrigerator 
- coffeeltea-making facilities 
- 1 waste-paper basket. 
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U) Travel and hotel arrangements 

This office is for the CITES officral travel agent. I t  should not be in the area of the 
CITES Secretariat offices as it must be accessible to  all participants. I t  should contain: 

- 2 typing desks (w i th  locks) 
- 2 tables 
- 2 desk chairs w i th  castors 
- 4 chairs 
- Internet connections 
- 1 telephone (international line) 
- 1 fax machine (international line) 
- 1 printer 
- 1 waste paper baskets 

v) Earth Negotiations Bulletin 

It should contain: 

4 typing desks (w i th  locks) 
4 desk chairs w i th  castors 
4 chairs 
1 telephone (for internal and local calls only) 
Internet connection 
DHCP wi th  six IP addresses 
1 printer 
2 waste-paper baskets. 

Recapitulatory table of the requirement for meeting rooms and offices 

Needed for I No of No of seats or 
rooms I workrng 1 

- Official sessions of Europe 

1 - Non-officral sessions of Europe 

Committee II 1 - Standing Committee meetrngs 1 
1 (Interpretation is required) - Committee I I  sessions 1 1 8 0 0  

1 1 - Off~cral sesslons of Afrrca 1 1 I 
1 1 - Non-official sessions of Africa I 1 1 I 

Asia 

Central and South America 
and the Caribbean 

(rnterpretation is required 
[ two languages]) 

North America 

- Official sessions of Asia 

- Non-official sessions of Asia 
/ 

- Official sessions of Central and 
South America and the Caribbean 

- Non-official sessions of Central and 
South America and the Caribbean 

- Official sessions of North America 1 

- Non-officlal sesslons of North 
Amerlca I 
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1 1 ) rooms 1 working 1 
RoomIOffice Needed for 1 No .  of I NO. o f  seats or 1 

I 

1 I Country ) 
Bureau 1 - Daily sessions of the Bureau 1 1 ( 3 0  

spaces 

Host Country 

- ~ 

Space for rent to - meeting rooms and offices as requested 
, by  participants r 

I 

Oceania 

- Non-official sessions of  Oceanla 1 
- Host Country representatives I ' 

(interpretarlan may be needed) 

Credentials Committee 

Work~ng groups of  
Comm~ttee l and 
Comm~ttee II 

I 1 Chair of Committee I / 1 1 

- Official sesslons of  Oceania i 1 / 30 

( to be 
determined by 
the Host 

(end o f  the day) 

- meetings o f  the Credentials 1 
Comm~t tee I -1 

--, 

6 3 0  
I 
I 
I I 

Chair of Committee l i  

(also to be used by 
representatives of  UNEP 
and UNON) 

Secretary-General 
- pp 

Secretary t o  Secretary- -1 
Governing Bodies and 
Meeting Services -- 

-- ; 1 

General Secretariat office 1 ( 5  

Legal Affairs and Trade 
Policy 1 Knowledge 1 

1 Management and Outreach I -- -- -- - - i 
- 

Scientific Services -- 

Caoacitv Buildincl Services 

Administration and Finance - -- -~ . 

~ ~ ~ 

1 6  1 1 0  

1 Enforcement ~ss l s tance  

I French translators I 1 4  18 

-. 

1 1 2  

Spanish translators 1 - -. 

Service to sponsored 

( Lounge ~ 
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Roomioff ice Needed for i No. o f  No. of seats or 1 
1 I / rooms working 1 

1 arranaements I i I I 

I I 

! Earth Neaotiations Bulletin I I 1  4 

spaces 

Prayer room 1 I 

Travel and hotel 

IV. COMPUTER, PHOTOCOPYING AND COMMUNICATION EQUIPMENT 

1 2 

Total of  rooms/offices 

a) Computers 

A total o f  7 3  computer terminals are required, 3 4  laser printers and one scanner. All of 
the computers should be installed w i th  Office version 2003, including Microsoft Word, 
.4.ccess, Powerpoint and Excel, on the Windows XP operating system. They should all 
have access t o  the Internet. 

1 7 3  

The table below summarizes the requirements for each working area regarding 
computer equipment. 

1 1  

All computers used by the Secretariat should be networked on a central server. This 
does not  include the computers used by the Chairmen of Committees I and 11,  the 
Executive Director o f  UNEP, ENB or the media centre. The computers in the 
registration area could be on a separate network. The access rights and the user r~gh ts  
to change settings, install software, etc. will be determined by the CITES Secretariat 

Recapitulatory table o f  computers and printers required 

1 Chair of  the COP 1 As required by the host country 

Chair of  Comm~t tee I I 1 1 UK keyboard 

Chair of Comm~t tee I I  1 1 1 UK kevboard 
I 
I 

1 Executive Director of  UNEP 1 2 1 1 UK kevboards !I 
1 1 1  1 Secretary-General 1 UK keyboard 

I Services I I I I 

Secretary t o  Secretary-General 

Enforcement Ass~stance 

Governing Bodies and Meeting 

1 Document control 3 1 1 t w o  UK keyboards and one 1 
Swiss-French keyboards 

Leqal Af fa~rs and Trade Policv i 3 / 1 ! UK kevboards 

2 

2 

2 

1 Knowledge Management & 
Outreach 

Scientific Services 1 3  1 / UK keyboards 

Capacity Building Serv~ces 3 1 1  / UK keyboards 

1 

1 

1 
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1 1 lonecolourl 1 - 1 Swiss-French kevboard 1 

Offices for ( Computers / Printers 1 Keyboard 

Administration and Finance 1 2  

Admin. and Finance Assistants ( 2 

1 Reaistration area 1 4' 1 2  / UK kevboards 1 

1 / UK keyboards 

1 1 UK keyboards 

Rapporteurs 

French translators 

Soanish translators 

1 Document distribution centre 1 1 1  1 UK kevboard 

General Secretariat office 5 3 1 - 4 UK keyboards 

j centre I I I 

UK keyboards 

Swiss-French keyboards 

I + 1 scanner 

Document reproduction area 

I Media centre 1 10  1 I UK keyboards 

10 

4 

Interpreters area 2 

Sponsored delegates ( 1  

1 TOTAL / 73 1 34 I 

3 

2 

4 

+ NB: Although 1 2  computers are required in the registration area before the start of  CoP16, 
only four are required in this area after the start of the meeting. Therefore, i f  necessary, a 
number of  computers that  are allocated to  other offices in the list above, may be used in the 
registration are before the start of  the meeting. The allocations must be made in consultation 
wi th the Secretariat. 

2 I Soanish kevboards 

1 

1 

b) Photocopiers 

UK keyboards 

UK keyboard 

The daily reproduction of  official documents of  the meeting will be provided by a 
commercial printer under contract to  the Secretariat, unless the Host Country offers t o  
provide this service. 

However, the additional photocopiers indicated below are required in the working 
rooms indicated, at the cost of the Host Country. The Secretariat wi l l  pay the costs of  
its o w n  usage of the photocopiers. However, the usage of the photocopier ~n the 
media centre is at the cost of  the Host Country (or the private company that it 
appoints), which may charge the journalists for any photocopies made for them. 

- Registration area: one small-capacity machine: 

- AdministrationIFinance Assistants office: one small-capac~ty machine (this could 
be linked t o  the computer to  serve also as a printer and scanner); 

- General Secretariat office: one medium-capacity machine capable of making at 
least 8 0  coples per minute and able t o  collate and staple documents of  up t o  
20.-pages (this could be linked to the computer t o  serve also as a printer and 
scanner). 
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- Media centre: one medium-capacity machine for reproduction of working 
documents capable of making at least 60 copies per minute and able t o  collate 
and staple documents of up to  20 pages. 

c)  Communication equipment 

- Telephones should be installed as indicated in this Statement of Requirements. 
Installation costs are the responsibility of the Host Country but the cost of calls made 
is the responsibility o f  the Secretariat unless 0 ther i~ ise  indicated. 

The table below summarizes the requirement for each working area. 

There should be an internal telephone network to  allow calls from any telephone in the 
conference centre to any other. A list o f  internal numbers should be provided in each 
room where there are telephones. 

Within each of the t w o  main meeting rooms telephone communication must also be 
possible between the head table, the operator of the interpretation equipment and the 
interpretation booths. 

The telephones at  the head tabies should signal an incoming call by a l ight instead o i  a 
sound. 

Mobile telephones (at least 34 phones), w i th  sufficient credit for at least 10 local calls 
a day, should be provided for use by Secretariat staff members from the time o f  their 
arrival and for the duration o f  the meeting. 

- Fax machines should be installed as indicated in this Statement of Reauirements 

Recapitulatory table of the requirement for communication equipment 

1 Secretary-General 1 1 International line i 
: 

1 Document control 3 1 1 lnternatronal llnes 1 

Secretary to  Secretary-General 2 1 

Governrng Bod~es and Mee t~ng  
Serv~ces 

Internal & local calls only 

Internal & local calls only I 

Internal & local calls onlv 

Charr of Comm~t tee I I 

lnternatlonal l~nes I 

lnternat~onal llnes 

3 Scientific Services 3 1 lnternat~onal lines i 

Chaw of Comm~ttee II 1 

lnternatlonal lines 

International lines 

General Secretar~at Office 

Legal Affalrs and Trade Policy i 
Knowledge Management & Outreach 
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Execut~ve Dlrector of UNEP 1 2  

5 2 
3 

Capacity Building Services 

Enforcement Assistance 

Administration and Finance 

Administration and Finance Assistants 

3 

2 

2 

International lines 

International lines 

International lines 

2 I 1 International lines 



I Office 1 Teleohone 1 Fax I Remarks 

Total needs for the CITES Secretariat ( 59 17 1 

V. MICROPHONE MANAGEMENT SYSTEM AND ELECTRONIC VOTING SYSTEM 

Media centre 

a) Microphone management system 

i I 
The Media centre should have a bursae run by the 
Host Country or a private contractor at market prices 
and should be equipped with: 

5 telephone jacks to enable connection of  portable 
computers. 

The meeting will take place primarily in t w o  rooms: 

2 or 3 phoneslfaxes/modems 

PlenaryiCommittee I room: 

- Head table: 10 people, require a total of  6 microphones; 

- Tables for delegates: 360 delegates, require at least 1 microphone per 
2 delegates; 

- Tables for observers: approx 400 observers at tables, requlre at least 
1 microphone per 4 observers. 

Committee I I  room: 

- Head table: 8 people, require a total of  5 microphones; 

- Tables for delegates: 360 delegates, require at least 1 microphone per 
2 delegates; 
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- Tables for observers: approx 200 observers at tables, require at least 
1 microphone per 4 observers. 

In both  rooms, the microphones should be operated by a card that identifies the State 
or organization to  which i t  is registered. 

Any participant who is seated at a table must be able to  make a request to  the Chair, 
by electronic means, to  be allowed to  speak. The Chair should have in f ront  of himiher 
at the head table, a constantly updated electronic display of the names of Parties or 
observer States or organizations who have requested to  speak. The Chair must be able 
to  choose which of the participants who has requested to  speak wil l  be able t o  speak 
next, or t o  request another participant to speak. 

The Chair must also be able to  cut off the microphone of any speaker, in order to  
speak himselfiherself. 

b) Electronic voting system 

Voting can take place in either of the t w o  main meeting rooms. There must be a 
technician available in each of these rooms at all times when the meeting is in session, 
and i o r  a short time before and aiter each session in case of the need to  discuss 
arrangements w i th  the Secretariat. 

Only the representatives of the States party to the Convention have the right t o  vote. 
Therefore, t w o  voting cards are required for each Party, one to  be used in each room. 

I t  must not be possible to use the t w o  voting cards of any Party in the same room at 
the same time. 

Each voting card must be marked to indicate to which Party i t  belongs. 

It must be possible to  check on the number of delegations who are present in the 
meeting room by asking them to  place their voting cards in the slot, so that the Chair 
knows when a auorum has been achieved. 

The voting cards must be pre-programmed and given to  the CITES Secretariat, which 
will give the voting cards to the delegation concerned only when its credentials have 
been accepted by the Credentials Committee. Once a delegation has received its 
voting cards, they must be immediately able to vote in either of the meeting rooms. 

If the Parties that  are Member States of the European Union give the right to the 
European Presidency to  vote on their behalf on one or more issues, i t  would be 
desirable that t w o  voting cards could be provided that carry the votes of all of these 
States. 

In case a delegate fails to carry hisiher voting card, or i t  is lost or stolen, a system is 
needed to disable the missing card and to provide a new one. The new card should be 
operational immediately. 

When a vote takes place, the Chair specifies the question that is being put t o  the 
participants and heishe then announces when to  vote. The Chair may specify the time 
allowed to  vote on a question, usually 30 seconds. There should be a visual display for 
all participants in  the meeting to  see the amount of time that remains for voting. 

Sraremenr ~Frequiremenrs for rhe 16th rneerlng of rhe Conference of rhe Arr ies Page: 28 
2611 1:2010 



For every vote, i t  must be possible for the delegate t o  vote 'Yes', 'No' or 'Abstain' 

The result of the vote must be calculated automatically on the basis of a simple 
majority (required for matters relating to  the conduct of  the business of  the meeting), 
or a three-quarters majority (required for the budget or costed programme of work) or 
a two-thirds majority (required for all other matters), as instructed by the Chair. 

The result of  the vote must be given to the Chair, either electronically or on paper, to  
announce the result. The result must not  be displayed on a screen for the participants 
before it has been announced bv the Chair. 

If required by the Chair, the individual votes of  all Parties must be displayed on a 
screen for all participants to  see immediately after a vote has taken place. 

If i t  is agreed that a vote is a 'secret ballot' there must be no record kept of  how each 
Partv has voted. 

Atter each session, the technicians must provide t o  the Secretariat a printout and an 
electronic file (Excel or  Word) showing the results o f  the votes. Unless the vote was a 
secret ballot, the printout (and electronic file) must show how each Party has voted 
('Yes', 'No' or 'Abstain'). I t  must also indicate which Parties did not vote. The format 
for the printouts (and file) must be agreed with the Secretariat in advance, because it 
will be part of  the summary record of the meeting that is maintained by the 
Secretariat. As a minimum, i t  must indicate the meeting ('Plenary', 'Comm~ttee I' or 
'Committee II '), and the date and time. The results of a vote displayed on a screen and 
on a printout must include in the title at least the agenda item and an indication of the 
number of  the vote under that  i tem (e.g. "Agenda item 20.2,  vote 1") .  Ideally the title 
would also include the question as put  by the Chair. 

The names of countries recorded in the database attached to the voting system and 
that appear in the printout must be the UN standard names as provided by the CITES 
Secretariat. 

VI. PRINTING 

Coloured paper in A 4  format is used for printing: yellow for English, green for Spanish and 
blue for French. All documents are printed double-sided on loose sheets and perforated 
paper [ t w o  holes), and each document is stapled separately. The proposals to  amend the 
CITES Appendices are thermo-bound in one single publication in each of the three working 
languages. 

Printing takes place before and during the meeting. The total number of  pages printed at 
CoP1 5 was about 2,000,000. 

a) Before the meeting 

Based on Cop1 5, the pre-Cop16 printing volume should be around 1,320,000 pages, 
divided as follows: 

7 6  % on yellow paper, i.e. circa 1,000,000 pages 

11 Oh on blue paper, i.e. circa 150,000 pages 

13  96 on green paper, i.e. clrca 170,000 pages 
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Included in the figures above are about 500 copies of the 'Proposals', which are a 
thermo-bound publication w i th  a cover and printed on coloured paper (400  copies on 
yellow paper, 5 0  on green paper and 5 0  on blue paper). This publication is likely to  be 
around 6 0 0  pages long and the contents will be ready well in advance of the meeting. 

Other documents will be transmitted to the printer as they become available and will 
have to  be inserted in large ring-binders (at least 7.5 c m  thick). Two such ring-binders 
are necessary for each set o f  documents. The ring-binders and book o f  proposals then 
have to be inserted in the tote bags wi th  various other items (see Section IX) in time 
for distribution when registration starts. 

b) During the meeting 

Some printing will be necessary a few days before the meeting but large volumes of 
copies wil l  need to be made already from one or two  days before the meeting. The 
prlnt shop should be located in the conference centre. Based on Cop1 5, the printing 
volume during Cop1 6 should be around 660,000 pages, divided as above, 1.e.: 

76  % on yellow paper, i.e. circa 500,000 pages 

1 1  % on blue paper, i.e. circa 75,000 pages 

13 % on green paper, i.e. circa 85,000 pages 

It should be noted that 90 % of this printing will be done between the hours of 22h00 
and 0 7 h 0 0  and that the production requirement can reach 120,000 copies a night 
during the meeting. Nevertheless one or more members of the printing staff should be 
on duty during daytime and the printing company must be contactable 2 4  hours a day 
during the duration of the COP meeting for immediate intervention should any problem 
arise. Some printing is necessary for the Standing Committee meeting before the COP 
(about 10,000 copies), but this can be done during daytime. 

B e t l ~ e e n  the first and second weeks of the COP meeting, there is generally no printing 
to  be done on the Friday night, little pr~nt ing to be done on the Saturday, and a lot of 
printing to  do on the Sunday, from morning until late at night. 

There is usually very little printing to be done on the last day of the meeting 

The photocopying machinery must be powerful enough to  handle the volumes 
indicated above. Printing on the different coloured paper should be allocated to  
separate machines. A colour printer should also be made available in both the 
Secretariat's offices and the 'Document reproduction area'. The PC in the 'Document 
reproduction area' must be connected to  the Secretariat's computer network so that 
electronic files can be sent directly for printing. 

The 'Document reproduction area' should be accessible to  authorized personnel only 
(not t o  participants). A t  least one person should be nominated as the contact point 
w i th  the Secretariat. 

VII. MEDIA REQUIREMENTS 

1. Press accreditation: Accreditation is managed under the authority of the CITES 
Secretariat with the assistance of a Host Country Press Accreditation Liaison Officer. 
The final decision on granting press accreditation to media applicants remains wi th the 
CITES Press Officer, who will consult, as required, wi th the Host Country authorities 
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on the validity of  press credentials. Press accreditation is not  given to part~cipants who 
have registered as delegates or observers. 

2. Journalists in the main meeting rooms: In accordance wi th  the Rules o f  Procedure o f  
the Conference o f  the Parties, the representatives o f  the media shall be seated in a 
designated area within each meeting room. Photographers and television crews may 
only enter the areas designated for delegations and for observers when invited to  do 
so by  the Chairman o f  the Conference or the Chairman of  Committee I or II, and for as 
long as they are so authorized. Requests for such authorization shall be addressed to 
the Secretariat. It is essential to have in place a system for journalists to  contact 
official delegations easily in order to  request interviews. 

3. Cameras in the main meeting rooms: During the first 10  minutes of  each meeting, 
photographers and TV cameras are normally permitted to  move around the main 
meeting rooms to  take pictures, at the discretion of  the Chair. They must then be 
ushered out. Positions may be designated for television cameras at the rear or sides of 
the room, in consultation wi th the Secretariat. 

4. Audio mult-boxes: Radio and television correspondents wil l  need mult-boxes (sound 
distribution boxes) t o  record proceedings from the plenary meeting room and the Press 
Conference Room. Each rnult-box shocld offer outlets for English and the f looi  
language. 

5 .  Photographs: A local commercial photographer should be encouraged to set up 
facilities for distributing photographs from the meeting. 

6 Television coverage: The Host Country may wish to  consider appointing a television 
company to  act as the official television agent for Cop1 6. Under this arrangement, 
camera teams o f  the official agent could have the exclusive rights to  cover all 
proceedings of the Conference. Other TV teams could be admitted to  the plenary room 
for coverage from other national and international networks. The o f f i c~a l  agent could, 
for example, provide the following services: 

- coverage of the podium at newsworthy plenary sessions; 

- provision of the TV signal, free of charge, t o  other television stations and to  
UNTV, w i th  line or satellite costs to be charged to the broadcasting clients; 

- provision of  closed-circuit TV transmissions to large screens and t o  TV monitors in 
specified areas o f  the conference centre. 

VIII. STATIONERY 

The following stationery should be made available by the Host Country: 

- 50,000 sheets of whi te paper ( A 4  format), wi thout holes, for the photocopy~ng 
machines and laser printers. 

- 150  large pads o f  writing paper ( A 4  format) 

- 100 post-it pads 

- 1 0 0  pens 

- 100  red felt pens (very fine ones) 
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- 1 0 0  pencils 

- 3 0  small pencil sharpeners 

- 100  highlighting pens of various colours 

- 15 rulers 

- 5 pairs o f  scissors 

- 50  manual staplers and staples (including t w o  for thick documents) 

- 5 0  two-hole punchers (including t w o  for thick documents) 

- 30  boxes of paper clips (mixed sizes) 

- 1 0 0  regular size plain envelopes 

- 100  big envelopes (32.5 cm x 23 cml 

- 3 boxes o f  elastic bands - mixed sizes 

- 50  erasers 

- 30 bottles of  liquid corrector fluid 

- 5 0 0  transparent plastic folders w i th  t w o  holes (for the filing of  the original 

documents in A 4  format) 

- 200  transparent plastic folders without holes ( A 4  format) 

- 2 0  ring binders (32  c m  x 28.5 c m  x 7.5 cm, for transparent plastic folders 
w i th  t w o  holes, to  keep the original documents). 

All these items are t o  be placed in the Document control office of the CITES Secretariat, 
from where they wil l  be distributed as required. The unused and non-expendable items will 
be given back t o  the Host Country at  the end of the meeting. 

IX. GIVE-AWAYS FOR PARTICIPANTS 

a) Tote bags 
Traditionally, the Host Country gives one tote bag to  each participant for carrying 
documents. The tote bags should be large enough to  hold t w o  large A 4  binders of  
documents. The recommended size is 37cm x 32cm x 17cm.Each tote bag should 
contain at  least the following items: 

- a pad of writ ing paper (European A 4  size) 

- a pen 

- a memory stick containing the pre-Conference documentation, if one has been 
produced 

- a plan of  the conference centre 

- information on the Host Country such as: a map of  the city; a list of  restaurants; 
and information on public transport, entertainment, wildlife publications and 
bookshops, shopping, local city tours and sightseeing, museums, etc. 

- any ~nvi tat ion cards for receptions 

Each tote bag should be appropriately embossed with the CITES logo or the Cop1 6 logo, 
date and place of the meeting. 
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Each bag should be marked to  show the language of the documents i t  contains 

b)  Binders 
Two sets of  binders (i.e. a total of four binders) containing all the pre-conference 
documents are given to  each delegation. Each binder should be 32 c m  x 28.5 c m  x 
7.5 cm. 

Each binder should be marked to  show the language o f  the documents it contains 

X. ADDITIONAL SERVICES 

a) Audio recordings 

In the  t w o  main meeting rooms, a digital audio recording must be made of all sessions 
the plenary meeting and of  the meetings of  Committee I and Committee 1 1 .  For each 
room there should be four recordings: one recording o f  the original interventions, in 
whichever language they are made; one recording in English only; one in French only; 
and one in Spanish only. The three single-language versions must  include all original 
interventions in that  language and all transmissions in that language from the 
corresponding interpretation booth. 

b) Webcasting and Podcasting 

The Host Country is encouraged to make arrangements for the  webcasting and 
podcasting o f  the plenary sessions of  Cop16 and of the sessions of Committee I and 
Committee II. Arrangements for webcasting or podcasting must be coordinated wi th  
the Secretariat. 

C )  Transport 

Adequate public or private transportation must be available for all participants and 
those attending the meeting. The Secretariat should be provided wi th  information on 
ways of travelling between the airport and the principal hotels and between the hotels 
and the conference centre, so that this information can be provided on the CITES 
website. 

d)  Signs 

Signs in English, French and Spanish should be placed on all doors t o  meeting rooms, 
the Secretariat offices, the media centre, the registrat~on area, informat~on booths, 
bank and post offices, travel agency, first ald room and all other services offered. A 
complete list of  these signs, in these three languages, will be provided by the 
Secretariat in due time. 

Directional panels should be placed in the conference centre to indicate the way to all 
meeting rooms, the travel agency, the services to sponsored delegates, etc. 

e) Receptions 

Parties or organizations represented at the meeting may wlsh t o  organize receptions 

for all participants or for specific participants or delegations to the meeting. A list of 
catering facilities w i th  prices should be provided to  the Secretariat well ~n advance. 
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The Secretariat, in collaboration w i th  the Host Country, wil l  coordinate the dates, 
times and places o f  all receptions. 

f )  Refreshments 

Coffee and tea-making facilities and cold drinks should be available for the Secretariat 
and conference staff every day, including the evenings, as many staff work  at night. 

Snacks and drinks should be provided for the staff who work throughout the night. 

C. STAFF TO BE PROVIDED BY THE HOST COUNTRY 

In each team of staff provided by the Host Country, at least one person should speak English, 
at least one French and at least one Spanish. All these staff will work under the supervision o f  
the CITES Secretariat staff. 

knowledge of  the conference centre, who can respond day of  arrlval of  the Secretar~at 
promptly to  requests for asslsrance and who can ensure untll the end of  Cop1 6 
that all other staff are ava~lable at the requlred trme and 
place. - 
Local security liaison officer 
To act as a line of  communlcatlon between the Host 
Country, the pollce, the CITES Secretarlat and delegates, in 
matters related t o  safety and securlty of  all par t~c~pants  

Secretarrat staff members collate for one whole day, f ~ v e  days 
and put ~ n t o  blnders the pre-conference documents, under the start of Cop1 6 
the supervlslon o f  the Secretarlat (unless thls task IS done 

by the prrntersi 
12 assistants at the  document distribution centre: 

starts and for the duratlon of the 
meetlng 

Before Cop16 Saturday: 
- 6 t o  help w l th  the dlstrlbut~on of tote bags 09h00-12h00 and 14h00-17h30 

During Cop1 6 
- 12 (in shifts) to  place documents into pigeon holes and 
distribute them t o  participants 

8 assistants fo r  the registration area: 
There is no need for highly qualified staff; students w i th  a 
knowledge of  one of  the three working languages of the 
Convention would be sufficient. 

Sunday: I 

09h00-12h00 and 14h00-17h30 1 
(the shlfts are flexible, e.g 
flrst shlft: 06h00-12h00 
second sh~ f t :  12h00-18h00) - -- 

From < <DATE to  be 
determined > > : 
08h00-12h00 and 
13h30-17h30 
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1 PERSONNEL WORKING SCHEDULE 
] 2 assistants for the media centre: From the Thursdav before the 

to  assist the press coordinator and the journalists wi th meeting starts and for the duration 
photocopying, faxing, etc., during the t w o  weeks o f  the of the meeting f rom 08h30  to  
meeting 12h30 and from 13h30 to1 7h30  

There should always be an 
assistant in the media centre while 
it is open. 

for the information booth For the t w o  weeks of  the meeting: 
They should be fluent in English, French and Spanish. They 08h30-12h30 and 13h30-17h30 
should be able to inform the participants about how to find 
their way throughout the conference centre, meeting room 
numbers, restaurants, cafeteria, shops, etc., 

--------P--~-P 

2 messengerslassistants: For the two  weeks of  the meeting 
- 1 to liaise between the interpreters, rapporteurs and 08h30-12h00 and 13h30-17h30 

the Secretariat office; t o  assist whenever material, 
equipment, etc,  is needed 

- 1 to liaise between the Secretariat off ice and the 

I meeting rooms, the  press room; to assist whenever 08h30-12h30 and 13h30-17h30 
material, equipment, etc. is needed 

-- 
6 ushers: 09h00-12h00 and 14h00-17h00 
at least 2 in each of the t w o  main meeting rooms. 
The ushers will sit near the f ront of  the meeting rooms and 
must be easily identifiable by the persons sitting at the 
head table. They will: liaise between the people at the head 
table and the participants upon request; and between both 
of  the main meeting rooms and the Secretariat. 

- 
08h30-12h30 and 13h30-17h30 

to assist the secretary to  the Secretary-General in office 
tasks (making photocopies, sending faxes, preparing 

invitation cards, etc.) .  Work~ng hours should be flexible. 

----- 
I ~ e c h n i c i a n s f o r  simultaneous interpretation equipment 08h30-12h30 and 13h30-17h30 I 
I A technician should always be available for repair of 

equipment in case of breakdown. 
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with a car or cars, to be used by the Secretary-General 08h00-midnight 
and, i f  the hotel is not within walking distance from the If the hotel is not close t o  the 
Conference Centre, for the Secretariat staff; conference centre, a car w i th  a 

drlver must be available throughout 
the night for staff who work night 
sh~fts 

Receotion staff 1 Startinq three days before the start 
1 A t  least t w o  English-speaking, t w o  French-speaking and of C O P ~ G ,  and until the first 3 

t w o  Spanlsh-speak~ng staff, at the alrport of arrlval to  help Monday of the meetlng. to be 
partlclpants w l th  transfers t o  hotels, exchange of money, avatlable at the t lme o f  arrlval of 
poss~ble luggage problems, etc. Recept~on staff and fllghts of partlclpants 
reception areas should be clearly ldent~fled by large CITES 
slgns that are v ~ s ~ b l e  above the crowds 

Technicians for computers, printers, photocopiers and fax To be avallable durlng normal 
machines worklng hours from 10  days before 

the meetlng. 
To be avallable 24-hours a day 
from three days before the meetlng 
untll the end - - - P -- - .- - - -- - - - 

Host country Media Liaison Officer From SIX months before Cop1 6 
The appointment o f  a Host Country Med~a  Lla~son Of f~cer  untll the end of the meetlng 
at least SIX months before the meetlng will help to ensure 

- forrnulat~ng elements of a local lnformatlon strategy to  
promote the meetlng of the Conference of the Part~es, 

- moblllzlng local and res~dent fo re~gn press and med~a  t o  
take an Interest ~n the meetlng, and 

- asslstlng the CITES Secretar~at ~n medla accred~tatlon 

/ 
i 

D. STAFF TO BE PROVIDED BY THE CITES SECRETARIAT 

close and efficient coordination w i th  the Host Country 
authorities in the area o f  public information and mass 
media. The Host Country Media Liaison Officer plays an 
essential role in: 

In addition t o  its regular staff members, the Secretariat w ~ l l  provide the following staff: 

a1 Conference interpreters 
For s~multaneous interpretation ~n English, French and Spanlsh; 

b l  Translators 
For translation of documents in Engl~sh, French and Spanish; and 

CI Rapporteurs 
For the plenary sessions and the sessions of Committees I and II and the Standing 
Committee. 
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E. GENERAL INFORMATION 

1. Visas 

In accordance wi th  Section V 'Privileges and immunities' of  the Memorandum o f  
Understanding between the Host Country and the CITES Secretariat: 

All participants entitled under the provisions of the text of the Convention to attend 
COP 76 shall be granted visas and entry permits where required, free o f  charge, and as 
speedily as possible so as to permit them to participate in Cop76 without hindrance. 

The Host Country should put in place, as early as possible, a procedure to  facilitate the 
issuance of  visas for participants to  the meeting. T h ~ s  should include: 

- information about the different types of  visa and the requirements to  apply for them; 

- a list of  countries where the Host Country has diplomatic representations; 

- information on how t o  apply for a visa for participants in countries where the Host 
Country does not  have a diplomatic representation; 

- contact details of  a person who may be contacted by pre-registered participants for 
assistance to  obtain visas. 

2. Opening and closing ceremonies 

a) Opening ceremony 

The date, time and location of this ceremony will be established by mutual agreement 
between the CITES Secretariat and the Host Country. Unless particular reasons require 
otherwise, the opening ceremony will take place on the Sunday afternoon before the 
start of the working meeting on Monday. The Host Country should provide a draft 
programme of events t o  the  Secretariat at least t w o  months before the meeting. 

Traditionally the opening ceremony is held in the main meeting room but the Host 
Country may propose an alternative arrangement. Seating during the ceremony may be 
arranged as for the rest of  the meeting but there should be at least 200 additional 
seats in theatre style at the front of  the room. The room must be equipped wi th  
simultaneous interpretation facilities for at least English, French and Spanish. A 
podium should be located to  one side o f  the head table and should be on a raised 
platform. Seating for Invited VlPs and guests should be arranged by  mutual agreement 
between the Secretariat and the Host Country. Seating arrangements for participants 
will be directed by the Secretariat. 

While participants and their spouses may automatically attend the opening ceremony, 
the heads o f  foreign embassies, representatives of  the Host Country, local government 
and other local VlPs should be invited by invitation card. Opening speeches wil l  be 
given by the representatives o f  the Host Country, the Chair of the Standing 
Committee, the Executi l~e Director o f  the United Nations Environment Programme or 
his representative and the Secretary-General. 
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The representative of  the Host Country should be as high-ranking as possible. The 
Secretariat should be informed as early as possible as t o  whom this will be and also be 
given an electronic copy of  the opening speech to be delivered. 

b) Closing Ceremony 

This ceremony will take place on the last day of  the meeting, in the main meeting 
room. The Secretariat should be informed well in advance of who will close the 
meeting on behalf o f  the Host Country. 

3. Chair o f  the meeting 

According to the Rules of Procedure of the Conference of  the Parties, the Chair is 
nominated by the Standing Committee, in consultation wi th the Host Country. By 
tradition, the Host Country has the honour and responsibility of  recommending to the 
Standing Committee the name of a person to chair the meeting. This person should be 
experienced in chairing large international meetings held in more than one language, have 
the capability of handling often controversial and heated discussions and preferably have a 
knowledge o f  CITES. Preferably he or she should be able to communicate in at least t w o  
of  the working languages of  CITES. The names of  proposed nominees should be discussed 
with the Secretariat before a proposal is made to  the Srandiny Committee. The Chair 
should be a member of  a delegation, usually that of  the Host Country. 

4. Host Country reception 

While it is no t  a requirement, i t  is traditional that the Host Country hosts a reception for all 
participants, their spouses, the Secretariat and all behind-the-scenes workers. 

If i t  decides to  host a reception, appropriate invitation cards should be prepared. Those for 
participants should be included in the tote bags given to all participants at the time of 
registration. Those for non-participants, such as the diplomat~c corps and local dignitaries, 
should be mailed at an appropriate time before the meeting. 

5 .  Side events 

Side events, such as receptions, filmlvideo showings, etc., are part of  the daily routine 
during the  meeting. These are organized by Party delegations, UN organizations and 
NGOs. A list of  prices and full contact details for catering services and rental of  equipment 
should be made available so that delegations can contact them directly. 

6. Air travel 

The CITES Secretariat will appoint the official travel agent, whose staff will be available to 
handle flight reservations for the participants, possibly in cooperation w i th  a local travel 
agent. They will have an office at the conference centre. 

7. Hotel accommodation 

The Host Country is responsible for making the necessary arrangements for hotel 
accommodation for all participants and may appoint a travel agent for this purpose. 
Information on how to make reservations should be provided to  the Secretariat at least six 
months in advance, for inclusion in the CITES website. 
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8. Catering 

Food should be available a t  cafeterias or snack bars ~n the conference centre. 

Catering services for lunch for participants should be sufficient to cater for all participants 
and a variety o f  diets. If the facilities o f  the conference centre are not  adequate to provide 
for all the meeting participants simultaneously, the possibility of  bringing food concessions 
from other hotels o r  restaurants should be envisaged. 

Unless the Host Country decides to pay for the provision o f  food, all food provided at the 
conference centre should be at the expense of  the participants. 

9. Tours 

Participants usually wish to take the opportunity of the CITES meeting to learn about the 
Host Country. Tours can be arranged by the Host Country or it may appoint a travel agent. 

Local one-day or two-day tours should be arranged for the mid-meeting break. These could 
include city tours, tours t o  local wildlife and historical areas and trips to research centres, 
zoological and botanical gardens, museums, etc. 

Longer tours of up to 10 days should also be offered to participants after the meeting. 

Costs of  tours are paid for by participants. 
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Annex 2 

16th meeting of the Conference of the Parties 
Bangkok, Thailand 
3-14 March 2013 

COST ESTIMATES 

Working Days: 13 
Number of languages: 3 
Number of sessions per day 2 

If held in If held in Cost to Cost to 
Requirements Geneva Bangkok CITES Thailand 

(In USD) (10 USD) (In USD) (In USD) 

1. CONFERENCE SERVICE PREPARATORY W O R K  

PRELIkUNARY SITE VISIT 

One v~sit in 2010 (2 staff members) Actual cost 
One visit in 201 1 (2 staff members) Actual cost 
Two visits in 201 2 (1 s/m in Jan; 3 s/m in Oct) 
One visit in 2013 (4 staff members) 

Total ( I )  

2. IN-SESSION SERVICING 

2.1 INTERPRETATION 

Salaries for 6 interpreters servicing SC meetings ($980 x 6 x 2 daysj 
DSA for 6 interpreters servicing SC meetings ($226 x 6 x 2 days) 
Salaries for I2 Interpreters incl. travel compensation ($980 x 12 x 13 days plus $612 x 12) 
DSA for 12 interpreters incl. terminal expenses ($226 x 12 x 13 days)+($] 52 x 12f 
Airfare to Bangkok for 12 interpreters ($4,700 x 12f 

Sub-total (2.1) 

2.2 EDITING & TYPING 

Salaries for 10 report writers ($350 x 10 x 13 days) 
DSA for 10 report Writers incl. terminal expenses ($226 x 10 x 13)+($152 x l0f 
Airfare to Bangkok for I0  Report Writers ($4,700 x 107 

Salaries for 6 conference typists ($200 x 6 x 12 days plus replacements) 
DSA for 6 conference typists incl. terminal expenses ($226 x 6 x 13 days)+($] 52 x 65 
Airfare for 6 conference typists ($4,700 x 6)) 

Sub-total (2.2) 

2.3 TRANSLATION O F  IN-SESSION DOCUMENTS 

Salaries for 8 translators incl, travel day ($500 x 8 x I2 days) 
DSA for 8 translators incl. terminal expenses ($226 x 8 x 13 days)+($l52 x 8 j  
Alrfares for 6 translators ($4,700 x 8f 

Sub-total (2.3) 

2.4 PRINTING O F  INSESSION DOCUMENTATION 
Prlntlng 

Sub-total (2.4) 

Total (2) 

5 November 2012 



If held in If held in Cost to Cost to 
Requirements Geneva Bangkok CITES Thailand 

(In USD) (In USD) (In USD) (In USD) 

3. MISCELLANEOUS 

Shipment of documents and equipment 
Conference facilities and misc. operating cost; 
Communications (Telephone, Fax, Mail etc.) 

Total (3) 

4. CITES SECRETARlAT TRAVEL 

DSA for 28 staff incl terminal expenses ($226 x 28 x 7 days)+($226 x 28 x 13 days)+($152 x 2 8 j  130,8 16 130,816 
Airfare Geneva-Bangkok-Geneva ($4,700 x 2 8 j  13 1,600 13 1,600 

Total (4) 262,416 262,416 

.5. 10% Contingency 63,169 

TOTAL 2,490,884 1,022,573 2,490,884 694,858 

Programme support cost per STlA11342 323,815 323,8 15 34,743 

GRAND TOTAL $ 2,814,699 $ 1,022,573 $ 2,814,699 IF 729,601 

Notes: 

Interpreters' daily fee $612; members of restricted teams are  paid 160% of daily rates i.e. $980 

UN DSA rates applicable in November 2012: 
- Bangkok USD 226 
- Geneva USD 409 

.' Airfare: Geneva-Bangkok-Geneva USD 3,700 -travel estimate for business class 

If held in Geneva, cost of conference facilities and other operating costs to be borne by and funds raised by the CITES Secretariat. 
If held in Bangkok, the provision of the conference facilities will be part of the Host Country Agreement. 
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