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Report by the Secretary-General

ITU TELECOM SECRETARIAT 

BUDGET GUIDELINES

I
General:

1
Purpose/cycle: The ITU TELECOM Secretariat budget basically refers to all costs of the Secretariat which cannot be related directly to a specific project (event), but rather have to be allocated out to events. It is seen as an auxiliary budget for the events budgets. The purpose of the ITU TELECOM Secretariat budget is to enable control of the related costs as such and to be used as a tool for cost allocation to the different Telecom events. The ITU Telecom Secretariat budget should follow ITU’s budget cycle, e.g. biennial budgets beginning on 1 January of an even-numbered year.

2 Financing: The ITU Telecom Secretariat Budget is referred to as “core expenditure” in the events budgets. It is currently distributed proportionally to the budgeted rental space across the Telecom events over the biennial period. This may change as a result of implementation of Council Res. 1210. Income generated from the TELECOM events constitutes the source of financing of the ITU Telecom Secretariat Budget. At the closure of accounts of each TELECOM exhibition and forum, surplus income or excess expenditure is transferred to the Exhibition Working Capital Fund. 

3 Process: The Secretary-General will issue the budget guidelines after consultation with the Coordination Committee. The guidelines need to be sufficiently flexible to take into account changes in conditions occurring during the process of preparing the budget. Once adopted, they should be strictly followed in the preparation of the budget. The budget guidelines should be transmitted to the Council as an information document. 
4
Preparation: The budget shall be prepared in close cooperation between the ITU TELECOM Secretariat and Finance Department. During the course of the budget formulation process, Finance department shall organize meetings between the departments providing support services and the ITU TELECOM Secretariat to ensure that adequate support is foreseen. The Secretary-General shall transmit the budget to Council for its consideration, after consultation with the Coordination Committee.

5
Mid-biennium review: If necessary, the biennial budget may be revised during the first half of the second year of the biennium. This is to take account of possible changes in staff resources, salary scale adjustments and any other cost variations which would have a significant impact on the level of the ITU Telecom Secretariat budget.

6
Structure: The structure of the ITU Telecom Secretariat budget shall consist in a financial budget, broken down by category of expenditure in accordance with Article 5 of the Financial Regulations for each Division/Unit within the Secretariat (see Annex 1). In order to link the expenditure budget of the ITU TELECOM Secretariat with the events budgets, the biennial budget shall as well present a schedule of planned events during the period concerned, together with a forecast of income. 
7
Outsourcing: The financial implications of outsourcing activities of TELECOM to other Departments / Units of the General Secretariat shall be considered in the ITU TELECOM Secretariat budget.

8
Financial assumptions: The budget will be based on an exchange rate between the US dollar and the Swiss franc and on the conditions of service prevailing in the United Nations common system, in effect at the time of preparation of the budget.

II 
Operating expenditure:

1
The ITU TELECOM Secretariat budget covers direct operating expenditure, other than staff costs, like the rental of offices. With this regard, the recommendations made by the Efficiency Committee to repatriate TELECOM to the ITU buildings needs to be addressed. Pending any decision, it is assumed that TELECOM will continue to rent offices in the EFTA building.

2
Travel expenses should be kept to a minimum. All missions should be fully justified, and executed in a rational and cost efficient manner. Instead of travelling, electronic correspondence and video-conferencing should be use to the extent possible.

3
Marketing activities constitute a major item of expenditure. The scope of these activities relates to all the exhibition and forum events, and covers mainly advertising campaigns, printing and production of brochures/leaflets/folders, postage and freight. Theses activities need to be properly planned, based on a defined strategic approach and on identified objectives.

III 
ITU Cost Recovery:

1
Cost Recovery charges from the General Secretariat of ITU: ITU services that benefit TELECOM are charged to TELECOM, and are incorporated into the ITU Telecom Secretariat budget. The charge is both direct, for those services that can be directly identified as work done for TELECOM, and indirect for the general and administrative expenses of the General Secretariat.

2
The direct costs charged to TELECOM consist of staff costs for the main part, and to a lesser extent of documentation costs (translation, typing, reprography and production). Staff costs represent the salary expenses of the posts which have been identified as providing services to TELECOM, either fully (100%) or partly (33% and 25%). 

3
Indirect costs are calculated in accordance with the methodology in application for all activities under cost recovery.

Appendix 1

Special measures to be applied to the preparation of

the ITU TELECOM Secretariat Budget for 2004-2005

1
Recommendation 14 of the Council Oversight Group: the reorganising of TELECOM along project lines will be considered in the 2004-2005 ITU Telecom Secretariat budget on the basis of the decisions taken. 

2
Recommendation 15 of the Council Oversight Group: the outcome of recommendation 15 regarding the external audit of the cost recovery methodology for ITU services provided to TELECOM may have implications during the biennium.

3
Council Resolution 1210 (Annex 3n): the financial implications of outsourcing the activities of TELECOM Forum to SPU (ref. Service Order 03/06 of February 20 2003), will be considered in the 2004-2005 ITU TELECOM Secretariat budget.

4
Financial assumptions: The draft budget 2004-2005 will be based on an exchange rate of USD 1.0 = CHF 1.39, i.e., the rate in force on 1 January 2003, and on the conditions of service prevailing in the United Nations common system on 1 January 2003. 
Appendix 2

Estimated timetable for the 2004-2005 Budget

	Step
	Action
	Time-frame
	Responsibility

	
	
	
	

	Budget Guidelines
	Issue
	25 June
	FINANCE Department

	
	
	
	

	First draft
	Submissions
	11 July
	ITU TELECOM Secretariat

	
	Review/ Consolidation
	25 July
	TELECOM Finance

	
	Review
	28 July
	ITU TELECOM Secretariat

	
	
	
	

	Revised draft
	Adjustments/updates
	7 August
	ITU TELECOM Secretariat

	
	Review/ Consolidation
	12 August
	TELECOM Finance

	
	
	
	

	Proposed Budget
	Visas
	15 August
	TELECOM Executive Manager and Chief of Finance Department

	
	Review
	8 September
	Coordination Committee

	
	Approval
	10 September
	Secretary General

	Council document
	Finalisation
	12 September
	FINANCE Department

	
	Issue
	15 September
	FINANCE Department

	
	Consideration
	27-29 October
	ITU Council
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Cat.

Expenditure items

Budget 02-

03

Estimates 

2004

Estimates 

2005

Proposal 

2004-05

Variance     

02-03     

04-05

Variance 

in %     

01

 Staff costs

0 0 0

0

0 0%

02

Other staff costs

0 0 0

0

0 0%

03

Travel on duty

0 0 0

0

0 0%

04

Contractual services

0 0 0

0

0 0%

05

Rental and maintenance 

0 0 0

0

0 0%

06

Equipment and supplies

0 0 0

0

0 0%

07

Acquisition 

0 0 0

0

0 0%

08

Public and internal service utilities

0 0 0

0

0 0%

09

Miscellaneous

0 0 0

0

0 0%

Total

0 0 0 0 0 0%

Amounts in thousands of Swiss francs

Section

Sections

Budget 02-

03

Estimates 

2004

Estimates 

2005

Proposal 

2004-05

Variance     

02-03     

04-05

Variance 

in %     

6001

Executive Manager

0 0 0

0

0 0%

6002

Exhibition Division

0 0 0

0

0 0%

6003

Forum

0 0 0

0

0 0%

6004

Marketing Division

0 0 0

0

0 0%

6005

Administration/Protocol

0 0 0

0

0 0%

6006

Press Services

0 0 0

0

0 0%

6007

Information Services Department

0 0 0

0

0 0%

6008

Finance Services

0 0 0

0

0 0%

6009

General Secretariat (other)

0 0 0

0

0 0%

Total 

0 0 0 0 0 0%

Number of work-months

Section

Sections

Plan 2002-

2003

Plan 2004 Plan 2005

Plan 2004-

2005

Variance     

02-03     

04-05

Variance 

in %     

6001

Executive Manager

0 0 0

0

0 0%

6002

Exhibition Division

0 0 0

0

0 0%

6003

Forum

0 0 0

0

0 0%

6004

Marketing Division

0 0 0

0

0 0%

6005

Administration/Protocol

0 0 0

0

0 0%

6006

Press Services

0 0 0

0

0 0%

6007

Information Services Department

0 0 0

0

0 0%

6008

Finance Services

0 0 0

0

0 0%

6009

General Secretariat (other)

0 0 0

0

0 0%

Total 

0 0 0 0 0 0%

Appendix 3

BUDGET PROPOSAL 2004-2005 by Section

BUDGET PROPOSAL 2004-2005 by Category of Expenditure








