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	1
Subject: 
	GENERAL SECRETARIAT DRAFT OPERATIONAL PLAN FOR 2004-2007


	2
Purpose

This document presents the Operational Plan of the General Secretariat for the period 2004-2007.


	
	Ref. doc.


	3
Background

Under Article 5, No. 87A of the Convention, the Secretary-General is requested to prepare annually, for review and approval by Council, a four-year rolling operational plan of activities to be undertaken by the staff of the General Secretariat.


	
	

CV 87A



	4
Recommendation

The Council is invited, after having reviewed the operational plan of activities of the General Secretariat for the period 2004-2007, to approve the attached draft Resolution in Annex A.


	
	

	5
Implications


	
	



Yoshio UTSUMI

Secretary‑General

Coordination, External Affairs and Communication Units (CEC)

Office of Chief

	Operational activity 
2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work /months from budget 2004-2005

	A.
Support for Conferences, Meetings & Telecom events
	
	
	
	
	

	Provide the Executive Secretary for the Council, the Plenipotentiary Conference and the Coordination Committee
	CEC
	Provide timely advice and overall planning and management for these meetings
	•
Smooth functioning of ITU conferences and meetings and within budget

•
Accomplishment of goals set out in the Constitution and Convention for these meetings
	Part III of Strategic Plan
	1 D.1 – 24 w/m

1 G.6 – 24 w/m

	B.
Ongoing Activities
	
	
	
	
	

	Supervise the CU, EAU and CCU Units
	CU, EAU, CCU
	The activities and objectives of these Units are described in their respective entries as follows.
	•
High-quality services to the membership and excellent relations with other organizations

•
Smooth functioning of ITU conferences and meetings organized by the General Secretariat

•
Enhanced image and visibility for the ITU
	
	See above

	Plan ITU involvement in the preparation of the second phase of the World Summit on the Information Society
	
	To ensure the successful and timely preparation of phase 2 of the World Summit.
	•
Well-organized preparatory meetings

•
Broad participation in and successful output of Summit
	
	See above

	C.
New initiatives
	
	
	
	
	

	
	
	
	
	
	

	D.
Activities to be reduced or terminated
	
	
	
	
	

	
	
	
	
	
	

	E.
Total working months
	
	
	
	
	48 w/m

	
	
	
	
	
	

	F.
Variations anticipated in 2006-2007
	
	
	
	
	

	
	
	Plenipotentiary Conference 2006
	
	
	


Coordination, External Affairs and Communication Units (CEC)

External Affairs Unit (EAU) 

	Operational Activity 
2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work /months from budget 2004-2005

	A.
Support for Conferences, Meetings & Telecom events
	CEC/EAU
	
	
	
	

	A 
	
	•
Secretariat support for Council and WSIS-05, including PrepCom meetings; support for Conferences (Credentials Committee at RRC‑04)
	•
Quality of information and service provided to membership; exactness in control of credentials
	•
Part III of Strategic Plan
	1 P5 6 w/m
1 P3 6 w/m
1 G6 12 w/m
1 G5 12 w/m

	B.
Ongoing Activities
	CEC/EAU
	
	
	
	

	S

	
	•
F/S contribution to CCU promotional video;

•
Coordination of relations with the JIU and Economic Commissions of the United Nations

•
Planning analysis and operational planning development

•
Coordination and monitoring of implementation of decisions and resolutions of Council and Plenipotentiary Conferences & WSIS Declaration/Plan re MS & SMs

 •
Development of operational strategies

•
Analysis of the efficiency and effectiveness of ITU operations, activities and organizational structure
	•
ITU image and promotion;

•
Timely and smooth flow of information 


•
Quality of operational planning

•
Smooth and timely inter-department work flows

•
Enforcement of the effective use of performance indicators throughout the General Secretariat

•
Recommendations for operational improvements of ITU management and structure performance
	•
PP-02 Res 107 (Improvements to the management and functioning of the ITU)

•
Dec. 6 (Marrakesh, 2002)

•
Resolution 71 (Rev. Marrakesh 02)

•
Resolution 72 (Rev. Marrakesh 02)
	1 P5 18 w/m
1 P3 18 w/m


1 P3 24 w/m

1 G6 24 w/m

1 G6 12 w/m
1 G5 12 w/m


5 G5 24 w/m

1 G4 24 w/m


	
	
	•
Membership management and follow up, including promotion;

 •
Official notifications on status of Member States/ITU instruments;

•
Participation and follow up for activities of UN System mechanisms UN/GA, ECOSOC, CEB, HLCP, and other organisations 

•
Vice-Chairmanship of ISO3166 Maintenance Agency on country symbols

•
Relations with Geneva Diplomatic Missions; 

•
ITU promotion & visits to ITU;

•
Maintenance of central registry/routing of correspondence in ITU;
	•
Trend in number of Sector Members; sales of Global Directory, website hits

•
Timeliness of publication; correctness of information

•
Briefs, documents, meeting attendance; sound bases for cooperation;

•
Protocol; Notes verbales; ad hoc meetings

•
Enhanced image and visibility of ITU;

•
Enhanced relations with UN and standards bodies re terminology and codes re country matters;

•
Number of incoming and outgoing items (mail, fax, email) and timeliness of response.
	•
The CS and CV generally describe relations with other organizations, the rights and obligations of Member States and Sector Members and the depository “function” of the ITU.
	

	C. 
New initiatives
	CEC/EAU
	
	
	
	

	
	
	•
Membership drive re universities & “parrainage” NGOs


	•
New Sector Members and Associates; ITU “human” image.
	•
WSIS Declaration & Action Plan spirit
	

	D.
Activities to be reduced or terminated
	CEC/EAU
	
	
	
	

	
	
	•
Publication of “book” version of Global Directory
	•
Heightened concentration on CDROM, online and PDF subscriptions
	
	

	E. 
Total working months 
	CEC/EAU
	
	
	
	288 w/m

	
	
	
	
	
	

	F. 
Variations anticipated in 2004-2007
	CEC/EAU
	
	
	
	

	
	
	Secretariat support for PP-06 and WRC-06
	
	
	


Coordination, External Affairs and Communication Units (CEC)

Coordination Unit (CU)

	Operational Activity 2004-2005
	Unit
	Objectives
	Performance Indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	A
Support for Conferences, Meetings & Telecom Events
	
	
	
	
	

	Plenipotentiary Conference
	CEC with inputs from SG Depts & Bureaux
	Within the CEC, CU plays a key planning, organizational and coordination role in plenipotentiary conference operations, follow-up analysis of results of the conference and coordination of plans for implementation of decisions.
	•
Timely analysis and follow-up action with regard to resolutions/decisions/ recommendations adopted by the Plenipotentiary Conference 

•
Effective and timely assistance in setting up and managing formal Groups created in response to PP‑02 resolutions/ decisions, including efficient document planning, coordination and management and appropriate participant/delegate registration services at Group meetings. 
	•
Council R 1141 + ITU Res. 62, 103 & 104, 115(Working languages and document management)

•
PP-02 Res 107 (Improvements to the management and functioning of the ITU)


	P.3/4 w/m;
G.7/4 w/m;
G.5/4 w/m;



	Council
	CEC with inputs from SG Depts & Bureaux
	Good governance of the Union, as reflected in Article 4 of the ITU Convention.

Within the CEC, CU plays a key planning, organizational and coordination role in Council operations
	•
Accomplishment of the goals set out in Article 4 of the ITU Constitution and the Rules of Procedure of the Council.

•
Timely analysis and follow-up action with regard to resolutions/decisions/ recommendations adopted by the Plenipotentiary Conference

•
Timely preparation of invitation, provisional draft agenda and time management plan for the 2004-2007 session. 

•
Timely coordination, collection and distribution of reports prepared by the Secretariat and contributions received from Member States in advance of the session. Smooth production and turn-around of documents during and after the session.

•
Timely registration of announced participants and efficient related information service throughout the meeting.
	•
CV Art. 4 (No. 62):
“The Council shall, in the interval between two Plenipotentiary Conferences, supervise the overall management and administration of the Union”.
CS Art. 32 (No. 177&178) 

•
Rules 1, 4, 7, 12 & 20 – Council Rules of Procedure & CV Art. 4 (No. 60A, B) – Invitation and provisional agenda

•
Council R 1141 & D 495 & (document handling)
Rules 13, 14, 20 & 21,
CV Art 4 (No. 61, 61A, 61B, 62A, 62B, 65-82)

•
Rules 1, 4, 7, 12 & 20 – Council Rules of Procedure
	P.3/6 w/m;
G.7/6 w/m;
G.5/6 w/m;


	Council Groups:


	Input from 

CU to
	To plan and prepare for 2004 and future sessions of Council and finally to PP06 through:
	•
Timely operational assistance and preparation/distribution of materials
	
	P.3/4 w/m;
G.7/6 w/m;
G.5/6 w/m;


	-
WSIS
	SPU


	Input to WSIS process
	
	•
Council R 1196
PP-02 Dec 8, Res 113
	

	-
Human Resources Management 
	PE

	Study and enhancement of HRM
at ITU
	
	•
Council R 1195
PP-98 Res 51
	

	-
International Telecommunication Regulations
	TSB
	Review of ITRs
	
	•
PP-02 Res 121

	

	-
Processing charges for satellite network filings
	BR
	Implementation of processing charges for satellite network filings
	
	•
Council D 511
PP-02 Res 88(Rev)
	

	-
Management of the Union
	SPU
	Specialist review of ITU management
	
	•
PP-02 Dec 7
	

	-
Provisions regarding observers
	JUR
	Review and consolidation of provisions regarding observers
	
	•
PP-02 Res 109
	

	-
Defraying the expenses of the Union
	CEC/FI
	Review of contribution to Union by Sector Members and Associates 
	
	•
PP-02 Res 110
	

	-
Coordination Committee and role of Elected Officials
	CEC
	Improvement of the functioning of Coordination Committee
	
	•
PP-02 Res 108

CV Art. 11 (No. 111)
	

	-
ITU Structure
	CEC
	Review of structure of the Union
	
	•
PP-02 Res 106
	

	-
Management and functioning of ITU
	CEC
	Enhancement of process by which priorities are established in ITU activities
	
	•
PP-02 Res 107
	


	B.
Ongoing Activities
	
	
	
	
	

	Coordination Unit

Planning, organizing and coordinating operations for SG Conferences & Meetings 
(see also Part A)
	CU
	The activities of the Coordination Unit include acting as focal point for the preparations and operations of conferences and meetings of the General Secretariat (Plenipotentiary Conference, Council and its Groups). To do so, it must keep abreast of ITU policies in the area of conference preparations and must maintain sound relations with contributors/participants (membership) and with ITU staff throughout the Union.
	•
Timely submission of operational/planning reports to Coordination Committee, Bureaux Secretariats and ITU membership. 

•
Timely preparation and mailing of general correspondence to ITU membership

•
See further indicators under PP/Council+Groups above


	•
CS Art. 26




	P.3/2 w/m;
G.7/4 w/m;
G.5/4 w/m;



	Publications
	CU
with inputs from SG Depts & Bureaux
	The main objective of the Publications of the General Secretariat is to communicate information about the activities of the Union and telecommunications sector in general, both to Members and non-Members of the Union, in a form that is accessible and attractive. Many of the publications of the General Secretariat are published in close coordination with the Sectors
	•
Timely publication & dispatch of


-  Council Resolutions/Decisions


-  ITU Activities Report
-  PP-06 Final Acts

•
Timely report concerning the Unit’s  activities and outcome of PP‑02/PP-06, Council sessions and Groups .

•
Timely set up and report to Council on Unit’s operational plan
	•
Council Rule 21


PP-98 Res 66:  “instructs the SG to ensure that publications in paper format are made available as quickly as possible so as not to deprive Member States or Sector Members not possessing electronic facilities or access to publications of the Union.”

•
CV Art. 11 (No. 74A)
	P.3/4 w/m;

G.7/2 w/m;
G.5/2 w/m;



	C.  New initiatives
	
	
	
	
	

	
	
	
	
	
	

	D.  Activities to be  reduced or terminated
	
	
	
	
	

	Working Groups of Council
	CU
	The following Groups completed their work in 2003:

-
Working Group on the human resource management
	
	
	

	WSIS – First Phase
	CU
	Follow up - Final texts to be finalized and published during first half 2004
	
	
	P.3/4 w/m;

G.7/2 w/m;
G.5/2 w/m;

	E.  Total working months
	
	
	
	
	72 w/m

	
	
	
	
	
	

	F.  Variations anticipated in 2006‑2007
	
	
	
	
	

	
	
	Plenipotentiary Conference
	
	
	


Coordination, External Affairs and Communication Units (CEC)

Corporate Communication Unit 

	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	A.
Support for Conferences, Meetings & Telecom Events
	
	
	
	
	

	· ITU Telecom Africa 04*
	CCU with Bureaux, Telecom, WSIS Executive Secretariat and relevant General Secretariat services
	To prepare and implement a series of action to help achieve the communication objectives of ITU’s key activities
	· Planning and implementation of a Media Relations plan for each event.

· Coordination of media relations activities with Exhibitors’ press officers and accredited media. Number of media and Press Officers accredited, quality of the coverage of event and positive feedback from Press Officers
· Coordination of all media production services and organization of the Press Service. Customer (Press officers, media, delegates) satisfaction.
	CCU provides a full range of communications activities around defined, strategic priorities and clearly identified audiences and events. All of CCU activities aim to enhance awareness of ITU, improve visibility on the main achievements that will position it as a leading ICT organization, and influence opinion-makers in support of the Strategic Plan and in particular Strategic Goals 1, 2, 5 and 6 as well as CS 149, GR 163 to 165, PP02 Resolutions 11, 68, 73/113 and 107 and Paragraphs 7.4.6, 7.4.7, 7.4.12, 7.4.14 and 7.5 of the Strategic Plan
	1.5w/m

	· ITU Telecom Asia 04*
	
	
	· 
	
	1.5w/m

	· ITU Telecom Americas 05*
	
	
	· 
	
	1.5w/m

	· ITU Telecom Middle East and Arab States 05*
	
	
	· 
	
	1.5w/m

	· RRC-04/RRC-05
	
	
	· 
	
	5.8w/m

	· WSIS PrepComs
	
	
	· 
	
	11w/m

	· WSIS Phase II
	
	
	· 
	
	23w/m

	· Council 04/ Council 05
	CCU 
	To inform staff of the discussion in Council
	· Daily Highlights
	
	1w/m

	· New Initiative Programme Workshops
	CCU with SPU
	To demonstrate the relevance ITU as an authoritative forum to discuss emerging topical issues in a timely and flexible manner
	· Planning and implementation of a Media Relations plan to give visibility to these workshops. Quality of the coverage of event
	
	1w/m


	B.
Ongoing Activities
	
	
	
	
	

	Management of the Unit
	CCU
	To ensure the best possible use of resources, achieve productivity gains, ensure conformance of action to policies, ensure impact of action taken, handle external customer relations, manage staff and budget
	· Successful implementation of mandates entrusted to CCU within budget
	Strategic Goal 5 and PP02 Resolution 107
Paragraphs 7.4.6 and 7.4.12 of Strategic Plan
	9w/m

	Corporate and public information and brand management
	CCU with BR, TSB, BDT and Telecom
	To increase the overall effectiveness of the Union’s external communication and stimulate proactivity in the communication function to take the ITU’s messages to its audiences

To develop a consistent style, image and key messages (branding)
	· Preparation of communication-related policies and advice to senior management

· Preparation of effective communication products (brochure, annual report, features, articles, factsheets, web content, etc) and effective and timely dissemination. 

Development of corporate style guidelines (use of the logo, selection and use of typefaces, publication cover page layouts, web page design, slide templates, letter and fax templates, compliment cards etc)

Development of key messages for each audience along with proof points which will help reinforce the role and standing of ITU

Handling of public enquiries
	Strategic Goals 1, 2, 5 and 6 and Paragraph 7.4.14 of the Strategic Plan
PP-02 Resolution 68
CS 149
	30.5w/m

	Media Relations
	CCU

CCU with PE Bureaux, and Telecom 
	To produce communication products that promote ITU activities and expertise, so that ITU’s role becomes better known
	· Number and impact of feature articles, press releases and other media information covering newsworthy activities (in particular key outcome of Bureaux’ Study Groups and flagship reports)

· Number of media interviews arranged/granted and quality of media

· Preparation and placement of op-eds in technology and mainstream media. Number of articles placed and quality of media

· Media training to officials called to convey ITU messages publicly
	Strategic Goals 1, 2, 5 and 6
GR 163 to 165
Paragraph 7.4.14 of the Strategic Plan
CS 149
	20w/m

	ITU News magazine
	CCU with Common Services, Bureaux, Telecom and WSIS Executive Secretariat
	To publish ITU’s official news magazine 
	· Editorial calendar and synopsis for each issue

· Quality of content and quality of print edition within budget

· Number of readers (print and online)

· Percentage of costs offset by advertising

· Timely production of 10 issues per year in E/F/S and effective coordination between the editorial and art/production teams

· Improved graphic line, attractive and effective page layout, increased graphic art elements and visuals
	Strategic Goals 1, 2, 5 and 6
CV 99v and Paragraph 7.4.14 of the Strategic Plan
	77.7w/m

	ITU website
	CCU with WEB/WEC, IS
	To follow up action on the revamping of the ITU website
	· Improvement of branding, restructuring of existing sites with improved navigability and logical web-based information structure based on series of recommendations put forward by CCU in 2003.

· Monitoring of compliance with style guide and web publishing policy

· Provision of QA and technical support on web issues for the corporate website
	Strategic Goals 1, 2, 5 and 6
Paragraph 7.4.7 and 7.4.14 of Strategic Plan
CS 149
	13w/m

	CCU databases management
	CCU
	Maintain personal data of the existing contacts and seek data for new contacts and groups of contacts to ensure that our information is targeted to wider audiences and to the right people

To manage the ITU News subscriptions and coordinates orders with booksellers, agents, individual and corporate subscribers and ITU Sales service
	· Elimination of erroneous e-mail/fax coordinates and enhancement of contacts to improve our outreach efforts 

· Segmentation of data to be able to target specific key and secondary contacts

· Verification of compliance of each subscription with subscription policy in liaison with Sales and Membership services

· Timely response to requests on subscriptions, advertising and other enquiries sent to itunews mail account 

· Switch of database to SQL server and structures to meet the added requirements for better targeting

· Automation of production and distribution of documents through overnight batch routines

· Incorporation of document sources into database to allow automated generation in desired format

· Automation of renewal process and improvement of links to SAP Sales system

· Restructuring of ITU News database to accommodate accounts managed by booksellers and agents and improve efficiency

· Merging of the PPI and ITU News database to consolidate functionalities for greater cost-effectiveness
	Strategic Goals 1, 2, 5 and in particular 6 and Paragraphs 7.4.6 and 7.4.7 of Strategic Plan
	18w/m

	C.
New initiatives
	
	
	
	
	

	
	
	
	
	
	

	D.
Activities to be reduced or terminated
	
	
	
	
	

	
	
	
	
	
	

	E.
Total working months
	
	
	
	
	216 w/m

	
	
	
	
	
	

	F.
Variations anticipated in 2006-2007
	
	
	
	
	

	
	Will depend on the role of ITU in preparing WSIS II and communication requirements
	
	


*
 This does not include the contribution of CCU funded from extra-budgetary sources.

Legal Affairs

	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005
	Resources in work/months from extra-budgetary sources (approx.)

	A.
Support for Conferences, Meetings & Telecom Events
	JUR
	
	
	
	
	

	1.
Legal advice and assistance to C/04, WTSA-04, RRC-04 and ITU Telecom Events 2004-05
	
	· Provide timely and adequate legal advice and assistance; in particular, draw the attention of the SG to possible conflicts between foreseen decisions of conferences, assemblies and meetings and ITU legal instruments.

· Prepare and review legal/procedural documents.

· Act as Secretary of a number of Council Working Groups and advise the chair on all legal matters under consideration.

· Prepare notes and statements for the chair of conferences, assemblies and meetings.
	· Timeliness.

· Smooth running of conferences, assemblies and meetings and Telecom events from the legal/procedural point of view.

· Preparation of notes and statements for the chair before the start of conferences, assemblies and meetings.

· Smooth running of Working Groups and quality of legal services provided to those Groups.
	· CS/76

· CV/91

· Strategic Plan: 7.1-7.3, 7.4.1 & 7.4.8

· PP-02 Res. 109

· PP-02 Res. 106

· PP-02 Res. 110
	
50 w/m
	


	B.
Ongoing Activities
	
	
	
	
	
	

	1.
Legal advice and assistance to the General Secretariat and the Bureaux on issues related to the functions, structure and activities of the Union.

2.
Draft and review various legal instruments of the Union.

3.
Draft and review administrative decisions and internal regulations and rules aimed at increasing the efficiency of internal administrative procedures and the functioning of the Union.

4.
Represent the SG before the ILO Administrative Tribunal.

5.
Negotiate, draft and review contracts, agreements and other legal documents.
	
	· Provide timely and adequate legal advice and assistance.

· Prepare and review ITU’s cases submitted to ILOAT.

· Protect and defend – from the legal standpoint – the interests of the Union with regard to contractual arrangements.


	· Timeliness.

· Coherence of legal instruments.

· Adequacy of legal instruments with decisions of relevant organs.

· Rationalization and efficiency of internal administrative procedures.

· Small number of contractual disputes.


	· CS/76

· Strategic Plan: 7.1-7.3, 7.4.5, 7.4.6, 7.4.8, 7.4.15
	
70 w/m
	

	6.
GMPCS
	
	· Acts as depositary of the GMPCS-MoU and administrator of the Project.
	· Timeliness.

· Smooth running of GMPCS Project.

· Smooth settlement of financial issues.
	
	
	22 w/m


	C.
New initiatives
	
	
	
	
	
	

	Legal advice and assistance in the framework of WSIS.
	
	· Prepare Host Country Agreements.

· Give advice on procedural and political matters.
	· Smooth running of the Summit and its Preparatory Committee from legal, procedural and political standpoints.
	· PP-98 Res. 73, C/01 Res. 1179

· PP-02 Res. 113
	
	

	D.
Activities to be reduced or terminated
	
	
	
	
	
	

	N/A
	
	
	
	
	
	

	E.
Total working months
	
	
	
	
	120 w/m


	22 w/m



	
	
	
	
	
	
	

	F.
Variations anticipated in 2006-2007
	
	NONE
	
	
	
	NONE

	
	
	
	
	
	
	


	
	
	
	Strategy & Policy Unit (SPU)
	2004-05
	
	

	Operational Activity 
	Unit
	Objectives / Highlights
	Indicators
	Relationship to Strategic Policies and Plans
	Resources in work /months from budget
	Resources in work/months from extra-budgetary sources

	A
Support for conferences, meetings & Telecom events
	
	
	
	
	
	

	Council
	CEC with inputs from SPU, Sectors, etc.
	Good governance of the Union, as reflected in Article 4 of the ITU Convention.

SPU inputs include reports on implementation of strategic plan, Consultancy Project (Res. 1212), Group of Specialists, New Initiatives programme (Decision 496), WG-WSIS (Res. 1207, 1214) etc.
	•
Accomplishment of the goals set out in Article 4 of the ITU Constitution.
•
Timely distribution of documents in advance of the Council (in line with the procedural rules of the Council) and smooth distribution of new documents during the Council
	In line with No. 62 of the ITU Convention, “The Council shall, in the interval between two Plenipotentiary Conferences, supervise the overall management and administration of the Union”.
	SPU: 10 w/m 

Contractual services provide a further 
5 w/m
	Voluntary contribution provide an extra 4 w/m

	World Summit on the Info Society
	WSIS-ES, WSIS ITU team, SPU, Sectors
	In line with Resolution 73 (PP-98), the Council has asked “the Secretary-General to coordinate with other international organizations and with the various partners concerned (Member States, Sector Members, etc.), with a view to holding a world summit on the information society;”

SPU is providing secretariat services for the Working Group on WSIS (WG-WSIS) as well as proving inputs to the content and themes of the Summit and side-events.
	•
Resolution 73 (PP-98), refers to “drawing up a strategic plan of action for concerted development of the information society by defining an agenda covering the objectives to be achieved and the resources to be mobilized”.
•
Timely execution of scheduled preparations.
	Goal # 2, Assist in bridging the digital divide … by taking a leading role in the preparations for, and taking due account of the relevant results of, the World Summit on the Information Society.
	SPU: 12 w/m

Contractual services provide a further 
5 w/m
	Voluntary contributions provide an extra 10 w/m.

	ITU TELECOM Forum 

(TELECOM Forums are held in association with TELECOM Exhibitions. See also TELECOM)
	SPU, TELE-COM
	The main objective of the ITU TELECOM Forum is to provide a forum for the discussion of issues of high current interest, covering business, technical, and policy domains. 

SPU provides line management and programme development services for the Forum. During 2004-05, regional TELECOM Forums will be held in Africa, Asia and the Americas regions.
	•
Relevance and interest to membership (shown by level of participation)
•
Development of Forum Programme at least three months ahead of time.

•
Ensuring regular contact with speakers and panellists and the timely posting of materials.

	Goals 1, 2, 3, 5 and especially 6, disseminate information and know-how.
	0
	78 w/m from TELECOM budget.

4 w/m from voluntary contribution.


	B.
Ongoing Activities
	Unit
	Objectives
	Indicators
	Relationship to Strategic Policies and Plans
	Resources in work /months from budget
	Resources in work/months from extra-budgetary sources

	Publications
	SPU, CEC, with Sectors
	The main objective of the publications of the General Secretariat is to communicate information about the activities of the Union, and about the telecommunication sector in general, both to the membership and non-membership of the Union, in a form that is accessible and attractive.

Publications planned for 2004-05 include two editions of ITU Internet reports, World Telecom Development Report (with BDT/MEF), and New Initiatives series, plus contributions to ITU News.
	•
The success of the publications is reflected in the number of readers they reach, including via the Web.
•
Additional performance indicators are the timely publication and dispatch of the publications.
	Goal #6, disseminate information and know-how 
	SPU: 26 w/m


Contractual services provide a further 
13 w/m.
	Sales of publications provide income that partially offsets costs.

Voluntary contributions provide a further 9 w/m.

	Strategy and Policy Unit
	SPU
	The mission of the SPU, with the collaboration of the Sectors, is to assist the ITU and its membership to anticipate and analyze the strategic implications and challenges of an evolving telecommunications environment. It does this through a multidisciplinary approach to telecommunication policy issues that cuts across the Sectors, involving research, analysis, publications and the organization of forums and workshops. The SPU shall not duplicate those activities that fall within the mandate assigned to one of the Sectors. The overall objective of the SPU is to adapt ITU's work programme to fast-emerging technology, policy and market trends.
	•
The performance of the SPU’s role will be judged by the ability of the unit to identify, forecast and analyse emerging ICT and to communicate that information effectively.

•
Performance indicators include the timely publication of relevant reports and articles, the successful identification of new trends and issues, and the provision of sound advice to the Secretary-General and the elected officials.
	Goal #5, continue to improve the efficiency and effectiveness of ITU’s structures and services and their relevance to the membership.

Goal #6, disseminate information and know-how

	SPU: 11 w/m


	Voluntary contributions provide a further 4 w/m.


	Internet Governance, including IP-based networks (Res 101) and Internet domain names (Res 102)
	SPU, TSB, BDT
	Res. 101 calls upon ITU to “fully embrace the opportunities provided by IP-based networks” and instructs the SG to prepare annual reports to the Council.

Res. 102 instructs the SG to take a significant role in international discussions and initiatives on the management of Internet domain names and addresses.

The WSIS Plan of Action foresees the establishment of a UN Working Group on Internet Governance. 

In February 2003, ITU will hold a workshop on Internet Governance. During 2004-05, SPU will publish two new editions of the ITU Internet Reports.
	· Timely provision of accurate information for membership, including through the ITU Internet Reports series.

· Active engagement of ITU in international action on domain names management and addressing, including cooperation with ICANN.

· Meaningful contribution to work on Internet Governance as part of implementation of the first phase of WSIS
	Goal #3 and especially 4, develop tools, based on contributions from the membership, to safeguard the integrity and interoperability of networks.
	SPU 19 w/m
	Voluntary contributions provide a further 4 w/m

	Internationalized Domain Names 
(Res. 133)
	SPU, with ITU-T
	Res. 133 (PP-02) instructs the SG to take an active part in all international discussions and initiatives on the management of Internet domain names and addresses.

Workshop to be held in May 2004 in Brunei in collaboration with APT.
	· Active engagement of ITU in international action on internationalized domain names, including cooperation with ICANN and APT.
	Goal #3 and especially 4, develop tools, based on contributions from the membership, to safeguard the integrity and interoperability of networks.
	SPU 3 w/m
	Voluntary contributions provide a further 2 w/m.

	ITU New Initiatives Programme
	SPU, with Sectors
	In line with Decision 496, the objective of the New Initiatives Programme is to advise the Secretary-General, on new topics of a regulatory, policy or other nature of high-current interest which cut across the work of the Sectors.

In 2004, workshops will be held on radio spectrum management (with ITU-R, Feb 16-18), Internet Governance (with ITU-T, Feb 26-27), the mobile information society (with MIC Korea, March 3-5), SPAM (May 31- June 2) and digital interconnection (with ITU-D, autumn). Other events will be planned for 2005 on the basis of a new questionnaire. 
	· Maintaining the relevance of ITU and the services it provides to its membership, as reflected by the diffusion of the research via the website and publications.
· Reflecting the topics of high current concern, as reflected in the questionnaire.
· Efficient conduct of the meetings and timely posting of research.
	Goal #5, continue to improve the efficiency and effectiveness of ITU’s structures and services and their relevance to the membership.

Goal #6, disseminate information and know-how.
	SPU 12 w/m

Contractual services provide a further 
15 w/m
	Voluntary contributions provide a further 48 w/m


	C

New activities
	Unit
	Objectives
	Indicators
	Relationship to Strategic Policies and Plans
	Resources in work /months from budget
	Resources in work/months from extra-budgetary sources

	Consultancy Project (Res. 1212)
	SPU, as ITU project manager, with FIN, Sectors etc
	In line with Res. 1212, the objective is to hire a consultant to develop a plan for the implementation of the recommendations of the Group of Specialists.
	· Timely hiring of consultant and conduct of project, in line with the timetable established in Res. 1212

· Adherence to the budget established in Res. 1215.

· Approval of report, by Council in 2004, and implementation of recommendations.
	Goal #5, continue to improve the efficiency and effectiveness of ITU’s structures and services and their relevance to the membership.
	SPU 3 w/m 

Contractual services (Res. 1215) provide a further 23 w/m
	0

	D
Activities to be reduced or terminated
	
	
	
	
	
	

	World Telecom Policy Forum (WTPF)
	SPU, with inputs from CEC
	WTPF shall be convened ”in order to discuss and exchange views and information on telecommunication policy and regulatory matters, especially on global and cross-sectoral issues” Minn. Res. 2
	•
Adherence to timetable established by Council (Decision 498) for delivery of background report and draft opinions;

•
Inclusiveness of forum (e.g. Number of ITU Member States and Sector Members present).
	•
Res. 2 (PP-02) “the WTPF “shall be convened on an ad hoc basis to respond quickly to emerging policy issues arising from the changing telecommunications environment”
	0


	0

	E
SPU total
	
	
	
	
	96 w/m in budget
61 w/m in contractual services (incl Res. 1215)

SPU : = CHF 1.84m
Res 1215, CHF0.5m
	85 w/m in voluntary contributions

78 w/m in TELECOM budget

	F 
Major variations, 2006-7
	· PP to be held in 2006 will be included in the 2006-07 operational plan.

· Reduction of resources to be allocated to WSIS preparations after 2005; continued resources for WSIS implementation.

· World TELECOM to be held in 2006 or 07.

· May be variations in the level of voluntary contributions received in 2006-07.

· Work which is directly dependent on PP Resolutions (e.g. Res 2, 101, 102, 133 etc) may be modified after 2006.


ITU TELECOM

	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005
	Resources in work/months from extra-budgetary sources

	A.
Support for Conferences, Meetings & Telecom Events
	ITU 

TELECOM (For ITU TELECOM Forum, see also under SPU)
	According to Res. 11 of the Plenipotentiary Conference:

organize telecommunication exhibitions and associated forums, which are of considerable assistance in keeping the membership of the Union and the wider telecommunication community informed of the latest advances in all fields of telecommunications and the possibilities of applying them for the benefit of all Member States and Sector Members, particularly the developing countries.

During 2004-05, regional ITU TELECOM events will be held in Africa, Asia and the Americas regions.
	· Financial results: generation of surplus, to be used for development purpose

· Attendance: number of exhibiting companies national pavilions, speakers and delegates attending the Forum, national delegations represented at ministerial level; visitors

· Coverage: number of media representatives, presence in the press before, during and after the events
	Goals 1, 2, 4, 6
	0
	608

	
	
	
	
	
	
	


	B.
Ongoing Activities
	
	
	
	
	
	

	
	
	
	
	
	
	

	C.
New initiatives
	
	
	
	
	
	

	
	
	
	
	
	
	

	D.
Activities to be reduced or terminated
	
	
	
	
	
	

	
	
	
	
	
	
	

	E.
Total working months
	
	
	
	
	
	608 w/m

14 188 000 CHF

	
	
	
	
	
	
	

	F.
Variations anticipated in 2006-2007
	
	
	
	
	
	None

	
	
	
	
	
	
	


Conference Department

	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	A.
Support for Conferences, Meetings & Telecom Events
	Office of the Chief of the Department 
	Ensuring smooth preparation and management of planned conferences and meetings. 

Evaluating in collaboration with the Bureaux, negotiating, assessing needs and provision of requisite facilities and support for WTSA, CO-04 etc.
	Adequate logistical facilities

Adequate logistical facilities

Adequate and timely services

No. of complaints

Within budget

adequate and it
	CS Art 29 (172) 

Strategic plan 2.18, 3.1

PP-94, PP-98, PP-02  Res. 115
	10 w/m – D1

10 w/m -G6

	
	Conference coordinator

Outside Geneva
	Logistic organization of meeting/conference outside Geneva

Prepcom/WSIS
	Quality services

Timely services
	
	24 w/m – G7

8 w/m  - G3

	
	Interpretation
	(
To provide and manage interpretation services for ITU meetings in Geneva and worldwide as requested
	· Timely recruitment

· Economical recruitment

· Quality of service
	
	24 w/m - P.3

	
	Conference coordinator

Geneva
	Conference Service
	· Logistical coordination, planning and organization of conferences and meetings in Geneva, including RRC-04, Council-04, ITU-R Block meetings

· Coordination of the on-line RMS system 
	· Quality and timely services

· Application for conferences and meetings for internal and external users
	24 w/m  G7

16 w/m G3
	

	
	Document production and administration
	•
Interface between translation services and clients to ensure the timely production of documents required for meetings and conferences, including when translation is done remotely

•
Cooperation with client services in preparing documentation arrangements for conferences and meetings
	•
Availability of a contact point for clients during conferences and meetings

•
Efficient flow and production of documents within short time-frames

•
Rationalization of working methods
	CS Art. 29

PP-98 Res. 103, 104, PP‑02 Res. 115

Annex to PP-02 Res. 71

ITU customer service charter
	10 w/m - P3

15 w/m - G5

15 w/m - G4

	
	Strait
	· Enhanced reference services for translators

· Updating of the terminological database
	· Customer satisfaction, timeliness in the submission of translations
	PP-2002 Res. 71, §§ 3.3, Goal 6 & 7.1
	2.4 w/m
– P4

9.6 w/m
– P3

76.8 w/m
– G5


	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	
	Ling-A
	(
Timely provision of quality  Arabic translations of conf/meeting docs and linguistic revision of texts in A, for Council-04 and 05, WSIS Phase 2 and WSIS PrepCom

(
effective, quick and quality response to membership needs


	(
Quality: compliance with quality standards of docs; Members’ satisfaction; meeting efficiency

(
Timeliness: respect of deadlines

(
cost-effectiveness in all activities

	CS 172

PP-94 Res. 62, PP-98 Res. 103 

PP-02 Res. 115

PP-02 Res. 71, Annex, Strategic Plan, 2.1.8, 2.1.12, 7.1, 7.4.7, 7.5

Council decisions related to the use of languages and production of documents


	According to PP-02 Dec. 5 & 6, and within the limits of the Budget approved by Council

See budgeted posts in E below

4 w/m –P5

12w/m-P4

4w/m-P3

9w/m G5 (Sec. + Proofreaders)



	
	LING-E
	· Timely provision of top-quality English versions of conference/meeting docs (translated from F, S, R, A) and linguistic revisions ("editing") of texts in E
	(
Quality: Client feedback, meeting efficiency

(
Timeliness: Availability of docs for conference/meeting
	CS Art. 29

PP-94 Res. 62, PP-98 Res. 103, PP‑02 Res. 115

Strat Plan § 2.1.8


	2 w/m - P.5

28 w/m - P.4



	
	
	· Provision of quality minutes/summary records/reports for conferences/meetings
	(
Records published on time

(
No. of delegate/client alignments
	Gen Rules §§23-25; 

PP-02 Dec. 6
	10 w/m - P.4

	
	
	· Support to Editorial Committees (RRC-04; WTSA-04; RRC-05)
	(
Accurate, correct and aligned Final Acts
	CS 172 ,173;

 Gen Rules  § 12.3
	1.5 w/m - P.5

1 w/m - P.4

	
	LING-C
	(
Timely provision in C of quality documents for Council–04 and C-05, as well as WSIS Phase 2, if required.
(
Preparation for the implementation of Res. 115

	(
Quality: Client feedback, meeting efficiency

(
Timeliness: Availability of docs for conference/meeting

(
Effective and efficient service

	CS Art. 29

PP-94 Res. 62, PP-98 Res. 103, PP-02 Res. 115; PP-02 Dec. 5 & 6

Strategic Plan § 2.1.8,2.1.12; 7.1, 7.4.7, 7.5
Council decisions related to the use of languages and production of documents
	5 w/m –P5

12w/m-P4

4w/m-P3

	
	LING-F
	•
Timely provision of quality French translations of conference/meeting docs (from E, F, A and C) 

•
Support to editorial committees (RRC-04)
	•
Quality: Client satisfaction, minimal complaints

•
Compliance with deadlines

•
Accurate, correct and aligned Final Acts
	CS Art. 29

PP-02 Res. 115, 71

ITU customer service charter

CS 172, 173

Gen. Rules § 12.3
	12 w/m - P5

92 w/m - P4/R3

52 w/m - P3 (freelance translators)


	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	
	LING-R
	Timely provision of quality Russian translations of conference/meeting docs (from E and F) and linguistic revision (C-04, C-05, WSIS Phase 2)
	Quality: Client feedback, meeting efficiency

Timeliness: Availability of docs for conference/meeting
	CS Art. 29, PP-94 Res. 62, PP‑02 Res. 115

Strategic Plan § 2.1.8,  2.1.12, 7.1, 7.4.7, 7.5

ITU customer service charter
	5  w/m –P5

12w/m-P4

4w/m-P3

	
	LING-S
	(
Timely provision of quality Spanish translations of conferences/meeting docs (from E, F & others) and linguistic revisions 

(In particular, Council-04/05, RRC-04, RRC-05, RAG, RRB, WTSA-04, TSAG, TDAG)

	(
Quality: Client feedback, meeting efficiency

(
Timeliness: Availability of docs for conference/meeting


	CS Art. 29 

PP-94 Res. 62, PP-98 Res. 103, PP-02 Res. 115

 Strategic Plan § 2.1.8 


	1.5 w.m. - P5

88 w.m. - P4

20 w.m. - P3



	
	
	(
Support to Editorial Committees (RRC-04/05)
	(
Accurate, correct and aligned Final Acts
	
	0.5 w.m. - P.5

2.0 w.m. - P4

	
	
	
	
	
	

	
	POOL
E/F/S
	•
Delivery of quality documents within prescribed deadlines

•
Support to Editorial Committee (RRC‑04 and 05)
	•
24-hour coverage

•
Feedback from delegates

•
Timely publication of top-quality Final Acts
	
	Resources included under B

	
	POOL
A/C/R
	•
Same objectives as Pool E/F/S from 1 Jan. 2005
	•
24-hour coverage

•
Feedback from delegates

•
Timely publication of top-quality Final Acts
	PP-02 Res. 115
	Resources included under B

	
	EDMG
	•
Posting of documents on Reftext and Documentum
	•
Rapid availability of electronic documents (pre‑ and post‑session)
	
	Resources included under B


	B.
Ongoing Activities
	
	
	
	
	

	
	Office of the Chief of the Department

	Supervision of the department and all its activities

Ensuring effective planning and optimum utilization of available resources.

Application effective management 

Inter-Agency corporation. 

Representing ITU in meetings (IAMLAPD).
	Hitch-free running of ITU functions and

smooth running all Conf functions.

Quality and timeliness of all services to clients

Expenditure maintained within the limits approved.
	CS Art 11

CS. Art 29

ITU customer service charter
	10 w/m – D1

12  W/m  G6


	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	
	Planning and Control
	Financial planning, good  financial management  for the Department

•
Cooperation with Bureaux/departments on forecasting and financial matters

Participation in establishing draft budgets for next biennia


	Expenditure kept within the limits of the approved budget.

Ensuring that expenditure is in accordance to the financial regulations

Ensuring that the workload forecasts and the financial forecasts are in line
	CS 75 under the  supervision and instructions of the Secretary General. 

Res. 62, PP-94

Res. 103, Dec. 5, PP-98 


	24 w/m –P3

7 w/m – P1

	
	Conference Service
	· Logistical coordination, planning and organization of conferences and meetings in Geneva, including RRC-04, Council-04, ITU-R Block meetings

· Coordination of the on-line RMS system 
	· Quality and timely services

· Application for conferences and meetings for internal and external users
	ITU customer service charter
	24 months  - G7

	
	Document production and administration
	•
Coordination of translation/typing orders in all languages

•
Monitoring pages received in relation to forecasts

•
Centralization of document production
	•
Client information and feedback

•
Compliance with target dates

•
Rationalization of working methods, in particular for use of the six ITU working languages on an equal footing
	CS Art. 29

PP-98 Res. 103, 104, PP‑02 Res. 115

Annex to PP‑02 Res. 71

ITU customer service charter

Council decisions
	14 w/m - P3

9 w/m - G5

9 w/m - G4

	
	Strait
	· Reorganization of terminology validation method and management

· 
Enhanced terminology and reference services for translators

· 
Computer-aided translation

· 
Electronic full text retrieval system dealing with all six languages.

· Inter-agency work
	· Number of interventions

· 
Customer-satisfaction, timeliness in document processing

· Cost reduction and translation quality enhancement

· Increase productivity

· Improve response time

· Relations and cooperation with other relevant organizations
	Strategic Plan §§ 3.3, Goals 5-6 & 7.4.6

Res. 115 (2002)
	9.6 w/m
– P4

14.4 w/m
– P3

4.8 w/m
– P2

4.8 w/m
– P1

19.2 w/m
– G5


	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005


	
	Ling-A
	(
Effective planning of resources: establishing recruitment/outsourcing plan and linking it to strategic plan
(
Provision of high-quality translation/revision/editing/processing of documents

(
effective, quick and quality response to membership needs

(
restructuring/expanding the Arabic Service, for improving efficiency of ongoing activities, meeting increased or new workload, and enhancing the management of the Service

(
Compilation/revision/validation of Arabic Terminology as a translation aid
	(
cost-effectiveness in all activities: meeting established productivity standards + outsourcing 

(
Quality: compliance with quality standards of docs;  Members’ satisfaction; meeting efficiency

(
Timeliness: respect of deadlines

(
updated terminology
	CS 172

PP Res. 62, 103 & 115

PP Res. 71, Annex, Strategic Plan, 2.1.8, 2.1.12, 7.1, 7.4.7, 7.5

Council decisions related to the use of languages and production of documents
	According to PP Dec. 5 & 6, and within the limits of the Budget approved by Council, including staff costs & outsourcing budget

See budgeted posts in E below

12w/m-P5

30w/m-P4

12w/m-P3

23 w/m G4  (Proofreaders)

+typists)



	
	LING-E
	· Timely provision of top-quality English versions of conference/meeting docs (translated from F, S, R, A, et al ) and linguistic revisions ("editing") of texts in E
	(
Quality: Client feedback

(
Timeliness: % of agreed deadlines met

· Cost-effectiveness: Productivity (wds/day/translator) and % outsourced
	CS Art. 29 

PP-94 Res. 62, PP-98 Res. 103, PP-02 Res. 115

 Strat Plan § 2.1.8
	1 w/m - P.5

27 w/m - P.4

CHF 125k

(s-t & SSA support)

	
	
	(
Language support and tools for Union as a whole
	(
Availability of Style guide, Background information, Gender-neutral language, editorial support (e.g. LAU, SGO, Sectors, Final Acts, etc)
	Strat Plan § 7.4.6

PP-98  Res. 70; Office Memo 99/16; Office Memo 00/08
	1.5 w/m - P.5

1 w/m - P.4

	
	
	(
Support to CONF activities, incl. IAMLADP
	(
General and specific support to CONF work/methods/reforms (reports, briefings, proposals, etc). 

· Benchmarking with other orgs

· ITU representation and reputation 
	Strat Plan §§7.4.6; 7.4.7; 7.4.8.
	6 w/m – P.5



	
	
	· Administration and management of all LING-E functions and activities, and management contribution to Union activities
	· Overall performance of LING-E 

· Annual appraisal of Head of Section

· Annual appraisal of Section secretary
	All above
	12 w/m - P.5

24 w/m- G.5


	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005


	B.
Ongoing Activities
	LING-C
	(
Provision of quality translations and well-revised and edited documents

(
Timely, cost-effective and quality response to membership needs.

· Coordination of outsourcing and external publications.
· Inputs for compilation/revision/ validation of terminology database as a translation aid.
· Test of new computer-aided tools of translation such as Dragon.
· Reflection on and ongoing reorganization of the services to be able to cope with increasing as well as new demands arisen from implementation of Res. 115
	(
Customer satisfaction

(
Expected quality in translation/revision/editing

(
Timeliness (deadlines) and satisfaction of membership needs 

(
Effective and efficient service
(
Cost reduction, time, productivity
	CS Art. 29

PP-94 Res. 62, PP-98 Res. 103, PP-02 Res. 115; PP-02 Dec. 5 & 6

Strategic Plan § 2.1.8,2.1.12; 7.1, 7.4.7, 7.5
Council decisions related to the use of languages and production of documents
	13 w/m-P5

42 w/m-P4

8 w/m-P3

22 w/m G5


	
	LING-F
	Timely provision of quality French translations of conference/meeting documents (from E, S, R, A and C) and linguistic revisions
	•
Quality: Client satisfaction, minimal complaints

•
Compliance with deadlines
	CS Art. 29

PP-02 Res. 115, Res. 71

ITU customer service charter
	12 w/m - P5

45 w/m - P4 (freelance revisers)

78 w/m - P3 (freelance translators)


	
	LING-R
	Provision of quality translations and well-revised and edited documents

Timely, cost-effective and quality response to membership needs

Inputs for compilation/revision/validation of terminology database as a translation aid

Ongoing organization of the service to be able to cope with increasing demand and during transition period

Coordination of the outsourcing process and external publications
	Customer satisfaction

Expected quality in translation/revision/editing

Timeliness (deadlines) and satisfaction of membership needs

Cost reduction, time, productivity
	CS Art. 29, PP-94 Res. 62, PP‑02 Res. 115

Strategic Plan § 2.1.8,  2.1.12, 7.1, 7.4.7, 7.5

Council decisions
	13 w/m-P5

42 w/m-P4

8 w/m-P3

22 w/m G5


	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005


	
	LING-S
	(
Timely and cost-effective provision of quality Spanish translations (from E, F & others) and linguistic revisions
	(
Quality: Client feedback

(
Timeliness: % deadlines met

(
Cost-effectiveness: Productivity  (wds/day/translator) and % outsourced
	CS Art. 29

PP-94 Res. 62, PP-98 Res. 103

PP-02 Res. 115

Strategic Plan §2.1.8 
	2 w.m. - P5

77 w.m. - P4

46 w.m. - P3

CHF 532 k (short-term & SSA support)

	
	
	· Language support and tools for Union as a whole
	· 
Availability of editorial support (Final Acts...)
	
	1 w.m. - P5

1 w.m. - P4

	
	
	(
Support to CONF activities
	(
General and specific support to CONF work/methods/reforms (reports, briefings, proposals, etc)
	Strategic Plan §§7.4.6; 7.4.7; 7.4.8
	3 w.m. - P5

	
	
	· Administration and management of all LING-S functions and activities, and management contribution to Union activities
	· Overall performance of LING-S 

· Annual appraisal of Head of Section

· Annual appraisal of Section secretary
	All above
	24 w.m. - G5

15 w.m. - P5

	
	POOL

POOLS

	•
Management of E/F/S Pools, training, Quickpub and EDMG

•
Establishment of three Pool sections for Arabic, Chinese and Russian

•
Unify working methods in the six sections

•
Uniform presentation of documents and publications

•
Delivery of quality documents within the prescribed deadlines

•
Increase speed of use of Office 2002 and Corel Draw software with migration to Windows XP

•
Replacing Designer software with Corel Draw
	•
Quality: Client feedback, meeting efficiency

•
Cost-effectiveness: Increased rationalization of working methods

•
All staff trained on same working methods (IT and staff management)

•
Uniformity in all ITU documentation

•
Files posted on web

•
Feedback from customers

•
Integration of new Corel Draw software coordinated and new versions tested with TSB and BR editing and graphics services
	




PP-02 Res. 115






	24 w/m - P3 (1)

48 w/m - G6 (2)





72 w/m - G6 (3)

264 w/m - G5 (11)

226 w/m - G5 (9)

72 w/m - G3 (3)

7 m/w - G3 (1)


	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	
	QUICKPUB
E/F/S
	•
Rapid production of ITU‑T publications

•
Immediate availability of ITU‑T publications on web

•
Dealing with urgent jobs under unforeseen volume of work
	•
Reduced time required for publication of Recommendations

•
Immediate availability of Recommendations in English

•
Client feedback
	
	96 w/m - G5 (4)

120 w/m - G4 (5)

	
	EDMG
	•
Electronic archiving on Reftext and RefTSB of all ITU files

•
Electronic archiving on Documentum of ITU‑T publications and ITU‑R documents

•
Scanning of existing ITU publications
	•
Electronic document access and flow

•
Work of conferences facilitated

•
Files archived for all ITU

•
Reduction in use of paper

•
Electronic database expanded
	
	24 w/m - G6 (1)

48 w/m - G4 (2)

	C.
New initiatives
	
	
	
	
	

	
	Office of the Chief of the Department

	Planning and management of the structure of the application of res. 115 on equal footing on the use of languages.

Creation of ACR sections

Prepare the department to face the challenges of the decision on equal footing in 2005 on the use of languages.
	Recruitment of the core team in each of the sections.

Alignment of the working methods

Create adequate structure to facilitate  transition as stipulated  in Res. 115
	Strategic plan  1.1.8, 3.3

Goals 3, 5, 6


	4 w/m- D1

2 w/m G6

	.
	Document production and administration
	Use of the six ITU official and working languages on an equal footing
	•
Improved management of ACR document flow

•
Improved tracking, control and statistical reporting for ACR documents
	PP-02 Res. 115

Annex to PP‑02 Res. 71
	Resources included under B

	
	STRAIT
	· Development of database management modules for terminology.

· Development of a new database for staff leaves management, contract follow-up and computer equipment inventory.

· Test of a new generation of translation memory system for all six official languages

· Test of voice recognition software for Chinese, English, French and Spanish.
	· Costs reduction and translation quality enhancement

· Customer satisfaction, timeliness in document process
	Strategic plan §§ 3.3 Goal 6 & 7.4.7

Res. 115 (2002)
	12 w/m
– P4

19.2 w/m
– P2

19.2 w/m
– P1


	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	
	Ling-A
	(
Initial implementation of phased preparation and restructuring for full equality of the six languages in 2005

(
Establishing a roster of experienced translators/revisers capable of handling the heavy work load starting from 2005

(
Recruiting / Training capable and qualified new translators 
	(
Arabic Service progressively prepared for major operational change

(
Effective, quick and quality response to membership needs

(
Full alignment of working methods for all the six languages in 2005

(
Establishing a team of qualified translators
	PP-02 Res. 115

	6  w/m-P5


	
	LING-E
	Introduction of Voice Recognition (VR) system for English
	
	
	

	
	
	Phase 1: Testing and evaluation of Dragon VR software
	· Report to STRAIT on VR test: feasibility, cost/benefit, operational aspects, etc.
	Strat Plan §§7.4.6; 7.4.7; 7.4.8.
	0.5 w/m - P.4

	
	
	Phase 2: Operational implementation of VR, if viable
	· Staff trained in VR

· Transcription pages saved
	
	~ 1.5 w/m - P.4

	
	LING-E
	Introduction of CAT tools for translation
	
	
	

	
	
	Phase 1: Testing and evaluation of Translation Memory system
	· Detailed report to STRAIT on Multitrans test: feasibility, cost/benefit, operational aspects, etc.
	Strat Plan §§7.4.6; 7.4.7; 7.4.8.

PP-02 Res. 115, PP-98 Res. 103, PP‑02 Doc. 115
	1 w/m - P.4

	
	
	Phase 2: Operational implementation of Multitrans, if viable
	· Staff trained in Multitrans

· Quality, consistency and timeliness of translation production
	
	2 w/m - P.4

	
	LING-E
	
	
	
	

	
	LING-C
	(
Initial implementation of phased preparation and restructuring for full equality of the six languages in 2005

( Creation of Chinese Pool
	(
Services progressively prepared for major operational change


	PP-02 Res 115
	6 w/m - P5

	
	LING-R
	Reflection on and initial implementation of phased preparation and restructuring for full equality of the six languages from 1.01.05

Establishment of Russian Pool. 
	Service progressively prepared for major operational change
	PP-02 Res. 115
	6 w/m - P5


	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	
	LING-S
	(
Comparison between two different translation methods (traditional vs. translation memory system) 


	(
Report on results, feasibility and possible advantages of  non-traditional method
	Strategic Plan §§7.4.6; 7.4.7; 7.4.8
	3 w.m. - P3

0.5 w.m. - P5

	
	
	(
Introduction of voice recognition (VR) for Spanish (Dragon software): evaluation & possible implementation


	(
Report on feasibility, operational aspects, etc.

(
Staff trained

(
Savings in page transcription
	Strategic Plan §§7.4.6; 7.4.7; 7.4.8
	3 w.m. - P3

0.5 w.m. - P5

	
	LING-F
	Testing of voice recognition and computer‑aided translation
	
	
	8 w/m

	
	POOL
E/A/C/S/F/R
	•
As from 1 Jan. 2005, implementation of PP‑02 Res. 115 with all documents in six languages on an equal footing

•
Testing computer‑aided translation systems with translation sections
	•
Training of A/C/R Pool operators on software used and IT support (templates, macros)

•
Unified working methods in all six Pools (DPS registration, Reftext tree structure, document archiving, tracking of production statistics and staff management

•
Rationalization of production
	PP-02 Res. 115
	72 w/m - G6 (3)

96 w/m - G4 (4)

72 w/m - G4 (6)

Resources included under B

	
	EDMG
	•
Archiving on Reftext and Documentum in all six languages 
	•
Electronic document access and flow

•
Work of conferences facilitated

•
Electronic database expanded
	
	Resources included under B

	D.
Activities to be reduced or terminated
	LING-A
	(
activities related to editing and publishing are to be phased out /terminated in 2005

(
Activities related to typing / document composition are to be separated from Ling-A, to be included in the present Document Composition (Pool) for E/F/S
	(
full alignment of working methods for all the six languages in 2005
	PP-02 Res. 115

	2w/m-P5


	
	LING-C
	(
Activities linked to editing and printing to be reconsidered or separated

(
How to process BR IFIC is to be reconsidered
	
	
	2w/m-P5


	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	
	LING-R
	Termination/reduction of external publication coordination
	Optimum use of inhouse resources

Unification of publication process
	PP-02 Res. 115
	2w/m-P5

	
	STRAIT
	· Test of the machine translation software EngSpan for English into Spanish 
	(By lack of human resources)
	
	

	
	POOL
E/A/C/S/F/R

	Phasing out of Designer graphics software 
	
	
	


Common Services Department (SC)

	Operational Activity Highlights
	Unit
	Objectives
	
Performance Indicators
	Relationship to Strategic Policies and Plans
	(Work-months G/P staff)

	
	
	
	
	
	Budgeted Resources 
	Extra-budgetary Resources

	A.
Support for Conferences, Meetings & Telecom events

	1. Audiovisual services and support for electronic installations in conference rooms
	LOG
	- Reliability of equipment 

- Delegate satisfaction
	 Comments and complaints (delegates and staff)
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	0,5 / P

42 / G
	

	2. Distribution of conference / meeting documents
	PDD / EXPD (Conf. Doc. Service)
	- Timely distribution of documents. 

- Minimize costs. 

- Service reliability 
	 Monthly & annual volume of documents distributed

 Delegate comments
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	84 / G
	BR: 780 days

TSB: 538 days 


	3. Packing and dispatch of conference / meeting documents
	PDD/EXPD
	- Timely mailing of documents. 

- Minimize costs. 

- Service reliability
	 Monthly & annual volume of mail

 Overall costs
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	48/ G
	TSB: 124 days

BR: 260 days

	4. Graphism – Production of documents, flyers, order forms and preparation of graphism and CD-Rom content
	PUBL
	- On-time delivery

- Service reliability

- Minimize costs
	 Monthly and annual statistics

 Delegate comments
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	TELECOM invoiced in compensable working hours
See A.5
	

	5. Preparation and printing of conference / meeting documents (paper & CD-ROM)
	PUBL; PDD / Repro, Pub
	- On-time delivery

- Service reliability

- Minimize costs
	 Monthly & annual statistics

 Delegate comments
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	12 / P

197,5 /G
	

	6. Update Publications website for related publication materials for on-going conferences or events
	PUBL/
EPUB/
SALES
	-Promote and increase visibility of ITU Publications
	 Monthly and annual sales statistics
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	1 / P

2 / G
	

	7. Production of flyers and promotional material
	PUBL / COMP
	Promotion of ITU services and activities 
	 Secretariat feedback
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	See A.5
	TELECOM invoiced in compensable working hours

	8. Participation during ITU forum, conference and Telecom events (in the ITU Stand)
	SAMA


	- Promotion of publications

- Service to Members

- Contact potential customers

- Reply to visitors and  customers needs
	 Visitors feed-back

 Number of sold publications
 Number of contacts
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	4,5 / G

(See under D8)
	

	B.
Ongoing Activities

	1. Planning & financial  services for the Department
	Office of Head, PCS
	Cost-effective operations and services by the Department; user / customer satisfaction
	 Customer and delegate comments

 SG/DSG/peer feedback

 SC units feedback
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	21 / P

12 / G
	

	2. IT support services for the SC Department
	PCS
	Efficient information management
	 Improvement of services by SC
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	18 / G
	

	3. Develop file classification plans and retention and disposal schedules for ITU records
	ARC
	Intellectual and physical control over records, enabling them subsequently to be found, retrieved, and used
	
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	1 / P


	

	4. Provide secure storage for semi-active and historic records
	ARC
	To ensure that records are kept for as long as they are required for operational, legal, audit, evidential and historical use
	 - volume of records transferred to the Archives

  - volume of printed documents and publications received and processed
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	1 / P

7 / G
	

	5. Provide timely and authorized access to records in the custody of the Archives to ITU staff, ITU members and others interested in the work of ITU
	ARC
	To ensure that ITU staff, members and others have access to the information that they need to carry out their work
	 - number of reference and retrieval requests

  - response time to requests
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	1 / P

6 / G
	

	6. Correct and complete catalogue of library materials including e-resources 
	BIB
	To ensure an easy and complete access to all library materials for ITU staff and library visitors
	 updated library catalogue
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	2 / P

10 / G
	

	7. Provide user training
	ARC/

BIB
	To empower ITU staff and library users through better knowledge of available information/documentation
	 training evaluation forms

 monthly newsletter
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	2 / P

2 / G
	

	8. Dispatch of publications (paper & CD-ROM)
	EXPD
	Assure a reliable and efficient service at minimum cost
	 Monthly & annual mail volume and costs

 Comments and complaints (delegates and customers)
	Resolution 71 part III 7.1, 7.3 and 7.46(PP02))
	48 / G
	TELECOM invoiced in compensable working hours

	9. Maintenance and renovation of buildings and related installations
	LOG
	- Provide workspace conducive to job motivation and effectiveness.

- Minimize costs
	 Comments and complaints (delegates and staff)
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	14 / P

59 / G
	

	10. Security measures, including reception service at the building entrances
	LOG/ MES
	Assure security of people and premises
	 Number of reported incidents (e.g. thefts)
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	2 / P

89 / G
	

	11. Distribution of mail 
	LOG/ MES
	Efficient communications
	 Feedback from units
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	0,5 / P 104 / G
	TELECOM invoiced in compensable working hours

	12. Driver and transport services
	LOG/ DRV
	Adequate service with minimum cost
	 User satisfaction
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	0,5 / P

37 / G
	

	13. Centralized procurement of materials, equipment and office supplies, and related inventory operations
	LOG/ ECO
	- Minimize costs

- Comply with financial regulations

- Improved management
	 Monthly & annual statistics
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	1 / P

65 / G
	TELECOM invoiced in compensable working hours

	14. Removal services
	LOG/ ECO


	Minimize work disruption
	 Monthly & annual statistics

 Unit/staff feedback
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	0,5 / P

24 / G
	

	15. Telephone switchboard services
	LOG/ TEL
	Caller satisfaction

Efficient communications
	 Monthly & annual statistics

 Users comments (delegates customers, public & staff)
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	0,5 / P

47 / G
	

	16. Printing of publications (paper & CD-ROM)
	PDD / REPRO, PUB
	Timely delivery of appropriate quality within the planned cost
	 Monthly & annual statistics

 Comments and complaints (delegates, customers and author units)
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	13 / P

145 / G
	

	17 Preparation of Electronic publications
	PUBL
	Timely delivery of appropriate quality within the planned cost
	 Monthly & annual statistics

 Comments and complaints (delegates, customers and author units)
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	See down
	TELECOM- WSIS invoiced in compensable working hours

	18. Desk-top-publishing (paper & CD-ROM)
	PUBL/ COMP
	Timely delivery of appropriate quality within the planned cost
	 Monthly & annual statistics

 Comments and complaints (delegates, customers and author units)
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	9/ P

233 / G
	

	19. Design and assembly of CD-ROM publications and documents
	PUBL/ COMP
	Timely delivery of appropriate quality within the planned cost
	 Monthly and annual statistics


	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	34 / G
	

	20. Preparation and tracking of publication announcements and orders - Delivery for printing and web posting
	PUBL/ COMP
	–
Provision of information

–
Sale of publications
	 Monthly and annual statistics


	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	1 / P

5/ G
	

	21. Creation and graphic production of flyers, brochures and other ITU promotional material
	PUBL/ COMP.
	–
Timely delivery of appropriate quality within the planned cost

–
Promotion of ITU
	Monthly & annual statistics

Satisfaction des clients
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	40 G
	

	22. Graphic production of ITU News (F/S)
	PUBL/ COMP
	–
Timely delivery of appropriate quality within the planned cost

–
Promotion of ITU
	 Monthly and annual statistics


	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	5 / G
	

	23. HTML production of ITU News (E/F/S)
	PUBL/ COMP
	–
Timely delivery of appropriate quality within the planned cost

–
Promotion of ITU
	 Monthly & annual statistics


	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	4 G
	

	24.
Preparation of manuscripts and alignment of texts in English, French and Spanish. Editing work in collaboration with author. Minor translations
	PUBL/ COMP
	–
Dissemination of ITU news

–
Support to authors (BDT)

–
Quality assurance of all products delivered by the service
	 Monthly and annual statistics


	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	1/P

60/G
	

	25. Posting on web/Documentum of publications, ITU‑T and ITU‑R Recommendations in Documentum
	PUBL/ COMP
	Timely delivery of appropriate quality within the planned cost
	 Monthly and annual statistics

 Electronic sales


	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	1/G
	

	26. Management and tracking of ITU publications
	PUBL/ COMP
	–
Report on ITU activities 
–
Timely delivery
	 Monthly and annual statistics
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	10/P

21/G
	

	27. Testing of new MS Office versions, adaptation of templates and macros
	PUBL/ COMP
IS
	Updating versions
	 Client and user comments
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	1 P

4 G
	

	28. Development and maintenance of program utilities for publications
	PUBL/

EPUB
	Increase automation for faster and accurate output
	 Monthly & annual statistics
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	4 / P

4 / G
	

	29. Maintenance of PDF Server and Publications website
	PUBL/ EPUB, Sales
	Standardize ITU publications
	 Monthly & annual statistics
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	3 / P

2 / G
	

	30. Marketing, pricing and sale of publications (Web, CD-Rom and paper)
	SAMA
	- Maintain and increase sale and dissemination of ITU publications, through improved products, services, marketing and an innovative and aggressive pricing policy.

- Maintain a coherent financing and pricing policy
	 Monthly & annual statistics (orders and income)

 Comments and complaints (delegates and customers)

 Market trends

 Customers’ feedback analysis
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	16 / P

125/ G
	-

	C.
New initiatives

	1. Create database inventory of Archives' holdings
	ARC
	- To make the Archives' information resources available to all ITU staff

- To improve control of the holdings for reference, retrieval, preservation, and appraisal and destruction activities
	 - data entry completed for all versements held in the Archives
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	1 / P

    7 / G
	

	2. Improve physical storage of historic records
	ARC
	To ensure the long-term preservation of ITU’s documentary heritage
	 historic documents/publications housed in acid-free file folders and acid-free archives boxes

 - study feasibility of rearranging file locations for better storage
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	   1,5 / P

4 / G
	

	3. Update policy on access to records
	ARC
	To facilitate access to and use of records when legitimately required and to protect records from unauthorized or inappropriate access
	 draft policy
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	0,5 / P
	

	4. Develop policy for management and preservation of electronic records in ITU
	ARC
	To ensure that records created in electronic form are identified, preserved and remain accessible for operational, legal, audit, evidential and historical uses
	 report on requirements analysis + draft Policy
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	1 / P
	

	5. Install new library system modules to manage acquisitions (budget control) and serials
	BIB
	To ensure a better integration, control and management of all library activities
	 report on new system installed
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	3 / P

5 / G
	

	6. Establish procedures to linking the library & archives catalogue to the ITU document depositories
	BIB/

ARC
	To prevent duplication of cataloguing work 
	 number of stored electronic titles
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	0,5 / P

2 / G
	

	7. Implement new classification plans and new indexing (thesaurus) for library materials
	BIB
	To ensure intellectual and physical control over the library collections
	 books and journals shelved & indexed properly
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	4,5 / P

5 / G
	

	8. Improve service to regional offices
	BIB/

ARC/ SAMA
	To empower ITU regional offices
	 Improve access to ITU information and publications

 Respect of deadline
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	0,5 / P

2,5 / G
	

	9. Creation and production of TELECOM catalogue
	COMPO 
	Reception of information for the catalogue from exhibitors - Editing - Correction - Provision of catalogue online
	•
Deadline met

•
External client satisfaction

•
Author satisfaction
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	2 / P

15 / G
	

	10. Renovation of the Varembé sanitary installations
	LOG
	Comply with hygiene standards
	 Project cost and work quality

 Project schedule

 User comments
	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	2 / P

2 / G
	

	11. Replacement of Chevrolet Caprice car
	LOG
	To replace an obsolete car (11 years, 92.500 km)
	 Reduce the servicing costs


	Resolution 71 part III 7.1, 7.3 and 7.46 (PP02)
	0,5 / G
	

	12. Extension of the SAP system for service contracts management
	LOG, PCS, IS, FI
	Improved financial management of service contracts
	 Time to complete

 System performance
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	3 / P

2 / G
	

	13. To carry out promotional emailing to customers directly from SAP 
	MKT
	To offer a new high-speed low-cost service 
	 Customer satisfaction

 Improved sales
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	3 / G
	

	14. Extension of the SAP system for Publications dispatch management 
	SAMA,  PDD, PCS, IS, FI
	Improved financial management of dispatch of Publications
	 Time to complete

 System performance
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	2/ P


	

	15. Extension of the Documentation system for Publications and Archives management 
	SAMA, PUBL, BIBAR, PCS, IS
	Improved management of dispatch of Publications and Archives
	 Time to complete

 System performance

 Improvement of services by SC
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	2 / P

6 / G
	

	16. Web-based ordering of publication articles
	SAMA
and EPUB, IS 
	Electronic Order form for all media from the Web

Continued development of new publishing technology and method of distribution
	 Customer orders

 Customer feedback

 Customer downloads
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	5 / P

3 / G
	

	17. Create an interface between SAP and Documentum
	IS/PCS/ SAMA/MKT
	To permit total consolidation of online and other sales of ITU publications in order to produce integral periodic statistical reports
	 Improved reporting system
	Resolution 71 part III 7.1, 7.3, 7.46 and 7.47 (PP02)
	2.5 / G
	

	D.
Activities to be reduced or terminated

	1. Library and Archives
	BIBAR
	Effective use of information
	
	Reducing budget
	-24/G
	

	2. Administrative Assistant (Purchases) – Office and paper supplies
	LOG
	Centralized purchasing service
	 Monthly and annual statistics.
	Reducing budget
	-15/ G
	

	3. Carpenter (assistant)
	LOG
	Routine maintenance of facilities 
	 Staff members and delegates comments.
	Reducing budget
	-12 / G
	

	4. Technical assistant to the Chief (Buildings and technical installations - electrical, heating, ventilation, sanitary) 
	LOG
	Routine maintenance of facilities
	 Staff members and delegates comments.
	Reducing budget
	-2 / G
	

	5. Security measures 
	LOG/ MES
	Assure security of people and premises
	 Number of reported incidents 
	Reducing budget
	-12/G
	

	6. Introduction of web advertising on the ITU Website
	MKT
	Create additional source of income
	 Implementation cost

 Income generated
	Reducing budget
	See under B.17
	

	7. Deployment of new Head of Sales and Marketing Division
	SAMA
	More effective management of ITU Publications.
	 Suppressed for budgetary reasons
	Reducing budget
	-12 / P
	

	8. Participation during ITU forum, conference and Telecom events (in the ITU Stand)
	SAMA


	- Promotion of publications

- Service to Members

- Contact potential customers

· Reply to visitors and customers needs

· Support for free Rec and publications

· Cancellation of storage area: La Praille
	 Visitors feed-back

 Number of sold 


publications
 Number of contacts
	Reducing budget
	-3.5 / G

See under A8
	

	9. Support to Document Management system and SAP Materials Management implementation
	PCS
	Efficient business and information management
	 Improvement of efficiency in C/S

 Improvement of services by SC
	Reducing budget
	-1 / P

-1,5 / G
	

	10. IT support services for the department
	PCS
	Effective use of IT
	 Improvement of services by SC
	Reducing budget
	-12 / G
	

	11. Electronic preparation of publications
	PUBL/
EPUB
	Production of CD & DVD publications
	
	Reducing budget
	-12 / P

-56 / G
	

	12. Distribution of conference / meeting documents
	PDD / Repro, 
	
	
	Reducing budget
	- 12 / G
	

	13. Packing and dispatch of conference / meeting documents
	PDD / Repro, 
	Dispatch of documents
	
	Reducing budget
	- 24 / G
	

	14. Reproduction of documents
	PDD / Repro,
	
	
	Reducing budget
	-12 / P

- 28 / G
	

	15. External publications
	PDD / Repro
	Outsourcing of printed jobs
	
	Reducing budget
	- 12 / G
	


List of SC functions and units names

	ARC
	Archives

	BAT
	Building Section

	BIB
	Library

	BIBAR
	Library and Archives Service

	BTINS
	Buildings and Technical Installations Service

	CHMS
	Drivers, Ushers, Messengers and Security Section

	COMP
	Publication Composition Service

	CVCS
	Heating and Ventilation Section

	DCEXP
	Conference Documents and Dispatch Service

	DCONF
	Conference Documents Section

	ECO
	Supplies & Stores Section

	ELEC
	Electricity Section

	EPUB
	Electronic Publishing Service

	EXPD
	Dispatch Section

	IMPEX
	External Printing Service

	LOG
	Logistic Services Division

	MKT
	Marketing Service

	PCS
	Planning & Computerization Service

	PDD
	Printing & Dispatch Division

	PUBL
	Publications Production Division

	REPRO
	Reprography Service

	SALE
	Sales Service

	SAMA
	Sales & Marketing Division

	SC
	Common Services Department

	TEL
	Telephone Section


 Personnel Department 2004

	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	A.
Support for Conferences, Meetings & Telecom Events
	
	
	
	
	

	1.
Support Council and other ITU meetings


	Office of the Chief

Recruitment

Travel
	· Timely submission of high quality documents and statistics 

· Effective time management of Council and other ITU meetings

· Support ITU conferences by ensuring timely recruitment of temporary staff and by rapid processing of travel authorizations


	· Adherence to the fixed timeframe in document submission and meeting management

· Quality of documents and output of meetings

· Timeliness of the recruitment of temporary staff 

· Timely delivery of services for processing travel authorizations and claims
	· Strategic Orientation #1 - Improve customer service

· Res. 71 - Improvement of ITU functioning and management


	O.C. 24 

Recr. 40

Travel 24


	B.
Ongoing Activities
	
	
	
	
	

	2.
Coordinate development of HRM policy, strategy and regulatory framework
	Office of the Chief
	· Improve HR policy and strategy development and coordination

· Provide advice and information to clients effectively

· Ensure application of the UN common system employment conditions

· Propose changes to Staff Regulations and Rules

· Represent ITU in inter-agency meetings related to HRM
	· Level of understanding of staff re HR policies and procedures

· Number of “irritants” removed from Staff Regulations and Rules

· Openness and transparency in HR policy perceived by staff

· Timely applications of UNGA decisions concerning staff matters 

· Level of participation in inter-agency meetings and results obtained

 
	· Res. 71 - Goals, strategies and priorities of the secretariat

· Res. 48 - HRM/D help achieve ITU management goals

· Res. 71 - Improvement of ITU management

· Res. 47 - Compensation Matters
	O.C. 24


	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	3. Ensure Recruitment and job classification services
	Recruitment

Job Class.

Chief HRD
	· Ensure fair and equitable post classification

· Carry out efficient recruitment services considering geographical and gender distributions

· Ensure timely recruitment of temporary staff

· Provide advice on HR needs and organisational changes
	· Number of Job classification actions and time spent for processing

· Number of vacancy notices and recruitment cases

· Time needed to recruit short-term staff 

· Number of short-term contracts

· Number of documents submitted to APB/COCO and adherence to deadlines for submission
	· Res. 48 - Secure adequate number of qualified candidates for Union posts

· Res. 71 - Improve HRM
	Recr. 80

J.C. 48

HRD 6

	4. Manage administrative services and travel arrangements


	Pers.

Admin.
	· Prepare contracts and personnel actions in good time

· Improve services related to allowances and entitlements

· Administer travel entitlements and facilitate duty travel, removals etc.

· Provide clear advice and information to staff and management

· Manage personal promotion scheme
	· Timely delivery of services for processing travel authorizations and claims

· Response time to all requests for information and advice

· Volume and timeliness of processing all administrative actions 

· Customer satisfaction with timely and high-quality deliverables
	· 
Res. 71 - Instilling culture of customer service, accountability, etc.
	ADM 98.4

Travel   48


	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	5.   Provide social protection and welfare services
	Social Welfare

Pension and 

Insurance

Medical

Service
	· Manage pension funds and various insurance schemes

· Ensure cost effectiveness of insurance schemes

· Provide welfare services for staff

· Provide medical advice and services to the Union


	· Accuracy and promptness of the information provided to clients re. Pension and insurances

· Volume of SHIF, accidents and sickness claims processed

· Volume of attestations established 

· Time required to process medical claims, pension and separation benefits 

· Quality and timeliness of assistance provided by social services 

· Time spent for interviews, consultations and assistance

· Number of staff examined

· Preventive programs implemented

· Invalidity cases considered


	· Res. 71 - Instilling culture of customer service, accountability, etc.

· Res. 47 -Compensation Matters

· Res. 71 - Instilling culture of customer service, accountability, etc. 


	S.W. 24

Pension 115.2

Medical

Service      24




	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	6. Manage training

career development 

and performance appraisal programmes


	Career Mgt

& Training

Chief HRD
	· Design, organise and manage training activities effectively

· Provide effective advice to management and staff on HRD issues

· Develop comprehensive training and career development programmes

· Implement HR planning, mobility and redeployment policy/programmes

· Provide assistance for effective implementation of the new performance appraisal system
	· Timely delivery of quality services 

· Adherence to budgetary ceilings

· Number of staff trained

· Number of learning days and time spent on training per staff member

· Number of successful candidates in language examinations

· Compliance rate of performance appraisal reports

· Number of staff redeployed or extended


	· Res. 71 - Improve HRM/D

· Res. 48 - Prepare medium and long term HRM/D plans

· Res. 48 - Prepare medium and long term HRM/D plans

· Res. 71 - Career opportunities

· Res. 71 - Staff are evaluated and rewarded for the achievement of agreed objectives
	CMT 72

HRD 12

	7. Facilitate staff/

management relations 
	Office of the Chief

Chief HRD


	· Enhance cooperation between management and staff

· Maintain good relations with staff representatives
	· Number of appeal/tribunal cases processed

· Volume of reports and documents elaborated

· Number of problem cases solved with staff representatives

· Time spent in attending and preparing for meetings of internal committees and joint bodies

· Image of Personnel Department perceived by management and staff
	· Res. 51 - ITU Staff participation in conference of the Union
	O.C. 24

HRD  6

	C.
New initiatives
	
	
	
	
	

	8.   Implement new HR system
	All sections
	· Compensate reduced human and financial resources by computerization
	· Volume of data processed and time spent on reporting


	· Strategic Orientation #1 - Improve customer service
	12


	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005

	D.
Activities to be reduced or terminated
	
	
	
	
	

	9.   Ongoing activities to be further reduced 


	Recruitment

Job Class.

Career mgt

& Training

Pers. Admin.
	· Reduce training and job classification activities in line with overall staff reduction

· Reduce staff administration and travel services in line with overall staff reduction

· Near freeze on external recruitment
	· Number and quality of courses 

· Number of course participants

· Number of internal and external recruitment cases
· Number of Job classification actions and time spent for processing
· Timeliness in processing entitlements, benefits and travel   authorizations/claims

	
	

	E.
Total working months
	
	
	
	
	681.6  w/m

16, 580,000 CHF

	
	
	
	
	
	681.6 w/m



	F.
Variations anticipated in 2006-2007
	
	
	
	
	

	
	NA
	
	
	
	


Information Services

	Operational activity

2004-2005
	Unit
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources in work/months from budget 2004-2005
	Resources in work/months from extra-budgetary sources

	A.
Support for Conferences, Meetings & Telecom Events
	
	
	
	
	
	

	IT support for ITU Telecom Africa 2004, ITU Telecom Asia 2004 ITU and Telecom Americas 2005
	AIDSD

USD

ISD

ASD
	TELECOM Event Registration System

advice for and coordination of event network & facilities

Provide e-commerce, Web services for the Forum.
	Satisfy exhibitors, forum, press and visitors needs.
	Strategic goal #5, item 7.4.6 - increase efficiency

Item 7.1 high-quality and efficient services
	
	60 w.m.

	IT support for RRC-04
	AIDSD

USD

ISD

MPU
	Ensure TIES and Web-based access to conference documents.

Advice for and coordination of event network & facilities including IBS.

Delegate network facilities

Delegate Registration System (DRS)

Rooms Management System (RMS), ITU Calendar of Events, Meetings Agenda, Management System, Display Monitors
	Successful operations at conference

Electronic Doc Handling satisfies needs of participants
	Strategic goal #5, item 7.4.6 - increase efficiency

Item 4.3.10 improve ITU-R working methods

Item 5.3.6 high-quality, timely ITU-T recommendations


	10 w.m. (1 USD, 4 ADSD, 5 ISD)
	9 w.m.

	IT support for 
WTSA-04 and & preparation for 
WTDC-06
	
	
	
	
	12 w.m. (1 USD, 5 ADSD, 6 ISD)
	10 w.m.

	IT support for RRC-05
	
	
	
	
	10 w.m. (1 USD, 4 ADSD, 5 ISD)
	9 w.m.

	Council and meetings of Study Groups of all Sectors
	
	
	
	
	48 w.m. (24 USD, 18 ADSD, 6 ISD)
	[~12 w.m. needed for IBS]

	WSIS Prepcom (2005)
	USD

ISD
	Web services for the Summit

advice for and coordination of event network & facilities including IBS.

Ensure TIES and Web-based access to conference documents.  
	
	Item 7.5 WSIS

Strategic goal #5 - increase efficiency


	6 w.m. (2 USD, 4 ISD)
	3 w.m.


	B.
Ongoing Activities
	
	
	
	
	
	

	User Services Unified helpdesk and problem management for both internal and external users: first level support on all ICT issues, desktop application expertise, user management (accesses, profiles), user requests (software, hardware, support), training, desktop hardware maintenance and support services, work process solutions
	USD
	maximize customer satisfaction and productivity 
	user satisfaction (as determined by surveys and complaints)

Recorded incident response and closure times.
	Strategic goal #5, item 7.4.6 - increase efficiency
	[306 – 29 conf – 12 F.O.= ] 265 w.m.
	24 w.m. (6 JPO + 18 TIES)

12 w.m. interns

	Infrastructure Operations: networking, connectivity, telephony, and IT security
	ISD
	Connect users inside and outside ITU with the resources they need
	Meet Service Level Agreement (SLA) targets

[e.g., 99.5% network availability]
	Strategic goal #5, item 7.4.6 - increase efficiency
	[396 – 26 conf – 12 F.O. = ] 358 w.m.
	16 w.m. (Telecom)

	Development and support of diverse applications and Information Delivery services including web-based integration of electronic commerce and access to electronic information.
	ADSD
	cost-effective and user-friendly delivery and integration of applications and electronic information

Efficient conference and study-group working methods
	User and study group work process efficiency 

User satisfaction


	Strategic goal #5, item 7.4.6 - increase efficiency

Item 5.3.6 high-quality, timely ITU-T recommendations

Item 4.3.10 improve ITU-R working methods
	[204 – 31 conf = ] 173 w.m.
	12 w.m. (BR vol contr. + TIES)

	Customization and support of administrative and financial applications, 

	ASD

PMG
	Web-based integration of administrative applications.
cost-effective systems with efficient functionality.
	Reporting requirements of top management and users are [fully] met [within resource constraints].

Reports and data are available on time.
	Strategic goal #5, item 7.4.2 improved financial accountability, item 7.4.6 - increase efficiency
	184 w.m. (94 ASD + 90 PMG)
	12 w.m. (Telecom)


	Office of the Department, 
Planning and Administration 

Project oversight, strategic and operational planning, security oversight, budget, and administration.  IS Department secretariat and ICTC secretariat
	Dept Head

MPU
	Efficient functioning of the dept

ICT strategic planning

On time and on target project execution
	IS meets service objectives within budget limits
	Strategic goal #5, item 7.4.6 - increase efficiency
	141 w.m.
	

	Field office connectivity and support
	USD

ISD
	IT support for ITU field offices

Internet access for remote offices

Enable electronic communication between remote offices and HQ
	All field offices able to easily access needed ITU information at headquarters
	PP02 Res 25

Council Res 1143


	24 w.m. (12 USD, 12 ISD)
	

	Project Group
	
	Senior staff for project roles
	Successful project leadership
	
	44 w.m
.
	

	C.
New initiatives
	
	
	
	
	
	

	Implementation of GoS Recommendations Consultancy Project Recommendations
	
	RBB & ABC

Improved IS 

Reformed Processes in various areas
	
	PP 02 Res 107

PP 02 Res 72

Council Rec 1212
	???
	???

	D.
Activities to be reduced or terminated
	
	
	
	
	
	

	
	
	
	
	
	
	

	E.
Total working months
	
	
	
	
	1275 w/m


	

	
	
	
	
	
	
	

	F.
Variations anticipated in 2006-2007
	
	
	
	
	
	

	
	
	
	
	
	
	


FINANCE DEPARTMENT

	Operational Activity 
	Objectives
	Performance indicators
	Relationship to Strategic Policies and Plans
	Resources work/

months

from budget

	A
Support for Conferences, Meetings & Telecom events
	
	
	
	

	1
Financial advice & secretarial services for the Council sessions 
	· Improve preparation of Council documents

· Provide clear and concise information and advice 
	· Timely submission of input

· Work of Finance Committee

· Services provided meet customer’s needs (feedback)


	· Res. 71 (Rev. Marrakesh, 2002): Part III Secretariat

· Res. 71 (Rev. Marrakesh, 2002): Part IV The Financial base of the Union
	

	2    Financial advice and input to the GoS, the COG, the Group on the Financial Regulations, the Ad Hoc Group on Cost Recovery for Satellite Network Filings, the Working Group on WSIS and other ITU statutory committees and meetings


	· Provide clear and concise information and advice 
	· Advice and services provided meet customer’s needs (feedback)


	· Res. 71 (Rev. Marrakesh, 2002): Part III Secretariat

· Res. 71 (Rev. Marrakesh, 2002): Part IV The Financial Base of the Union

· Res. 73 (Minneapolis, 98): WSIS

· Res. 91 (Minneapolis, 98): Cost Recovery for some ITU products and services

· Dec. 7 (Marrakesh, 2002): Review of the management of the Union
	

	3
Input to the Budget Control Committee of the World Telecommunication Standardization Assembly and of the Conferences of the Sectors
	· Provide clear and concise information and advice
	· Advice and services provided meet customer’s needs (feedback)
	· Res. 71 (Rev. Marrakesh, 2002): Part III Secretariat


	

	4
Budget preparation and accounting services for TELECOM events, and the second phase of the WSIS
	· Provide information on budgets

· Monitor the implementation of the related budgets


	· Timely submission of input

· Services provided meet customer’s needs (feedback)


	· Res. 71 (Rev. Marrakesh, 2002): 7.1 Mission of the Secretariat

· Res. 11 (Rev. Marrakesh, 2002) - World and regional telecommunications exhibitions and forums


	

	B
Ongoing Activities
	
	
	
	

	5
Financial advice and services to the SG, DSG, Department Heads, Sectors, and the Contracts Committee


	· Provide clear and useful information and advice 

· Improve management accounting
	· Advice and services provided meet customer’s needs (feedback)

· Management accounting tools, data and reports


	· Res. 71 (Rev. Marrakesh, 2002): 7.1 Mission of the Secretariat

· Res. 71 (Rev. Marrakesh, 2002): 8.2 Strengthen the Union's financial foundation 


	


	6
Financial planning and budgeting (Draft Budget of the Union for 2006-2007)
	· Enhance the planning and budget process 

· Improve the quality of budget information

· Ensure that the financial limits are not exceeded

· Ensure that PP and Council decisions and resolutions are properly reflected


	· Inputs are submitted within deadlines

· RBB approach

· Timeliness

· Requirements are met within the approved appropriations

· Council’s review and approval


	· Res. 71 (Rev. Marrakesh, 2002): Part IV The Financial base of the Union

· Dec. 5 (Rev. Marrakesh, 2002):  Income and expenditure 2004-2007

· Dec. 6 (Marrakesh, 2002):  Financial Plan 2004-2007

· Res. 107 (Marrakesh, 2002): Improvements to the management and functioning of ITU

· Res. 115 (Marrakesh, 2002): Use of the six official and working languages of the Union on an equal footing
	

	7
Budget control
	· Adhere to the financial rules and procedures 

· Ensure that commitments are planned and duly authorised

· Identify areas of possible savings, cost reductions and improved efficiency

· Ensure efficiency of work-flow, and of control systems

· Provide quarterly budget status reports
	· Accuracy of operations

· Timeliness

· External Auditor’s approval of operations/accounts

· Effectiveness of proposed resource optimisation measures


	· Res. 71 (Rev. Marrakesh, 2002): Part IV The Financial base of the Union
· Res. 104 (Minneapolis, 98): Reduction of the volume and cost of documentation for ITU conferences
· Dec. 5 (Rev. Marrakesh, 2002):  Income and expenditure 2004-2007

· Dec. 6 (Marrakesh, 2002):  Financial Plan 2004-2007
	

	8
Cost analysis
	· Ensure an efficient use of the cost allocation methodology 

· Maintain and update the cost allocation system as and when necessary


	· General use and integration of the cost allocation methodology in the financial system 

· Availability of information on the costs of products/activities (full and partial cost recovery)


	· Res. 71 (Rev. Marrakesh, 2002): 7.4.2 & 7.4.3 The Secretariat

· Res. 71 (Rev. Marrakesh, 2002): Part IV The Financial Base of the Union

· Res. 88 (Rev. Marrakesh, 2002): processing charges for satellite network filings

· Res. 91 (Minneapolis, 98): Cost Recovery for some ITU products and services


	

	9
General accounting, financial statements 


	· Revise Financial Regulations and Rules, streamline the procedures

· Maintain a consistent chart of accounts

· Monitor the accounts with efficiency 
	· Council’s approval of proposed amendments to the Financial Regulations

· Efficient work flow and accounting control systems

· External Auditor’s approval of accounts


	· Res. 71 (Rev. Marrakesh, 2002): 7.4.2 & 7.4.3 The Secretariat

· Res. 71 (Rev. Marrakesh, 2002): Part IV The Financial Base of the Union


	

	10   Accounts payable, processing of invoices 


	· Ensure that accounting entries comply with the financial rules and procedures

· Check that invoices are properly authorised

· Maintain the accounts payable
	· Accuracy of data capture

· Invoices are properly recorded

· Accounts reconciliation
	· Res. 71 (Rev. Marrakesh, 2002): 7.4.2 & 7.4.3 The Secretariat

· Res. 71 (Rev. Marrakesh, 2002): Part IV The Financial Base of the Union 
	


	11
Debtor’s Accounts, arrears accounts, Contributions


	· Ensure that accounting entries comply with the financial rules and procedures

· Ensure efficiency in the control of arrears accounts

· Maintain the accounts receivables
	· Accuracy of data 

· Contributions are properly recorded

· Accounts reconciliation
	· Res. 71 (Rev. Marrakesh, 2002): 7.4.2 & 7.4.3 The Secretariat

· Dec. 4 (Minneapolis, 98): Choice of contributory class

· Res. 41 (Rev. Marrakesh, 2002): Arrears and special arrears accounts
	

	12
Payroll 
	· Improve efficiency of systems

· Streamline work procedures
	· Accuracy of operations

· Timeliness
	· Res. 71 (Rev. Marrakesh, 2002): Part IV The Financial base of the Union
	

	13
Treasury 
	· Maintain & improve an efficient cash management system 

· Optimise cash flow

· Obtain competitive rates on the market in relation to the investment of funds
	· Accuracy of cash and bank operations

· Payments on due date

· Overall yield on deposits as high as possible


	· Res. 71 (Rev. Marrakesh, 2002): Part IV The Financial Base of the Union
	

	C
New initiatives
	
	
	
	

	14
 Implementation of the newly developed HR management system


	· Ensure a smooth and successful change of system


	· Fulfilment of the terms of reference of the project team 

· Implementation within deadlines and achievements
	· Res. 71 (Rev. Marrakesh, 2002): Part IV The Financial Base of the Union
	

	15
 Management Consultancy Project


	· Provide all relevant information and assistance to the consultant

· Follow-up on the recommendations made, and ensure their implementation


	· Fulfilment of the terms of reference of the project team 

· Acceptance by Council of the recommendations formulated

· Implementation, achievements (Budget layout, related planning process, cost accounting framework)
	· Dec. 7 (Marrakesh, 2002): Review of the management of the Union


	

	E
Total working months
	
	
	
	728 w/m

	
	
	
	
	

	F
Variations anticipated in 2006-2007
	
	
	
	

	16
Draft Union’s Financial Plan for 2008-2011
	· Enhance the financial planning process 

· Improve the quality and contents of the Financial Plan
	· Timely submission of input

· Revisions and comments from the SG and the Coordination Committee

· Council’s review

· PP’s review and adoption of limits
	· To be linked with the Strategic Plan of the Union for 2008-2011

· To reflect decisions and resolutions of the Plenipotentiary Conference in 2006 as appropriate
	

	17
Financial advice & secretarial services for the Plenipotentiary Conference in 2006
	· Improve preparation of PP documents

· Provide clear and concise information and advice 
	· Timely submission of input

· Work of Finance Committee

· Services provided meet customer’s needs (feedback)
	· To be linked with the Strategic Plan of the  Union for 2008-2011
	


Draft Resolution

Rolling Four-YEAR operational plan 
of the General Secretariat 
for the period 2004-2007

The Council,

recognising

the provisions of Article 5 of the Convention,

having considered

the rolling four-year Operational Plan of the General Secretariat for the period of 2004-2007 (Document C04/11);

having also considered

the need of the Secretary-General to have some flexibility in the implementation of the rolling four-year Operational Plan so as to take into consideration any changes that may occur during the interval between two Council sessions,

resolves

to approve the rolling Operational Plan for the General Secretariat for the years 2004-2007 as presented in Document C04/11, to undertake the activities of the General Secretariat.

_______________
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