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REPUBLIC OF HAITI
NATIONAL COORDINATION UNIT  FOR THE FIFTH SUMMIT OF HEADS OF STATE AND GOVERNMENT 
OF THE ASSOCIATION OF CARIBBEAN STATES (ACS)

TERMS OF REFERENCE:
In accordance with ACS Agreement No 5/03, providing the Manual of Requirements for the organisation of meetings (ordinary meetings, conferences and summits) held outside of Port of Spain, Republic of Trinidad and Tobago, and given the choice of the Republic of Haiti as the host country for the 5th Summit of Heads of State and Government of the ACS; with a view to ensuring the smooth conduct of the said Summit, the following information is hereby conveyed to the relevant authorities of the Association:
1.- SITE OF THE SUMMIT AND HOST COUNTRY 
· The Republic of Haiti is the host of the 5th ACS Summit.
· The 5th Summit will be held at the Club Indigo, Côte des Arcadins, in the town of Montrouis
.
2.- COORDINATION OF THE SUMMIT
· The Government of the Republic of Haiti has established a National Coordination Unit for the organisation, planning and conduct of the Summit. The said unit is headed by Dr Watson DENIS, Director of Political Affairs at the Ministry of Foreign Affairs and Worship and Mr Yves Rody JEAN, Adviser in the Private Office of the President of the Republic. 
· The National Coordination Unit will work with the person chosen by the ACS Secretariat to serve as liaison.  
3.-  PREPARATORY PHASE OF THE SUMMIT
A schedule of activities has been prepared for the organisation of the Summit:
End of May: Forward to the ACS Secretariat the key Summit documents, such as the Terms of Reference, the Concept Document, the Operations Manual and the Programme for the 4 days of the Summit.
Mid-June: On-site Summit Simulation Exercise.
17th July: Participation in the 1st Meeting of the Drafting Committee of the Declaration of the 5th Summit, Panama City, Panama.
18th July: 25th Meeting of the Special Committee on Budget and Administration and 37th Meeting of the Executive Board in Panama City.
End July: Submission to the ACS Secretariat of analysis and comments regarding the Declaration of Haiti and the Plan of Action of the ACS. 
Mid-September: Working visit to Haiti by the Chair of the ACS Ministerial Council (Panama) and the Secretary General regarding preparations for the Summit.
17th September: 2nd Meeting of the Committee to Draft the Declaration of Haiti and Plan of Action of the ACS (venue to be determined).
October: Finalisation of all the scheduled activities and services.
End of October: Second Summit Simulation Exercise.
4.- OTHER PRE-SUMMIT ACTIVITIES
· An Operations Manual containing essential and important information on the conduct of the Summit is in the process of being finalised. It will be ready for circulation by end June 2012.
· Circulation of the Registration Form for participants and the forms pertaining to the Summit. The said forms will be ready at the end of the month of June 2012.

· Accreditation cards for delegations and other material to be ready in October 2012.
· The various Subcommittees (security, logistics, communications, tourism and culture, accommodation, etc…) perform their duties in accordance with the established schedule. 

5.-  SUMMIT DOCUMENTATION 
The Summit documents will be reproduced in Haiti and distributed to the delegates and representatives. The host country will provide the Summit Secretariat with the necessary material and equipment.
6.-  APPOINTMENT OF THE ASSISTANT TO THE RAPPORTEUR 
A senior officer of the Ministry of Foreign Affairs will work alongside the Rapporteur selected by the ACS Secretariat.  

7.-  SECRETARIAT STAFF
The host country will support the functions of the ACS Secretariat. Similarly, the host country will establish a Secretariat to support the National Coordination Unit.
8.-  MAIN FACILITIES 
· The Club Indigo Hotel offers the following facilities: Saut d’Eau and Lanzac Rooms, with a capacity of 80 to 120 persons depending on the layout.
· The Amphigouri Room can accommodate up to 700 persons depending on the layout.
· This hotel has other meeting rooms.
· A meeting room will be made available to the ACS Secretary General.
· A meeting room will be made available to the Chairman of the Ministerial Council (Panama).
· A meeting room will be set up for the Haitian Presidency.
· A meeting room will be set up for the Ministry of Foreign Affairs of Haiti.
· Rooms will be available for bilateral and multilateral meetings prior to and during the Summit.
· A large room will be provided for the Summit Secretariat.
· A working room will be reserved for the Secretariat of the National Coordination Unit of the Summit (Haiti).
· A media room will be set up with all the communications facilities.
9.- INTERPRETATION AND TRANSLATION OF DOCUMENTS
Haiti will provide personnel for the translation of documents and simultaneous interpretation. 
The host country undertakes to provide three soundproof booths for 6 interpreters, with the capacity to record speeches during the meeting. A microphone will also be provided to each delegation with headphones for the other members. 
10.- SUPPORT STAFF  
Haiti confirms the availability of the following staff for the Summit:

A Protocol Officer/Diplomatic Liaison Officer will be placed at the disposal of each delegation; members of the welcome and support team will be present on all the sites; technicians will be available in the meeting and conference rooms.
11.- OTHER EQUIPMENT
Multimedia screen projectors will be available for the Summit as well as in some of the meeting rooms.
12.- COURTESIES EXTENDED BY THE HOST COUNTRY 
The host country shall make provisions, as far as possible, to extend certain courtesies to the dignitaries of the Member States and Associate Members of the Association. 
Accommodation for Heads of Delegation will be the responsibility of the Haitian Government. 

13.-  CONTINGENCIES
The host country will take all the necessary steps to ensure that it is prepared for any eventuality. 
14.-  REVISIONS
Haiti is open to all possibilities regarding the revision of the terms of reference and is committed to following any suggestions and advice put forward by the Secretariat or the Member States and Associate Members that may contribute to the full success of the Summit.
Port-au-Prince, 17th May 2012
� It is important to note that the Club Indigo is the former Club Med-Haïti.
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