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Roles and Responsibilities among the Chair, Secretariat of ASOSAI WGEA, and Host SAI in ASOSAI WGEA Activities (draft)
      First draft in October, 2016
Secretariat of ASOSAI WGEA
Pre Event
	Tasks
	Chair
	Secretariat
	Host SAI

	Topics for discussion
	
	
	

	Propose the candidate topics for discussion, disseminate to member SAIs for consultation through questionnaire (if necessary)
	
	X
	

	Determine the topics
	X
	
	

	Notify the topics and other requirements in the invitation letter

* Such requirements may include guideline for preparing country papers, timeline for submission (about one month before the meeting), time for presentation and PPT, etc.
	X
	
	

	Collect the country papers and PPT presentations from participating SAIs and participants
	
	X
	

	Print meeting materials, if necessary

* Paper-less communication is encouraged at the meeting of ASOSAI WGEA
	
	
	X

	Programme
	
	
	

	Propose the tentative programme in consultation with stakeholders
	
	X
	X

	Preliminarily contact the invited guests, observers, and/or subject matter expert (if necessary) of intent for confirmation
	
	X
	

	Draft the tentative programme for approval
	
	X
	X

	Approve the tentative programme
	X
	
	

	Administrative Issues
	
	
	

	Determine the dates and venue (Please refer to “Annex1”)
	
	X
	X

	Determine the hotel for accommodation
	
	X
	X

	Make block reservations with the hotel for accommodation depending on the number of participants expected
	
	
	X

	Book meeting rooms

* Preferably one large meeting room (approximately more than 200m2), one Secretariat room (approximately 50m2, with computers, printer, photocopier, internet access) 
	
	
	X

	Determine the excursion programme
	
	X
	X

	Send an invitation letter addressed to ASOSAI member SAIs and other necessary guests/observers, if any, notifying the general information about at least 4 months prior to the meeting

* General information may include, for example, introduction, dates and venue, meeting program, registration form, hotel reservation, transportation services, contact information, etc.
	X
	
	

	Receive the registration information of the participants

* Keep close communication between Secretariat and host SAI 
	
	
	X

	Prepare letters of visa facilitation to those SAIs that are required to obtain visas for the host country if necessary
	
	
	X

	Deliver an orientation prior to the meeting, if necessary
	
	 
	X

	Organize welcome reception (voluntary basis)
	
	
	X

	Meeting Logistics
	
	
	

	Prepare a brief case/bag and information handbook/brochure
* Inside the case/bag are meeting program, list of participants, contact details of liaison officers, stationery, souvenirs, badge, etc.

* Necessary information in handbook/brochure may include meeting programme and agenda, excursion schedule, brief information of host country/city and excursion sites.
	
	
	X

	Arrange audio-visual aids, microphones, projector, screen, and other digital devices, stationery, place card, water, etc
	
	
	X

	Airport Welcome
	
	
	

	Arrange airport welcome

* Airport Protocol is recommended to provide to the VIP participants.

* The host SAI may assign the liaison officers to each delegation of participating SAIs.
	
	
	X

	Provide transportation from airport to hotel
	
	
	X


During Event
	Tasks
	Chair
	Secretariat
	Host SAI

	Administrative Issues
	
	
	

	Provide transportation between the hotel and the meeting venue, if necessary
	
	
	X

	Registration for the opening ceremony
	
	X
	X

	Arrange the facilities for simultaneous interpretation of various languages, if requested.
	
	
	X

	Organize opening ceremony

* Some host SAI may assign an emcee for the opening ceremony.
	
	X
	X

	Preside over the meeting and discussion

* Some host SAI may assign an emcee for the meeting.

* The Chair can authorize the Secretary General, the head of the Secretariat, to moderate the meeting.

* During the session of presentation and discussion at the seminar, the Chair/Secretary General may ask the selected participants as the moderator for the individual topic to help run the seminar.

* The host SAI may award the gifts/souvenir to the presenters on voluntary basis.
	X
	X
	X

	Arrange group photo session for all the participants

Distribute the group photo to the participants 

Take photos of participants during the meeting and other activities
	
	
	X

	Record during the meeting and draft the minutes

* Host SAI may prepare audio-video facilities to record the whole meeting if needed.
	
	X
	X

	Arrange additional digital devices and stationery, if requested
	
	
	X

	Print additional materials, if requested
	
	
	X

	Provide working lunches of international meals during the meeting for all participants  

* The working lunches is preferably provided in the form of buffet.
	
	
	X

	Prepare tea/coffee with snacks for break
	
	
	X

	Provide a welcome or farewell dinner for all participants

* Welcome or farewell dinner will be normally hosted by AG/DAG of host SAI on voluntary basis, even it is a general practice.

* Invitation card to dinner should be given to all participants in advance.
	
	
	X

	Host an official dinner for all participants

* The official dinner will be normally hosted by the Chair of ASOSAI WGEA or his representative.

* Invitation card to dinner should be given to all participants in advance.
	X
	X
	

	Provide meeting rooms for a smaller group at the request of the participants, if necessary
	
	
	X

	Coordinate and provide local transportations, if necessary
	
	
	X

	Arrange return flight confirmation and airport transportation
	
	X
	X

	Prepare a CD/USB containing the meeting materials and photos and distribute to the participants
	
	
	X

	Prepare the evaluation form to the participants and collect back
	
	X
	X

	Excursion and Cultural Programs
	
	
	

	Arrange excursion program
	
	
	X

	Provide transportation between the hotel and excursion site
	
	
	X

	Provide lunch on the day of excursion
	
	
	X

	Take photos of the participants
	
	
	X

	Arrange a doctor for medical emergencies (if available)
	
	
	X

	Arrange a separate program for accompanying persons, If necessary
	
	
	X

	
	
	
	


Post Event
	Tasks
	Chair
	Secretariat
	Host SAI

	Airport See-off
	
	
	

	Arrange airport see-off to the participants

* Airport Protocol is recommended to provide to the VIP participants.

* The host SAI may assign the liaison officers to participants.
	
	
	X

	Provide transportation from hotel to airport 
	
	
	X

	Administrative Issues
	
	
	

	Prepare appreciation letters for the Host SAI, invited guests, and the participating SAIs 
	X
	X
	

	Develop the news of the meeting to INTOSAI WGEA, ASOSAI, and other stakeholders
	
	X
	

	Prepare the meeting minutes and asking the participants for corrections 
	
	X
	

	Approve the minutes of the meeting
	X
	
	

	Upload brief summary, meeting materials, minutes and photos on the website of ASOSAI WGEA
	
	X
	

	Prepare and print the collections of country papers/audit cases if necessary
	
	X
	

	Report the activities of ASOSAI WGEA to Governing Board meeting and Assembly of ASOSAI, Steering committee meeting and Assembly of INTOSAI WGEA, and other occasions
	X
	
	

	
	
	
	


Note:
1. “Event” comprises the biennial Seminar on Environmental Audit and working meeting of ASOSAI WGEA. 
2. Despite the roles and responsibilities shown above, close consultation among the Chair, the Secretariat of ASOSAI WGEA and Host SAI are encouraged if necessary. 
3. The roles and responsibilities shown above are subject to change.  
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