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Draft SASO Minimum Requirements List.

1. This minimum requirements list should not be construed as a prescription for what is required, but rather a list of basic needs.  Member States would be encouraged to use their discretion to propose any additional resources that they consider would enhance the operational effectiveness of the SASO.

2. Member States should consider how the proposed facility will accommodate the requirements itemized here, and the Host State’s undertaking that the building or adequate space in a building
3. The SASO facility should be of a size and configuration to accommodate the minimum requirements that follow, and the Host State should consider the diplomatic provisions of Article 9 of the SASO Charter, which stipulates that each Member of SASO may accord the SASO, its property and Staff diplomatic status, privileges, immunities and facilities in accordance with its own laws.

4
SASO Requirements.

Type of Physical Location.  This could be a standalone office building with a mailing address; or a suite of offices located in an established office building with a mailing address. The SASO should be located within reasonable distance from an international airport.


Note:  
These requirements are for the provision of a building with services; or, office space of adequate size in a building having such services that is suitable to house the staff and equipment listed herein. The Host State is not obligated to provide any of the office furniture or equipment itemized. Furniture and office equipment will be provided by the SASO from its operating budget.

a)
SASO Staffing. Initially, the SASO will be staffed by the following positions:

(1)
Executive Director

(1)
Financial Controller and Administration Officer

(1)
Secretary/Administrative Assistant

(1)
Legal Advisor

(1)
Technical Support and Training Manager

(1)
Technical Coordinators (OPS/PEL)

(1)
Technical Coordinator (AIR)

(1)
Information Technology Specialist

(2)
Janitorial Staff

Note:
It is forecasted that the SASO will expand as it matures to accommodate (2) Operations (OPS/PEL), (2) Airworthiness (AIR), (2) Air Navigation Services, (ANS) and (2) Aerodrome Safety (AGA)Technical Coordinators.

b)
Office Space and Rooms: 

The functioning of the SASO’s initial staff will necessitate individual office space of adequate size for each staff member. The SASO facility will also require a conference room large enough to house a working table and at least twenty five seats.

c)
Office and Floor Space:

Based on the initial staffing numbers above, SASO office space should be configured to accommodate one of two different configuration options: 

Option 1:
(8) Individual offices initially 
 with electrical outlets for the staff, or   

Option 2:
(1) Private office w/ electrical outlets for the Executive Director and enough open floor space to accommodate (10) partitioned modular desking systems
 w/electrical outlets such as in the illustration on the next page. 

Typical Partitioned Modular Desking Systems W/Electrical Outlets
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d)

Additional Rooms:

(1) Conference room w/electrical outlets 

(1) Men’s toilet

(1) Women’s toilet

(1) Computer equipment & storage room w/electrical outlets

(1) Room with sink w/electrical outlets for hot water (kitchenette)

(1) Suitable closet space for janitorial supplies

(1) Reception area

e)
Office Furniture:

Space required for desks and/or desking systems to accommodate -

(1) Executive Director

(7) For the staff

(2) At a later point for the additional technical coordinators hired by the SASO

Space Required for Bookcase/Cabinets-

(1) Bookcase/Cabinet In Executive Director’s office

(1)  Credenza for Executive Director’s office

(2) Five drawer lockable file cabinets for the office

Space Required for Tables-

(1) Coffee table for Executive Director’s office

(1) Medium size rectangular conference table

f)
Computers/Printers/Phone/etc:


(7)  Laptop or desktop computers


(1)  Heavy duty printer/copier/scan machine


(7)  Telephones with international lines


(1)  Flip chart easel w/paper


(1)  Computer projector


(9)  Waist paper baskets

g)
The following services shall be provided by the Host State: 

The Host State shall ensure that provisions are made for services that will enable the SASO to have:

* Electrical * Phone * Internet /Intranet *Heating and Air Conditioning * Water

* Security Services*Transportation and* Facilities for the disabled 
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� The Legal Advisor will not be a full time SASO employee. A Legal Advisor may be made available by the SADC Secretariat or by the Host State. Arrangements regarding this issue will be resolved at a later date. 


� Space should be sufficient to accommodate (2) additional offices for the (2) future Technical Coordinators.


� (2) Desking systems will be unoccupied until such time as (2) additional Technical Coordinators are recruited. 
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