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Message from the Director
It is a pleasure to present the third edition of
the DCMM newsletter. The main focus of
this edition is to raise awareness and
share important information about the
services the Department provides. We have
found that less is known than we would like
about many of the Department’s procedures
and mechanisms for managing the huge
number of requests it receives for
meetings
management,
language,
and
printing
services.
Supporting
effective
communication
in
as
diverse
and
multicultural an environment as the OAS can
be challenging, so we hope this edition can
bring clarity and provide additional insights
on how each of our clients can effectively
access
the
array
of
services the
Department offers to the political organs and
the General Secretariat.
DCMM also
hopes
to
empower
you
with
an
understanding of how meetings are scheduled
at and away from headquarters, how
translation requests should be presented,
and to whom queries about your meetings
and conferences should be directed. You will
also learn what the Intelligent Document
Management System (IDMS) is all about,¹
and why we need the OAS Calendar of
Conferences (OASCAL).²

Throughout 2018, every month, starting in

DCMM is proud to offer an organization-wide,
efﬁcient, streamlined meetings management
process.
From
ensuring
effective
communication in all four ofﬁcial languages of
the OAS through translation and interpretation
services, to delivering conference-related
logistical services, printing key documents and
publications, and providing state-of-the-art
graphics design, DCMM plays a crucial role in
the day-to-day activities of the Organization. To
fulﬁll this mission, the Department works
creatively to facilitate interfaces with our
services for increased collaboration among the
many diverse technical areas of the General
Secretariat in pursuit of common goals.

February, we will hold a draw to win 100
business cards.
PA

This newsletter is a result of that effort, as are
the launch of the Conferences and Meetings
Handbooks, the new introductory course on the
IDMS, and the upgrades to the IDMS and
OASCAL systems. Enjoy your reading!
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SIGN UP HERE

CALENDAR OF
EVENTS
Click on the button below for the

Yadira Soto

OAS events calendar.

GO TO EVENTS

1 The IDMS is the software used at the OAS to track, manage, and store documents.
2 OASCAL is used for the management of OAS conferences and meetings.

Conferences and Meetings Services

TRAINING
IDMS Training
Need to learn how to use the IDMS?
Register for our next crash course by
contacting Luz Emilia Soto at

Translation

Interpretation

Translation is not the same as interpretation.
A translator writes, whereas an interpreter
speaks. At the OAS, our in-house translators
work exclusively into their native languages
from the Organization’s three ...

Interpretation is not translation. An
interpreter speaks, while a translator writes.
The DCMM Language Section coordinates
simultaneous interpretation services for the
OAS on a daily basis ...

VIEW MORE

VISIT WEB

VIEW MORE

lsoto@oas.org or (202) 370-0644.

NEW MEMBERS
María Margarita

VISIT WEB

Alvarez - Consultant
As of October 1, 2017,
provides support as Event
Scheduler in the
Conference Section.

Amelia Peterson - Freelancer

Conference services

OASCAL

The DCMM Conference Section provides the
logistics technical services for meetings held
both at and away from OAS headquarters. A
group of conference specialists is responsible
for planning, budgeting, and ...

In order to streamline the business processes
associated with the management of
conferences and meetings, DCMM, in
cooperation with DOITS, is working to
develop an integrated Event Management ...

VIEW MORE

VIEW MORE

Joined the Conference
Section on September 15,
2017, provides support as
a Room Assistant.

Luis Batlle - Consultant
Joined DCMM on October
1, 2017, provides support
as Technicians Coordinator.

VISIT WEB

SUGGESTIONS

DCMM Center

IDMS

The DCMM Center has been serving the OAS
family for more than 20 years. We have
reliable, experienced professionals who can
help you with an array of printing solutions
and graphic design services, including ...

The Intelligent Document Management
System (IDMS) is the internal channel
through which the Organization’s various
departments and areas send documents for
translation, proofreading, and ...

VIEW MORE

VISIT WEB

If you have any comments or
suggestions, please write to us at
DCMMannouncements@oas.org.

VIEW MORE

What do I need?
Scenarios to help understand the different processes for requesting services from DCMM

I am preparing a document and
need to have it translated:

UPLOAD

CONTACT

Upload your document to
the IDMS and, once there,
forward it to the
Coordination Unit
(COORD) with the relevant
instructions, including the
languages into which it
should be translated and a
tentative deadline.

Email Sheyla Carvalho
(scarvalho@oas.org), with
a copy to Luz Emilia Soto
(lsoto@oas.org), advising
them that your document
has been uploaded to the
IDMS. If applicable, attach
the respective “base” and
“master” documents,
along with any relevant or
useful reference
documents.

ESTIMATE

FINAL DOCUMENT

If the translation of your
document has to be
outsourced, we will email
you a cost estimate. In
such cases, we will need a
purchase order number
from you before
proceeding with your
request.

Your translated
documents will be
returned according to the
instructions in the IDMS.

I am preparing a meeting and
need conference services:

SCHEDULE & RESERVE

CONTACT

TENTATIVE BUDGET

With at least 48 hours in
advance, schedule your
event and reserve the
room you need by
contacting the event
scheduler, María
Margarita Alvarez, at
mmalvarez@oas.org or
(202) 370-0842.

A conference specialist
will contact you to discuss
the event’s requirements.

The conference specialist
will prepare a tentative
budget with the costs of
interpretation,
translation, audio
recording, printing and
other services, and use of
conference equipment.

I am preparing a publication and
need graphic/digital design or printing services:

Graphic design
(form)

Business cards
(form)

COMPLETE THE FORM

CONTACT

Tell us what you need or
contact Roxana Reyes
(rreyes@oas.org), with a
copy to Javiera Cruzat
(jcruzat@oas.org) and
Laura Chan
(lchan@oas.org).

Printing
(form)

Upon receipt of the form,
we will contact you and
advise you regarding your
needs as indicated on the
request form: delivery
date, format, paper, etc.

ESTIMATE

PROOF

PRODUCT

We will send you an
estimate that must be
approved by the
requesting area before
the work can begin.

We will send you a proof
of the ﬁnal product.
Once it has been
approved, we will
proceed with the design
or printing.

We will send you a
message advising that
your order is ready and
the ﬁnal product will be
sent by messenger or
according to the
instructions received.

Did you know ...
… Interpreters convey information, but
also
emotion.
When
they
feel
overwhelmed by the content they are
interpreting, they may lose focus.
Self-control is therefore an essential tool
for interpreters.

… Interpreters, translators, sound
technicians, room assistants, and other
professionals hired for a meeting are paid
their full fee if services are not canceled at
least 24 hours in advance?

… For the ﬁrst time, since it was set up in
1948, the Documents Section’s Print
Shop is being run exclusively by women.
Please get to know them: Javiera Cruzat,
Graphic
Designer;
Laura
Chan,
Documents Technician and Graphic
Designer; and Roxana Reyes, Chief of
Section.

Staff Highlights

Ian H. Edwards

Javiera Cruzat

Roberto Muñoz

Ian joined the OAS 25 years ago. He recalls doing
his ﬁrst translation (how tomato ketchup was
produced) at about 16 years old. At university he
started reading natural sciences but switched to
languages, literature, and linguistics, adding
mass communication later as a major. His
academic background is in journalism,
marketing, business administration, and
international relations.

Javiera is a Chilean national. She holds a
degree in design from the Pontiﬁcia
Universidad Católica of Chile. She pursued
complementary studies at the University of
Barcelona. She joined the DCMM Documents
Section in October 2016 as a graphic designer
and is part of the Newsletter’s editorial team.
Fun fact: Javiera was born asleep.

Roberto is a Peruvian national who came to the
U.S. in 1993. He joined the OAS in 1999 as a
security guard. In 2002, he joined the DCMM
team as a staff member, working as a room
assistant and room setup technician at meetings
held both at headquarters and in member
states. He retired in 2015 but has stayed on as a
consultant and continues to perform the same
functions. Fun fact: His favorite leisure activity
is watching his grandchildren play soccer on
weekends.

Useful links
Place your order

DCMM Publications

DCMM

Operational handbook for the organization
of Meetings and Conferences away
from headquarters
z

EXECUTIVE HANDBOOK
FOR MEMBER STATES ON
CONFERENCES AND
MEETINGS
AT HEADQUARTERS

Organization of conferences and meetings

Glosario Ins�tucional
Ins�tu�onal Glossary
Glossaire Ins�tu�onnel
Glossário Ins�tucional

2017
Oﬃce of the Assistant Secretary General
Department of Conferences and Mee�ngs Management
Washington, D.C.

Department of Conferences and Meetings Management

Español

General Secretariat

Español

Washington, D. C.

Business cards

OAS folders

Executive Handbook for
Operational handbook for
Member States on
the organization of Meetings
Conferences and Meetings at
and Conferences away
Headquarters
from headquarters

AZ

Glosario Ins�tucional / Ins�tu�onal Glossary
Glossaire Ins�tu�onnel / Glossário Ins�tucional

English

English

Français

Français

Português

Português

Institutional Glossary

Recent works of The DCMM Center

Website and logo design
MEM 7th Evaluation Round
(CICAD)

(202) 370 0652

Designed & printed
Hemispheric Plan of Action on Drugs
2016-2020 – CICAD

DCMMannouncements@oas.org

Designed & printed
Technical Assessment Comparative Analysis of
Typologies and Patterns of Money
Laundering and Terrorism
Financing in Three Free Trade
Zones in Latin America – CICTE

200 17th St NW, Washington, D.C. 20006

http://scm.oas.org/

