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October 13, 2004

Excellency:


I have the honor to address Your Excellency, in your capacity as Chair of the Permanent Council, to submit to you and to the member states a corrected version of Executive Order 04-01, which was issued on September 15, 2004.


Accept, Excellency, the renewed assurances of my highest consideration. 


Miguel Angel Rodríguez E.


Secretary General

His Excellency

Ambassador Aristides Royo

Permanent Representative of Panama

  to the Organization of American States

  and Chair of the Permanent Council

Washington, D.C. 

GENERAL SECRETARIAT

EXECUTIVE ORDER  04-01 corr. 1

SUBJECT:
REORGANIZATION OF THE GENERAL SECRETARIAT

THE SECRETARY GENERAL,

Pursuant to his authority under Articles 109 and 113 of the Charter of the Organization of American States (OAS) and Articles 4, 8, 12, and 14 of the General Standards to Govern the Operations of the General Secretariat of the Organization of American States (“General Standards”),

CONSIDERING:


That by resolution AG/RES. 2017 (XXXIV-O/04) and Section A.1.a of part IV of resolution AG/RES. 2059 (XXXIV-O/04), the OAS General Assembly instructed the Secretary General “to organize the structure of the General Secretariat and pursuant to that mandate, to present a Restructuring Plan to the Permanent Council by January 31, 2005”;

That in carrying out that instruction the Secretary General has considered, in light of the General Secretariat’s current financial situation and requirements:   the recommendations of the Management Study of the Operations of the General Secretariat presented to the Permanent Council by Deloitte & Touche in the first semester of 2004 (“Management Study”); the observations of the Permanent Council’s Committee on Administrative and Budgetary Affairs (CAAP) and of the Inspector General on the Management Study; the observations of the member states received at the June 2004 special meeting of the Permanent Council convoked under resolution AG/RES. 2017 (XXXIV-O/04); the reorganization exercise of 2001; and prior reorganization efforts;

That the Regular Fund resources projected for 2005 and the foreseeable future are insufficient to support the General Secretariat as it is presently organized, and that the likelihood of improving member state support for the quota increases necessary to sustain the financial and operational viability of the General Secretariat is remote without an effective and immediate reorganization of its structure; and

That failure to complete a major reorganization of the General Secretariat well before the beginning of 2005 will place in jeopardy the job security of the staff and the ability of the General Secretariat to execute priority programs during that year and beyond,  thereby frustrating the expectations of the member states and the staff,

RESOLVES:


1.
To reduce by the amount of $12,000 the annual salary of the Secretary General approved in the program-budget of the Organization under Article 40.e of the General Standards.


2.
To deactivate and suspend the current structure of the General Secretariat imposed under the Executive Orders in force prior to the date of this Executive Order and to replace it with the structure set out in Annexes A – I attached hereto (“the New Structure”), in accordance with the following specifications:

a.
The New Structure shall include, in addition to the Offices of the Secretary General and the Assistant Secretary General, the following seven departments:
(i)
Department of Human Rights;

(ii)
Department of Democratic and Political Affairs;

(iii)
Department of Integral Development (a/k/a the Secretariat for Integral Development and the Executive Secretariat for Integral Development);

(iv)
Department of Multidimensional Security;

(v)
Department of Communications and External Relations;

(vi)
Department of Legal Affairs and Services; and

(vii)
Department for Administration and Finance.


(See organizational chart attached.)

b.
The hierarchy of the dependencies of the General Secretariat under the New Structure shall be, in descending order of authority: the Secretary General, the Assistant Secretary General, the seven departments, the offices, the divisions, the sections, and the units.

c.
The officer in charge of each department shall be a Department Director at the D-1 level; the officer in charge of each office shall be an Office Director at the P-5 level; the officer in charge of each division shall be a Division Chief at the P-4 level; the officer in charge of each section and unit shall be a Section or Unit Chief, respectively, at the P-4 level or below (except for certain Units of the General Secretariat Away from Headquarters where the maximum level may be as high as P-5, commensurate with the scope of responsibilities and duties executed in the particular duty station).

d.
All Department Director, Office Director, and Division Chief/Advisor positions shall be trust appointments, unless otherwise decided by the Secretary General.

e.
Department Directors shall be fully responsible and accountable to the Secretary General for the execution of the funds entrusted to them under the program-budget and the specific funds in accordance with the General Standards, other rules and regulations of the General Secretariat, and the purposes for which those funds are appropriated or otherwise provided.


3.
To instruct the Director of the Department for Administration and Finance to present to the Permanent Council for consideration by November 1, 2004, a revised 2005 program-budget based on the New Structure.


4.
To recognize that the New Structure may be modified before December 31, 2004, to take into account comments and observations received by the Permanent Council, pursuant to resolution AG/RES. 2059 (XXXIV-O/04), in which case an amended version of this Executive Order shall issue.

5.
To assign, by way of a Directive issued on this same date, to the Departments created under the New Structure, authority for the administration and control of the remaining balances in the accounts of the 2004 program-budget, together with the authority to manage the corresponding personnel.


6.
To request the General Assembly, by way of its 2006 program-budget resolution or such other means as it deems appropriate, to eliminate the Secretariat for Legal Affairs and the Secretariat for Management, which have been deactivated and suspended by this Executive Order.


7.
To clarify in all Executive Orders and other administrative issuances involving performance contracts, procurement contracts, and in the Budgetary and Financial Rules, that:

a.
The Department of Human Resources and/or Department of Human Resource Services is now the Office of Human Resource Services;

b.
The Secretariat for Management is now the Department for Administration and Finance;

c.
The Secretariat for Legal Affairs and the Department of Legal Services are now the Department of Legal Affairs and Services;

d. The Department of Program-Budget and the Department of Financial Services are now the Office of Budgetary and Financial Services;

e. The Department of Procurement Management Services is now the Office of Procurement and Facilities Management Services;

f.
The functions previously performed by the Department of Technology and Facility Services are now performed by the Office of Procurement and Facilities Management Services and the Office of Information Technology Services;

g.
The Secretariat for Conferences and Meetings is now the Office of Conferences and Meetings;

h.
The Office of Public Information and the Office of External Affairs are now the Department of Communications and External Relations; and

i.
The Offices of the General Secretariat in the Member States are now the Units of the General Secretariat Away from Headquarters.


8.
To supersede all executive orders and other issuances of the General Secretariat which are inconsistent with the terms of this Executive Order. 

9.
To declare this Executive Order effective on this 15th day of September, 2004.

Miguel Ángel Rodríguez E.

Secretary General

Date:  September 15, 2004

Annexes A - I attached
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ANNEX A

GENERAL SECRETARIAT

Executive Office of the Secretary General (1, 3, 5)


ANNEX A

OFFICE OF THE SECRETARY GENERAL

I.  ORGANIZATIONAL STRUCTURE

A. The Office of the Secretary General (OSG) shall consist of the following dependencies, as set out in the organizational chart above and as described more fully below:

1. Executive Office of the Secretary General;

2. Office of the Inspector General; and 

3. Cabinet of the Secretary General.

B. The Office of the Secretary General and its dependencies are under the overall direction, supervision, and control of the Secretary General, pursuant to the corresponding provisions of the Charter, the General Assembly’s program-budget resolution, and other resolutions of the General Assembly and the Permanent Council, this Executive Order, and other pertinent rules and regulations of the General Secretariat.

II.  EXECUTIVE OFFICE OF THE SECRETARY GENERAL

A. Structure:  The Executive Office of the Secretary General (EOSG) shall consist of the Secretary General, the advisors to the Secretary General, and the administrative support unit, which includes the support staff.  In accordance with the instructions of the Secretary General, one or more of the advisors shall be responsible for administration of the Office and supervision of the administrative support staff.

B. Responsibilities and functions: The EOSG carries out all the functions assigned to the Secretary General by the OAS Charter, inter-American treaties and agreements, and the resolutions of the General Assembly, including the General Standards, and the resolutions of other political bodies, within their respective areas of competence.

III.  OFFICE OF THE INSPECTOR GENERAL

A. Structure:
1.
The Office of the Inspector General (OIG) shall consist of the Inspector General, who is directly responsible to the Secretary General, of the staff of the Office, and, when appropriate, of contracted auditors.

2.
In accordance with the program-budget and the internal rules of the General Secretariat, the Inspector General is responsible for establishing an internal structure for the OIG that assures efficiency, competence, and responsiveness with the resources provided.

B. Responsibilities and functions


The OIG shall continue to have the responsibilities and perform the functions as specified in Executive Order 95-05.

IV.  CABINET OF THE SECRETARY GENERAL

A. Structure

The Cabinet of the Secretary General includes the Assistant Secretary General, and the seven Department Directors of the General Secretariat.   The Secretary General may invite other staff members to attend Cabinet meetings in accordance with section B.2.d below.

B. Responsibilities and functions
1.
The Cabinet advises and assists the Secretary General in coordinating, supervising, integrating, and directing the policies, services, and activities of the General Secretariat. In furtherance of these purposes, the Cabinet shall provide information and advice to the Secretary General on the following matters:

a. Policies and guidelines for the preparation and execution of the program-budget;

b. Policies and guidelines for the preparation and execution of programs and projects pursuant to mandates of the member states;

c. Participation of the General Secretariat in meetings of the Organization;

d. Responses to specific mandates from the political organs of the Organization;

e. Administrative policies and procedures of the General Secretariat;

f. Compliance with cooperation agreements and relations with other organs and entities, both within and outside the inter-American system;

g. Assessment of trends and developments in the Hemisphere that may affect the duties, functions, and structure of the Organization;

h. Juridical and political matters affecting the member states in which the Organization may be able to assist; and

i. Any other matter of concern to the Organization, at the discretion of the Secretary General.

2. Meetings

a. The Cabinet shall meet regularly at least twice a month. The Secretary General may schedule regular meetings at different intervals by way of a Directive, and may call special meetings, as he deems necessary.
b. All members of the Cabinet are obligated to attend its meetings.  A member who cannot attend must name an alternate from the administrative dependency directed by that member.
c. The Secretary General is the Chair of the Cabinet meetings. When he is absent from headquarters or otherwise unavailable, the Assistant Secretary General shall take his place.
d. In accordance with the agenda items under consideration, the Secretary General may invite advisors, other officials of the General Secretariat, and experts from outside the General Secretariat to attend and participate in Cabinet meetings.

3. Subcommittees and Working Groups


The Secretary General may establish subcommittees and working groups of the Cabinet to study and make recommendations on specific issues.  Unless otherwise directed by the Secretary General, those subcommittees and working groups will adopt their own procedures and operating guidelines.

4. Secretariat Services

a. The EOSG shall, in consultation with the Office of the Assistant Secretary General, provide secretariat services to the Cabinet.
b. An advisor to the Secretary General shall serve as the Secretary of the Cabinet and shall be responsible, prior to the date of the meeting, for the preparation and circulation of the agenda for each meeting, in accordance with the directions of the Secretary General, together with all relevant documents.
c. The Secretary of the Cabinet shall maintain summary minutes of the meetings.

ANNEX  B

OFFICE OF THE ASSISTANT SECRETARY GENERAL


GENERAL SECRETARIAT

Executive Office of the Assistant Secretary General (2, 4)
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ANNEX  B

OFFICE OF THE ASSISTANT SECRETARY GENERAL

I.
ORGANIZATIONAL STRUCTURE

A.
The Office of the Assistant Secretary General (OASG) shall consist of the following positions and dependencies, as set out in the organizational chart above and described more fully below:


1.
Executive Office of the Assistant Secretary General;


2.
Office of the Secretariat  of the General Assembly, the Meeting of Consultation, the Permanent Council, and Subsidiary Organs; and

3.
Office of Conferences and Meetings.

B.
The OASG is under the overall direction, supervision, and control of the Assistant Secretary General, pursuant to the corresponding provisions of the Charter, the General Standards, the program-budget resolution, other resolutions of the General Assembly and the Permanent Council, this Executive Order, and other pertinent rules and regulations of the General Secretariat. 

II.
EXECUTIVE OFFICE OF THE ASSISTANT SECRETARY GENERAL

A.
Structure

1.
The Executive Office of the Assistant Secretary General (EOASG) includes the Assistant Secretary General, the Chief of Staff of the Assistant Secretary General, the advisors to the Assistant Secretary General, and other secretarial and administrative support staff.  In accordance with the instructions of the Assistant Secretary General, the Chief of Staff shall be responsible for administration of the Office and for supervision of the advisors and the administrative support staff.


2.
The Chief of Staff of the Assistant Secretary General shall serve as the Principal Advisor to the Assistant Secretary General and as the Director of the Office of the Secretariat of the General Assembly, the Meeting of Consultation, the Permanent Council, and Subsidiary Organs.

B.
Responsibilities and functions

1.
As set out in Article 115 of the Charter, the Assistant Secretary General serves as the Secretary of the Permanent Council.

2.
Acts as Secretary of ad hoc committees for the peaceful settlement of disputes established by the Permanent Council pursuant to Article 86 of the Charter.

3.
Acts as Secretary of the organs and committees of the Permanent Council.

4.
Performs the functions of Secretary of the Permanent Council when it acts provisionally as an organ of consultation.

5.
Acts as Secretary of the Meeting of Consultation of Ministers of Foreign Affairs when the Rules of Procedure of the Meeting so provide.

6.
Acts as Secretary of the Preparatory Committee of the General Assembly.

7.
Carries out all of the responsibilities and functions assigned to the Assistant Secretary General by the resolutions of the General Assembly, including the General Standards, and the resolutions of other political bodies, within their respective areas of competence.

8.
Carries out functions specifically delegated or assigned to the Assistant Secretary General by the Secretary General, including, but not limited to, representation of the General Secretariat before other organs of the inter-American system and in other international forums, direction and coordination of international missions for conflict resolution, mediation of disputes, disaster relief, and other international assistance and cooperation efforts.

9.
Reports regularly to the Secretary General on matters assigned and prepares the corresponding reports for the political organs pursuant to the functions assigned to the Assistant Secretary General under the Charter.

10.
Plans, directs, supervises, and takes responsibility for the work of the Office of the Secretariat of the General Assembly, the Meeting of Consultation, the Permanent Council, and Subsidiary Organs and the Office of Conferences and Meetings.

III.
OFFICE OF THE SECRETARIAT OF THE GENERAL ASSEMBLY, THE MEETING OF CONSULTATION, THE PERMANENT COUNCIL, AND SUBSIDIARY ORGANS

A.
Structure

1.
The Office of the Secretariat of the General Assembly, the Meeting of Consultation, the Permanent Council, and Subsidiary Organs shall be managed by the Chief of Staff of the Assistant Secretary General and includes (a) a coordinator; b) committee secretaries, and (c) administrative and support staff.


2.
The Chief of Staff of the Assistant Secretary General has technical responsibility for the central planning and coordination of the work of the Office and the productivity and performance of its staff.


3.
In accordance with the program-budget and the internal rules of the General Secretariat, and subject to approval by the Assistant Secretary General, the Chief of Staff of the Assistant Secretary General is responsible for establishing an internal structure for the Office that assures maximum efficiency and responsiveness to the organs it serves.

B.
Responsibilities and functions

1.
Provides continuous guidance and advice to the Chairs as well as other elected officers of intergovernmental bodies concerning the organization of work, status of negotiations, and conduct of business, including interpretation of the rules of procedure.

2.
Acts as the main resource in providing information, both in-house and to member state representatives, on methodology for the presentation of matters proposed for consideration at meetings.

3.
Prepares detailed descriptions of the strategies for following up on and complying with each of the mandates given by the General Assembly, its Preparatory Committee, the Meeting of Consultation of Ministers of Foreign Affairs, and the Permanent Council.

4.
Provides political and technical advice to the style committees of the conferences and meetings of the organs of the Organization.

5.
Organizes agendas with the items pending for the consideration of the different bodies; the selection of documents to be considered during the meetings and the publication and distribution of those documents; and coordinates with other areas of the General Secretariat the timely presentation of documents requested by the political organs.

6.
Conducts background research and analysis on all items included on the agenda of the meetings in order to prepare memoranda and notes to assist the Chairs of the organs.

7.
Prepares reports, draft resolutions, declarations, or recommendations, on the topics considered at the meetings, as well as verbatim and summary minutes of the meetings.

8.
Schedules meetings and notifies delegations and pertinent offices and other employees of the General Secretariat about meetings of the General Assembly, the Meeting of Consultation of Ministers of Foreign Affairs, the Permanent Council, and all their subsidiary committees, working groups, and other organs.

9.
Ensures that the Web pages of the Office of the Secretariat of the General Assembly, the Meeting of Consultation, the Permanent Council, and Subsidiary Organs and the Office of the Assistant Secretary General are kept up to date in the official languages of the Organization.

10.
Provides all services connected with the processing and issuance of all official documents relating to the Office of the Secretariat of the General Assembly, the Meeting of Consultation, the Permanent Council, and Subsidiary Organs, ensuring that they are properly registered and classified and that advance electronic copies are sent to the delegations and pertinent General Secretariat staff and officials.

11.
Exercises control over the preparation of documentation for meetings by:  (a) ensuring the consistency, quality, and standards of original texts; (b) liaising with the Division of Language Services with respect to the processing of documentation, the scheduling of deadlines for the receipt of original documents, and the dispatch of all language versions to member states.

12.
Provides secretariat services to the Chair of the Permanent Council.

13.
Coordinates with the Office of Conferences and Meetings the delivery of secretariat services for the General Assembly, the Meeting of Consultation, and the Permanent Council.

14.
Arranges with the Office of Conferences and Meetings all logistical services required for the meetings including, but not limited to:



a.
Interpretation;



b.
Translation of documents, editing, production, and distribution; and


c.
Meeting room attendants and other support staff.

15.
Performs such other related tasks as assigned by the Assistant Secretary General and the Chief of Staff of the Assistant Secretary General.

IV.
OFFICE OF CONFERENCES AND MEETINGS

A.
Structure

1.
The Office of Conferences and Meetings (OCM) shall consist of the following dependencies:

a.
Office of the Director;



b.
Division of Conference Services;



c.
Division of Language Services; and

d. Division of Printing, Distribution, and Information Services.

2.
The Office includes a Director, who is directly responsible to the Assistant Secretary General, through the Chief of Staff, and the Office staff.  Each dependency of the Office is managed by a Chief, who is directly responsible to the Director.

B.
Responsibilities and functions


1.
Office of the Director

a.
Plans, directs, and coordinates the activities of the Office of Conferences and Meetings and executes its program-budget and plans of operation.
b.
In accordance with the program-budget and the internal rules of the General Secretariat, and subject to approval by the Assistant Secretary General, the Director is responsible for establishing an internal structure for the Office that ensures that it functions responsively and properly in accordance with its responsibilities and mandates and that maximizes efficiency, competence, and responsiveness with the resources provided.
c.
Prepares the proposed program-budget for the Office and its divisions and submits it, through the Chief of Staff of the Assistant Secretary General, to the Office of Budgetary and Financial Services for approval by the pertinent authorities.
d.
Coordinates relations and relevant activities with the Director of the Department of Communications and External Relations, and, at the request of the Chief of Staff of the Assistant Secretary General, ensures the timely provision of effective and efficient logistical conference support services for the General Assembly, the Meeting of Consultation of Ministers of Foreign Affairs, the Permanent Council, and their committees, subcommittees, working groups, and other subsidiary organs.
e.
In consultation with the Directors, Chiefs, and managers of other entities of the Organization, coordinates the preparation of the annual calendar of conferences and meetings and submits it to the Secretary General and to the Assistant Secretary General, through the Chief of Staff of the Assistant Secretary General.
f.
Maintains continuous contact with the Office of the Secretariat of the General Assembly, the Meeting of Consultation, the Permanent Council, and Subsidiary Organs, to ensure the efficient delivery to these organs of all services required.
g.
Advises the other dependencies of the General Secretariat on budget preparation for conferences and meetings, including the human, material, and financial resources necessary for implementing those budgets.
h.
Coordinates and manages with personnel from the Division of Conference Services the execution of approved budgets for conferences and meetings.
i.
Together with personnel from the Division of Conference Services, negotiates with governments and other entities, on behalf of the General Secretariat, agreements for conducting conferences and meetings.
j.
Proposes, coordinates, and implements General Secretariat policies for providing the full range of logistical conference support and meeting services.
k.
Coordinates with the corresponding entities of the General Secretariat, and in particular, the Office of Information Technology Services and the Office of Procurement and Facilities Management Services, the installation, operation, and maintenance of electronic equipment and the processing of information and computer programs required for the General Secretariat, and makes recommendations for the improvement and modernization of the General Secretariat's physical plant for holding conferences and meetings.
l.
Administers, in accordance with the rules of the General Secretariat and in conjunction with the Division of Conference Services, the contracting of: (1) temporary personnel services for conferences and meetings, including, but not limited to translators, interpreters, editors, room attendants, machine operators, clerks, transcribers, computer specialists, bookkeepers, drivers, and administrators; and (2) other temporary services required for conducting conferences and producing and distributing documents.


2.
Division of Conference Services

Through the Division Chief and the Division staff:

a.
Provides logistical and administrative support for the preparation and organization of conferences and meetings.
b.
Coordinates and maintains a centralized data bank on personnel qualified for assignment to conferences and meetings.
c.
Prepares the draft annual calendar of conferences and meetings, and coordinates, reviews, and evaluates its implementation in accordance with instructions from the Director of the Office of Conferences and Meetings.
d.
Coordinates the preparation and implementation of the calendar, as well as implementation of the pertinent resolutions approved by the General Assembly and the Councils.
e.
Coordinates, in consultation with the Director of the Office of Conferences and Meetings and the Office of Budgetary and Financial Services, the preparation and execution of the budgets for conferences and meetings of the General Secretariat and other organs within its area of competence, assuring that disbursements are proportional to appropriations.
f.
Prepares reports on the execution of the conference and meeting budgets, and makes projections of the annual costs for operating the Division of Conference Services.
g.
In coordination with the Director of the Office of Conferences and Meetings, negotiates with host member states the provision of local services required for conducting conferences and meetings to be held in those states.
h.
With the assistance of the host country and, where applicable, with the assistance of the Office of the General Secretariat there, inspects the facilities where a meeting or conference is to be held and makes the necessary arrangements for: hotel reservations; local and international transportation; security; the free entry and egress of General Secretariat documents, equipment, and personnel; and all other necessary conference-related services.
i.
Advises, negotiates, and collaborates with the authorities of the host country on all matters related to the services, specialized conference staff, equipment, supplies, and facilities to be provided by the host country and the contribution of the General Secretariat.
j.
Provides information on conference services, prepares procedural and operations manuals to facilitate the delivery of those services, and distributes those manuals and related information to the interested dependencies of the General Secretariat, other organs of the Organization, and the member states.
k.
For all conference support staff other than personnel provided by the other divisions of the Office of Conferences and Meetings, evaluates and tests individuals seeking to provide conference- and meeting-related services, and in conjunction with the Office of Human Resource Services, maintains a registry of those individuals, by the member state in which they reside, who have demonstrated through testing or otherwise that they meet the necessary requirements to provide said services to the satisfaction of the General Secretariat.
l.
Coordinates the activities of staff members from other areas of the General Secretariat temporarily assigned to perform functions at conferences and meetings.
m.
Provides administrative support to the Office of Conferences and Meetings.


3.
Division of Language Services


Through the Division Chief and the Division staff:

a.
Provides interpretation and translation services in the official languages of the Organization to all the organs of the Organization.
b.
Coordinates the scheduling and provision of language services at and away from headquarters. 

c.
Through appropriate tests and interviews, evaluates translators and interpreters seeking to provide conference- and meeting-related services, and in conjunction with the Office of Human Resource Services, maintains a registry of those individuals, by the member state in which they reside, who have demonstrated sufficient skill, competence, and other qualifications to the satisfaction of the General Secretariat.
d.
Advises the Chief of the Division of Conference Services regarding the preparation of the draft annual calendar of conferences and meetings, particularly on issues relating to translation and interpretation needs and requirements.
e.
Directly translates and reviews translations of the publications, documents, and correspondence of the Organization in the official languages of the OAS, and reviews all the translations produced by contract translators.
f.
Provides advice to the Office of Human Resource Services on the requirements for retaining the services of contract interpreters, including custom and usage in the profession, technical competence, remuneration, work schedule, and necessary work-place conditions.
g.
Provides technical advice in the corresponding official languages to the style committees of the conferences and meetings of the organs of the Organization.
h.
Prepares texts for electronic transmission, and compares originals with the translations in the other official languages for accuracy, particularly with regard to documents to be signed by the Secretary General, the Assistant Secretary General, and other ranking officials of the Organization.
i.
Prepares and maintains an electronic database, organized by subject matter and organ, of titles, technical terminology, and OAS terminology, in all official languages of the Organization.
j.
Establishes and enforces quality standards for the services provided by the Division.


4.
Division of Printing, Distribution, and Information Services

Through the Division Chief and the Division staff:

a.
Provides all services connected with the processing and issuance of official documents relating to official conferences and meetings serviced by the General Secretariat, with the exception of meetings of the Office of the Secretariat of or the General Assembly, the Meeting of Consultation, the Permanent Council, and Subsidiary Organs,ensuring that they are properly registered, classified, reproduced, and distributed to the delegations and pertinent General Secretariat staff and officials, in all formats and media, including electronic, magnetic, optical and print, in accordance with professional standards and in a timely manner. 

b.
Administers and evaluates tests and certifies the qualifications of persons assigned to provide services in the Division.
c.
Advises the Chief of the Division of Conference Services on the preparation of the draft annual calendar of conferences and meetings in relation to production and distribution of documents required.
d.
Receives, processes, and responds to requests for document services from the various dependencies of the General Secretariat and other organs of the Organization, including requests for registration, classification, translation, proofreading and correction of proofs, and review of documents in the official languages of the Organization to ensure compliance with established quality standards.
e.
Sends documents to the other dependencies of the General Secretariat and to other organs responsible for their distribution, and verifies timely delivery.
f.
Maintains constant and strict coordination with the other divisions of the Office of Conferences and Meetings, as well as with other dependencies of the General Secretariat responsible for reproducing and distributing documents in various formats and media.
g.
Compiles documents for conferences and meetings, and saves all language versions for filing in the archives of the Columbus Memorial Library.
h.
Maintains an electronic database for referencing the documents produced by the Division for the Organization and its organs.
i.
With the Office of Procurement and Facilities Management Services, the Columbus Memorial Library, and other dependencies of the General Secretariat, coordinates compliance with international norms for the management of documents, telecommunications, and systems development in relation to documents.
j.
Prepares standard electronic formats for the documents of the Organization and training of personnel of the General Secretariat and other organs in their use.

ANNEX C

DEPARTMENT OF HUMAN RIGHTS

GENERAL SECRETARIAT

Department of Human Rights (6)


ANNEX C

DEPARTMENT OF HUMAN RIGHTS

I.  ORGANIZATIONAL STRUCTURE

A.
The Department of Human Rights (DHR) shall consist of the Executive Office of the Director of the DHR and of the following dependencies, as set out in this Annex and in the organizational chart: 

1.
Office of the Executive Secretariat of the Inter-American Commission on Human Rights;

2.
Office of the Inter-American Children’s Institute; and

3.
Office of the Permanent Secretariat of the Inter-American Commission of Women. 

B.
The DHR and its dependencies are under the overall direction and supervision of the Director of the DHR, pursuant to the provisions of the General Standards, the General Assembly’s program-budget resolution, and other pertinent rules and regulations of the General Secretariat.

C.
The Director of the DHR, in consultation with the staff member in charge of each dependency, shall determine the personnel structure and budget of each. 

II.  EXECUTIVE OFFICE OF THE DIRECTOR OF THE DEPARTMENT OF HUMAN RIGHTS
A.
Structure
1.
The Executive Office of the Director of the DHR shall consist of the Director, who is directly responsible to the Secretary General and to the Assistant Secretary General, in accordance with the corresponding Directives, and of the staff assigned to the Office.

2.
In accordance with the program-budget, applicable resolutions of the General Assembly, and the rules and regulations of the General Secretariat, the Director of the DHR is responsible for establishing an internal structure for the Department that assures efficiency, competence, and responsiveness with the resources provided. 

B.
Responsibilities and functions
1. 
Coordinates the activities of the General Secretariat in all political, technical, and administrative General Secretariat matters related to human rights.  In particular, the Office will be responsible for coordinating all services that the General Secretariat must provide for the Inter-American Commission on Human Rights (IACHR), the Inter-American Children’s Institute (IIN), and the Inter-American Commission of Women (CIM).
2.
Facilitates General Secretariat activities in the area of human rights, by avoiding overlapping work and duplication of expenses and making better use of the resources available.

3.
Advises the Secretary General and keeps him informed of all human-rights-related matters and the activities coordinated by the Organization in this area, including the political, technical, and administrative aspects.

4.
Represents the Secretary General in the exercise of his rights and responsibilities vis-à-vis the IACHR, the IIN, and the CIM.

5.
Coordinates the technical and administrative support that the General Secretariat provides for human rights activities of the Executive Secretariat of the IACHR, the Office of the IIN, and the Executive Secretariat of the CIM.

6. 
Coordinates the technical and administrative work of the Executive Secretariat of the IACHR, the Office of the IIN, and the Executive Secretariat of the CIM.

7.
Keeps track of links and relations between ministerial and other sectoral meetings and distributes the information arising out of them to the organs whose activities it coordinates.

8.
Coordinates on a regular basis with the permanent representatives of member states and permanent observers on all matters for which it is responsible.

9.
Maintains and coordinates cooperation ties with civil society organizations active in the area of human rights.

10.
Coordinates with the Inter-American Indian Institute (III) and the Inter-American Court of Human Rights, as well as other international, national, public, and private organizations concerned with human rights issues. 


11.
Prepares reports for the Secretary General and the Assistant Secretary General.


12.
Presents reports and documents on its activities to the General Assembly, the Summit Implementation Review Group (SIRG), the Permanent Council, the Inter-American Council for Integral Development (CIDI), and other organs and entities of the Organization on behalf of the Secretary General, whenever he so requests.

13.
Recommends to the Secretary General measures to ensure optimal use of resources and minimum duplication of functions in the areas it coordinates.

14.
Performs other activities associated with the functions assigned to the Department, as requested by the Secretary General or Assistant Secretary General.

III.  OFFICE OF THE EXECUTIVE SECRETARIAT OF THE

INTER-AMERICAN COMMISSION ON HUMAN RIGHTS

A.
Structure


1.
The Office is also the Executive Secretariat of the IACHR and shall consist of the Director, who is, at the same time, Executive Secretary of the IACHR, and of the staff assigned to the Office.


2.
The Executive Secretary of the IACHR is in charge of the Executive Secretariat of the IACHR and shall administer, coordinate, and assume technical responsibility for the work of the Office and the performance and productivity of the staff assigned to it.


3.
In accordance with the program-budget, applicable resolutions of the General Assembly, and the rules and regulations of the General Secretariat, the Executive Secretary of the IACHR is responsible for establishing an internal structure for the Office that assures efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions

1.
Fulfills the functions assigned to the Executive Secretary of the IACHR and the Executive Secretariat of the IACHR in the Statute and Rules of Procedure of the IACHR, and those assigned by the IACHR and other competent organs, with the resources provided. 


2.
Fulfills the functions assigned by the Director of the DHR. 

IV.  OFFICE OF THE INTER-AMERICAN CHILDREN’S INSTITUTE

A.
Structure


1.
The Office is also the Secretariat of the IIN and shall consist of a Director, who is, at the same time, Director General of the IIN, and of the staff assigned to the Office.


2.
The Director General of the IIN is in charge of the Office of the IIN, and shall administer, coordinate, and assume technical responsibility for the work it does and for the performance and productivity of the personnel assigned to it.


3.
In accordance with the program-budget, applicable resolutions of the General Assembly, and the rules and regulations of the General Secretariat, the Director General of the IIN is responsible for establishing an internal structure for the Office that assures efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions

1.
Fulfills the functions assigned to the Director General of the IIN and the Office and Secretariat of the IIN in the Institute’s Statutes and Rules of Procedure and by the Directing Council of the IIN and other competent organs, with the resources provided.

2.
Fulfills the functions assigned to it by the Director of the DHR.

V.  OFFICE OF THE PERMANENT SECRETARIAT OF THE INTER-AMERICAN COMMISSION OF WOMEN
A.
Structure


1.
The Office is also the Permanent Secretariat of the the Inter-American Commission of Women (CIM) and it shall consist of the Director, who is, at the same time, Executive Secretary of the CIM, and of the staff assigned to the Office.


2.
The Executive Secretary of the CIM is in charge of the Commission’s Executive Secretariat and shall administer, coordinate, and assume technical responsibility for the work of the Office and the performance and productivity of the staff assigned to it.


3.
In accordance with the program-budget, applicable resolutions of the General Assembly, and the rules and regulations of the General Secretariat, the Executive Secretary of the CIM is responsible for establishing an internal structure for the Office that assures efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions

1.
Fulfills the functions assigned to the Executive Secretariat of the CIM and to the Permanent Secretariat of the CIM in the Commission’s Statute and Regulations, and those assigned by the Executive Committee of the CIM and other competent organs, with the resources provided. 


2.
Fulfills the functions assigned to it by the Director of the DHR.
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ANNEX D

DEPARTMENT OF DEMOCRATIC AND POLITICAL AFFAIRS

I.  ORGANIZATIONAL STRUCTURE

A.
The Department of Democratic and Political Affairs (DDPA) shall consist of the Executive Office of the Director and of the following dependencies, as set out in the organizational chart above and described more fully below:


1.
Corps of Special Representatives of the Secretary General;


2.
Office of Political Affairs, Ethics, and Transparency;


3.
Office for the Promotion of Democracy;


4.
Office for the Summits Process; and


5.
Units of the General Secretariat Away from Headquarters.

B.
The Director of the DDPA shall, in consultation with the corresponding Directors or Chiefs, define and establish the personnel structure and budget of each dependency.
C.
The DDPA and its dependencies are under the overall direction, supervision, and control of the Director of the DDPA, pursuant to the corresponding provisions of the General Standards, the General Assembly’s program-budget resolution, and other norms governing the General Secretariat.

II.  EXECUTIVE OFFICE OF THE DIRECTOR OF THE DEPARTMENT OF DEMOCRATIC AND POLICITAL AFFAIRS
A.
Structure

1.
The Executive Office of the Director (“Executive Office”) shall consist of:  (a) the Director, who is responsible to the Secretary General and to the Assistant Secretary General, in accordance with the corresponding Directives; and (b) other necessary support staff.


2.
In accordance with the program-budget, applicable resolutions of the General Assembly, and the rules and regulations of the General Secretariat, the Director is responsible for establishing an internal structure for the Department that assures efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions


1.
Serves as the principal advisory office on all political matters for the Secretary General, Assistant Secretary General, and political organs of the Organization, within guidelines and/or instructions of the Secretary General.

2.
Through the Director, represents the Secretary General and the Assistant Secretary General in missions, at international meetings, before the OAS political bodies, and in other events dealing with political affairs and issues.

3.
Assists and advises the Secretary General and the Assistant Secretary General in selecting and recruiting the Corps of Special Representatives of the Secretary General.

4.
Prepares, in consultation with the Directors of the Department’s dependencies, the proposed program-budget of the Department and of its dependencies, in accordance with all applicable norms.

5.
Is responsible for the management of the Department and the execution of the Department’s program-budget in accordance with the instructions of the Secretary General, the program-budget, the pertinent resolutions of the General Assembly, and other rules and regulations of the General Secretariat.

6.
Coordinates and supervises the dependencies of the Department to avoid duplication of work and assure the efficient and effective utilization of resources to comply with assigned mandates and requests from the political organs and the member states.

7.
Performs other duties related to political affairs as assigned by the Secretary General and/or the Assistant Secretary General, as the case may be.

III.  CORPS OF SPECIAL REPRESENTATIVES OF

THE SECRETARY GENERAL

A.
Structure

1.
The Corps of Special Representatives of the Secretary General is made up of individuals recognized and respected throughout the Hemisphere for their integrity, fairness, and accomplishments in the areas of politics and diplomacy.

2.
The Corps of Special Representatives is a dependency of the Office of the Secretary General. Each Special Representative shall be directly responsible to the Secretary General, or to the Assistant Secretary General, if the Secretary General so directs.

3.
As requested, Special Representatives shall agree to serve as representatives and advisors to the Secretary General for special missions relating to conflict resolution on an ad hoc basis. The General Secretariat will pay their reasonable travel expenses and per diem when they are in service. In those cases where special funds are available, Special Representatives may receive an honorarium under a performance contract or they may be retained under a short-term contract or trust appointment. When they are serving as volunteers or are on loan with remuneration from another institution, they may be given the status of associate staff members under the pertinent provisions of the General Standards and Staff Rules, to facilitate the extension of privileges and immunities to them while on special mission.

B.
Responsibilities and functions
1.
Special Representatives may be required to perform any of the following functions:

a.
Serve as Chief of Mission and Representative of the Secretary General in a special mission formed to facilitate the resolution of conflicts in the Hemisphere through diplomacy and mediation;

b.
Serve as a team member of a special mission formed to facilitate the resolution of conflicts in the Hemisphere through diplomacy and mediation;

c.
Serve as an advisor to the Secretary General in international conflict resolution issues; and

d.
Report to the Secretary General and, as requested by the Secretary General, to the political bodies of the Organization on the services and activities performed as a Special Representative. 

IV.  OFFICE OF POLITICAL AFFAIRS, ETHICS, AND TRANSPARENCY

A.
Structure

1.
The Office of Political Affairs, Ethics, and Transparency (OPAET) shall consist of an Office Director, who is responsible to the DDPA Director, and of the OPAET staff.


2.
The OPAET Director manages, coordinates, and has technical responsibility for the OPAET staff.


3.
In accordance with the approved program-budget and the internal rules of the General Secretariat, and subject to approval by the Director of the DDPA, the Director of the OPAET is responsible for directing an internal structure for the OPAET that enables the Office to carry out its functions and responsibilities efficiently, responsively, and effectively.

B.
Responsibilities and functions

1.
Provides and coordinates technical mission support services for missions assigned to the DDPA by the Secretary General or the Assistant Secretary General, including those involving territorial disputes and conflict resolution, but excluding electoral observation missions supported by the Office for the Promotion of Democracy.

2.
Provides advisory services and analytical reports on political issues as assigned by the DDPA Director.

3.
Provides technical expertise to the DDPA Director and other office and department directors on ethics and transparency in government and develops and assists in implementing projects in that area.

4.
Coordinates and provides backup support and secretariat services for the Corps of Special Representatives of the Secretary General.

V.  OFFICE FOR THE PROMOTION OF DEMOCRACY

A.
Structure

1.
The Office for the Promotion of Democracy (OPD) shall consist of an Office Director, who is responsible to the DDPA Director, and of the OPD staff.


2.
The OPD Director manages, coordinates, and has technical responsibility for the OPD staff.


3.
In accordance with the approved program-budget and the internal rules of the General Secretariat, and subject to the approval by the Director of the DDPA, the Director of the OPD is responsible for directing an internal structure for the OPD that enables the Office to carry out its functions and responsibilities efficiently, responsively, and effectively.

B.
Responsibilities and functions
1.
Provides a program of support for democratic development, which can respond promptly and effectively to member states which, in the full exercise of their sovereignty, request advice or assistance to preserve or strengthen their political institutions and democratic procedures.
2.
Functions as the sole program for democratic development for the General Secretariat.
3.
Cooperates with the governments and institutions of the member states in holding seminars and training programs in the area of democratic development.
4.
Encourages dialogue on democratic principles and values within the Hemisphere.
5.
Advises the DDPA on matters related to the work of the Office.
6.
Coordinates the relations of the Office with other areas of the General Secretariat.
7.
Coordinates with other multilateral organizations, with governments and private institutions, and with missions concerned with democratic development.
8.
Develops inventories and data banks of individuals and institutions specializing in political studies on democratic systems and institutions as well as human and material resources for carrying out missions, training, and other activities.
9.
Develops standards and procedures for organizing electoral observation missions.
10.
Plans, coordinates, and administers electoral observation missions and other projects related to democratic development.
11.
Plans and coordinates courses, seminars, roundtables, and training programs to facilitate the exchange of information and expertise in order to strengthen political institutions and democratic procedures in the member states.
12.
Responds to inquiries and requests for information in the area of democratic development posed by the governing bodies and member states of the Organization.

13.
Prepares reports, as required under pertinent agreements, resolutions, and administrative issuances of the Secretary General, for review by the Secretary General, donors, and the OAS political organs.

VI.  OFFICE FOR THE SUMMITS PROCESS

A.
Structure

1.
The Office for the Summits Process (OSP) shall consist of an Office Director, who is responsible to the DDPA Director, and of the OSP staff.


2.
The OSP Director manages, coordinates, and has technical responsibility for the OSP staff.


3.
In accordance with the approved program-budget and the internal rules of the General Secretariat, and subject to approval by the Director of the DDPA, the Director of the OSP is responsible for directing an internal structure for the OSP that enables the Office to carry out its functions and responsibilities efficiently, responsively, and effectively.

B.
Responsibilities and functions
1.
Serves as Secretariat of the Summits Process by offering technical and administrative support to the Executive Council, the Steering Committee, and the Summit Implementation Review Group (SIRG), in conformity with the agreements of the Quebec City Summit.
2.
Furnishes technical support to the Committee on Inter-American Summits Management and Civil Society Participation in OAS Activities (CISC).
3.
Maintains and operates the “Summit of the Americas Information Network” and the institutional memory of the Summits process.
4.
Supports the linkage of the ministerial and other sectoral meetings of the Summits process, the relations between them, and the distribution of information from those meetings to the follow-up mechanisms of the Summits process.  To that end, the OSP and the responsible technical unit will jointly produce a report, which the former will submit to CISC on behalf of the General Secretariat.
5.
Coordinates the execution of Summit mandates with OAS organs and with the dependencies of the General Secretariat involved in their implementation.
6.
Coordinates the activities regarding the participation of civil society in the Summits process.
7.
Advises and makes recommendations to the Secretary General through the DDPA for the adoption of methods to ensure that the Summit follow-up activities that correspond to the General Secretariat are efficiently coordinated and respond to the necessities and expectations of the member states.
8.
Informs the Secretary General, through the DDPA, about the status of implementation of the Summit mandates and also informs the other political bodies and organs of the Organization.
9.
Serves as the Secretariat of the Joint Working Group formed by the General Secretariat of the OAS, the Inter-American Development Bank (IDB), the Pan American Health Organization (PAHO), and the Economic Commission for Latin America and the Caribbean (ECLAC), with the participation of the World Bank and the Inter-American Institute for Cooperation on Agriculture (IICA).
10.
Coordinates the fulfillment of the Summit mandates with the other international organizations involved in the Summits process through the Joint Working Group described in the previous paragraph.
11.
Coordinates information about the activities of the subregional financial institutions and cooperation agencies in support of the execution of the Summit mandates.
12.
Presents reports to the SIRG and to the Ministers of Foreign Affairs about the activities carried out by the regional organizations involved in the Summits process in fulfillment of the mandates of the Plans of Action.
13.
Maintains and operates the information systems of the Western Hemisphere Transportation Initiative (WHTI).
14.
Maintains and operates the Virtual Office of the Inter-Summit Property Registration Systems Initiative (IPSI) with the support of the United States Agency for International Development (USAID).
15.
Disseminates information about OAS activities related to the implementation of the mandates emanating from the Summits process.
16.
Administers the Specific Fund for the financing of support activities for the SIRG, with the logistical support of the Department for Administration and Finance.
17.
Convokes a meeting in the first and third quarters of each year of all areas of the General Secretariat that have responsibility for providing services to ministerial meetings, for the purpose of increasing coordination and the interchange of experiences to facilitate progressive improvement in the efficiency of services provided.
18.
Performs the duties assigned to the Secretariat for the Summit Process under Executive Order No. 02-04.
19.
Carries out any other functions assigned by the Secretary General or the Director of the DDPA in relation to the Summits process.

VII.  UNITS OF THE GENERAL SECRETARIAT AWAY

FROM HEADQUARTERS

A.
Structure

1.
Each Unit of the General Secretariat Away from Headquarters shall be directed by a Unit Chief, responsible to the Director of the DDPA through a coordinator in the DDPA Director’s Office.  The Chief may also be known as the “Director of the Office,” only for purposes of external relations and the agreements with the member states on privileges and immunities and the establishment of an office in the duty station.  For those same purposes only, the unit may be known as “the Office of the General Secretariat” in the member state where it is located or as the “National Office.”


2.
Each Unit Chief shall be supported by administrative support staff in accordance with the applicable norms established by the competent authorities.

B.
Responsibilities and functions

1.
Provides basic support for technical cooperation activities in the member states.

2.
Provides administrative support for and publicizes OAS fellowships in the member states.

3.
Maintains an institutional presence for the OAS in the member states.

4.
Provides public information on OAS activities and events in the member states.

5.
Supports the activities of the General Secretariat’s departments, offices, and other entities in implementing the functions and assignments assigned to them.

6.
Prepares and sends to headquarters financial and substantive reports on their activities and projects, as requested by the competent authorities.

7.
Maximizes opportunities for cooperation, both administratively and operationally, with the offices of public-related international organizations in the duty station.

8.
Performs such other related duties as assigned by the Director of the DDPA and by the Secretary General and the Assistant Secretary General, through the Director of the DDPA.
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ANNEX E

DEPARTMENT OF INTEGRAL DEVELOPMENT

I.
STRUCTURE

A.
The Department of Integral Development (DID) shall consist of the Executive Office of the Director of the DID / Executive Secretary for Integral Development / Director General of the Inter-American Agency for Cooperation and Development (IACD) and of the following dependencies, as set out in this Annex and in the organizational chart:


1.
Office of Education, Science, and Technology


2.
Office of Sustainable Development and Environment


3.
Office of Scholarships, Training, and Information Technology


4.
Office of Trade, Growth, and Competitiveness


5.
Office of Development Policies and Programs


6.
Office of the Executive Secretariat of the Inter-American Telecommunication Commission
B.
The Director of the DID, in coordination with the director of each of its dependencies, shall determine the staff structure and the budget of each dependency.

C.
The DID and its dependencies are under the direction and supervision of the Director of the DID, in accordance with the General Standards, the the General Assembly’s program-budget resolution, and all other norms governing the General Secretariat.

II.
EXECUTIVE Office of the Director of the DID / Executive Secretary for Integral Development / Director General of the IACD
A.
Structure

1.
The Executive Office of the Director of the DID shall consist of the Director of the DID, who shall report directly to the Secretary General, in accordance with the pertinent Directives, and of the assigned staff.  The Director of the DID is also the Executive Secretary for Integral Development and the Director General of the IACD.


2.
The Executive Office of the Director of the DID shall be responsible for the Section for the Coordination of External Fundraising.


3.
In accordance with the program-budget, applicable resolutions of the General Assembly, and the rules and regulations of the General Secretariat, the Director of the DID is responsible for establishing an internal structure for the Department that assures efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions

1.
Directs, coordinates, and supervises the work and activities of the General Secretariat as they pertain to integral development.

2.
Fulfills the functions assigned by the OAS Charter to the Executive Secretariat for Integral Development (SEDI) and those established in the Statutes of the Inter-American Council for Integral Development (CIDI), the Statutes of the IACD, and other rules and regulations of the Organization.

3.
Represents the Secretary General in cooperative relations with the Inter-American Development Bank (IDB), the Inter-American Institute for Cooperation on Agriculture (IICA), and the Pan American Institute of Geography and History (PAIGH), and coordinates relations between those institutions and the dependencies of the DID.

4.
Coordinates preparation of the proposed program-budget for consideration by the Secretary General and by the competent political organs of the Organization, and monitors execution of the DID budget approved by the General Assembly, with the participation of each of the other DID dependencies.

5.
Plans, directs, and renders all operational and functional services required for the DID’s activities.

6.
Prepares, through the Department for Administration and Finance (DAF), all financial reports of the DID, in accordance with the accounting and finance principles adopted by the Organization.  Coordinates and monitors, with the DAF, the recording and timely and effective execution of all financial operations.  Prepares the financial statements and reports of the funds, subfunds, accounts, and special subsidiary accounts for audit.

7.
Renders technical secretariat services to committees, boards, or working groups related to its area of competence.

8.
Supervises the management of the resources and disbursements provided for in the program-budget, and of the specific, trust, or other funds entrusted to the DID, in accordance with the relevant standards and agreements for the functions assigned.

9.
Supports the linkage of ministerial meetings and other sectoral meetings, the ties among them, and the distribution of information arising from them to the bodies whose activities it coordinates.

10.
Coordinates with permanent representatives of member states and of permanent observers on all matters within its purview.

11.
Coordinates with other organizations that work in the area of integral development.

12.
Advises the Secretary General and keep him informed of all matters relating to integral development and to the coordination of activities carried out in this field in the OAS framework, including their political, technical, and administrative aspects.

13.
Prepares reports for the Secretary General and for the Assistant Secretary General.

14.
Submits reports and documents on its activities to the General Assembly, to the Summit Implementation Review Group (SIRG), to the Permanent Council, to CIDI, and to other bodies and entities of the Organization, on behalf of the Secretary General, whenever the latter so requires.

15.
Issues recommendations to the Secretary General for ensuring optimal use of resources and preventing the duplication of functions in areas under its direction.
16.
Carries out other activities related to the functions assigned to the DID, as requested by the Secretary General or the Assistant Secretary General.
17.
Coordinates with the permanent representatives of the member states and of the permanent observers on all matters for which it is responsible.   

C.
Section for the Coordination of External Fundraising

1.
Structure

The Section for the Coordination of External Fundraising shall be directed by the Director of the DID.


2.
Responsibilities and functions
a.
Coordinates, advises, and supports the administrative dependencies of the DID and, in particular, the other departments and offices of the General Secretariat in the formulation, promotion, and negotiation of agreements for external fundraising with public and private development cooperation agencies of member states, permanent observers, and other states, and with regional and international cooperation agencies, financial institutions, and other bodies.
b.
Supports the Trust for the Americas, in keeping with the framework cooperation agreement between the Trust and the General Secretariat.
c.
Prepares reports for the DID.
d.
Recommends measures for increasing external funding.
e.
Conducts other activities related to the functions assigned to the Section.
III.
Office of Education, Science, and Technology

A.
Structure

1.
The Office of Education, Science, and Technology (OEST) shall consist of a Director, who shall report to the Director of the DID, and of the assigned staff.


2.
The OEST shall consist of: (a) the Division of Social Development, Education, Science, and Technology; and (b) the Division of Inter-American Culture.


3.
The Director of the OEST shall manage, coordinate, and bear technical responsibility for OEST staff.


4.
In accordance with the program-budget and the rules and regulations of the General Secretariat, and subject to approval by the Director of the DID, the Director of the OEST is responsible for establishing an internal structure for the Office that assures efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions
1.
Advises the Director of the DID and keeps him or her informed of all matters relating to the Office’s area of responsibility and to the coordination of activities on such topics in the OAS framework, including their political, technical, and administrative aspects.
2.
Supports the linkage of ministerial meetings and other sectoral meetings, the ties among them, and the distribution of information arising from them to the bodies whose activities it coordinates.
3.
Prepares reports for the Director of the DID.
4.
Issues recommendations to the Director of the DID for ensuring optimal use of resources and preventing the duplication of functions in areas under its coordination.
5.
Conducts other activities related to the functions assigned to the Office, as requested by the Director of the DID.
C.
Division of Social Development, Education, Science, and Technology

1.
Structure

The Division of Social Development, Education, Science, and Technology shall consist of a Chief, who shall report to the Director of the OEST, and of the assigned staff.


2.
Responsibilities and functions
a.
Supports the member states, with prior approval from the Director of the DID, in the formulation, design, and evaluation of policies, programs, and courses of action to promote the eradication of poverty and promote social and educational development, especially in the areas of strengthening educational systems and promoting employment.
b.
Fosters regional and hemispheric dialogue on the most important and pressing problems related to social development, education, and the eradication of poverty.
c.
Participates in identifying, systematizing, publicizing, and discussing successful experiences in the application of policies and programs for social and educational development.
d.
Renders specific technical support for the execution of demonstration and pilot projects involving the application of social and educational development policies.
e.
Conducts baseline studies and research on the status and course of social and educational development in the countries of the Hemisphere and identifies and systematizes effective policies, programs, and courses of action for fostering social and educational development and alleviating poverty.
f.
Helps to strengthen information systems in the social and educational sectors in the member states, which effort shall include support in standardizing both the definitions of social and educational indicators and the methods used to arrive at such figures, so as to ensure their comparability in the various member states.
g.
Identifies, publishes, and helps to develop methods to ensure effective and efficient policies, programs, and projects in the social and educational development area, drawing on the expertise of governmental, nongovernmental, and private-sector institutions.
h.
Promotes and participates in organizing and imparting instruction and training for officials of governmental and nongovernmental institutions responsible for social and educational development programs, with special emphasis on those acting under a decentralized structure at the municipal, provincial, state, and regional levels.
i.
Advises CIDI on matters in the Division’s area of competence, when so requested by CIDI or so instructed by the Director of the DID.
j.
Supports the DID in pursuing initiatives, programs, and projects for horizontal cooperation among member states, so as to promote collective action and thus strengthen their efforts to advance social and educational development and fight poverty.
k.
Supports the DID in organizing and following up on ministerial forums held in the social and educational development fields in the CIDI framework, helping in particular to provide the technical secretariat services these forums require and those necessary for the operation of the nonpermanent specialized committees CIDI establishes in connection with the social and educational sector, in particular the Inter-American Committee on Social Development of CIDI.
l.
Works with the DID both in identifying, formulating, and designing inter-American partnership programs in the social and educational development area and in evaluating specific projects and activities under those programs.
m.
Performs specific tasks assigned it by the Director of the DID to assist the Organization in fulfilling the responsibilities entrusted to it by the member states in the areas of social and educational development.
n.
Coordinates the awarding of the Andrés Bello Inter-American Education Prize.
o.
Assists in strengthening technical capacity and programs in the Hemisphere that have a science and/or technology component, especially by effectively helping the Organization to attain its present and future objectives in the areas of trade, democracy, environment, and social development.
p.
Supports the member states in the design, formulation, implementation, and evaluation of scientific and technological development policies, and of programs and strategies, especially those relating to the development of networks connecting institutions and information networks geared toward promoting scientific and technological cooperation; strengthening small and medium-size enterprises to increase productivity and generate employment; and fostering sustainable development strategies.
q.
Promotes regional and hemispheric dialogues to link scientific and technological efforts with the highest priorities identified in the Strategic Plan for Partnership for Development.
r.
Helps to identify successful experiences in the implementation and development of science and technology development policies, and helps to circulate the information derived from those experiences.
s.
Facilitates information-sharing on the status and course of scientific research and technological innovation in the countries of the Hemisphere and on policies, programs, and courses of action of common interest to the member states.
t.
Organizes, in conjunction with the Director of the DID, ministerial meetings and meetings of any other governmental representation mechanism in the areas of science and technology, integrated into the CIDI framework, in particular by providing technical support to the secretariat of the nonpermanent specialized committees CIDI is to establish in the areas of science and technology.
u.
Works with the Director of the DID both in identifying, formulating, and designing inter-American cooperation programs in the science and technology area and in evaluating specific projects and activities under those programs.
v.
Focuses on the application of science and technology to improve competitiveness in the productive sector, modernize the government sector, strengthen research and development, and link them to the productive sector.
w.
Supports activities involved in the application of sound, competitive technologies and initiatives related to quality, standardization, and metrology, with emphasis on small and medium-size enterprises.
x.
Works with the Director of the DID in rendering secretariat services to the Permanent Committee of the Common Market of Scientific and Technological Knowledge Program (MERCOCYT) in its capacity as a forum for hemispheric dialogue on science and technology and as a mechanism for implementing the Plan of Action adopted by the ministries responsible for science and technology in Cartagena; and assists in organizing future ministerial meetings in the CIDI framework.
y.
Coordinates the awarding of the inter-American science prizes.

D.
Division of Inter-American Culture

1.
Structure


The Division of Inter-American Culture shall consist of a Chief, who shall report to the Director of the OEST, and of the assigned staff.


2.
Responsibilities and functions
a.
Fosters regional and hemispheric dialogue on the most important problems related to the protection and promotion of cultural values of the Americas and respect for cultural diversity.
b.
Provides technical and administrative support in its areas of competence to inter-American forums for the design, formulation, development, and harmonization of cultural policies and the identification of measures and programs to strengthen government efforts in this area and, when appropriate, participates actively in high-level international meetings.
c. Designs and formulates policies on cultural issues in the inter-American arena.
d. Provides technical support to, and works with, the member states in formulating national policies aimed at improving means and mechanisms for promoting integral cultural development in the region.
e. Designs, identifies, and executes pilot projects and activities in strategic action areas.
f. Supports efforts in the Hemisphere to protect, conserve, enhance, inventory, and publicize archaeological, historical, artistic, and scientific heritage.
g. Promotes ongoing cultural exchange among public and nongovernmental institutions, universities, experts, researchers, and administrators in the cultural field in the member states, fostering and coordinating regional and international meetings, seminars, and conferences for the comparison of experiences and the sharing of findings.
h. Promotes, supports, and participates in the instruction and training of staff of government institutions and nongovernmental organizations, program managers, and grassroots leaders, at all levels (municipal, provincial, state, regional, national, and hemispheric), through seminars, courses, internships, or horizontal cooperation.
i. Fosters and supports the establishment of data banks and information networks with which to study the status and evolution of cultural development in countries of the region and research and analyze relevant issues.  Promotes the establishment of, or, if appropriate, strengthens information systems in the member states.  Facilitates and increases information exchange on cultural subjects using various technologies, including electronic communications media.
j. Identifies and promotes effective policies, approaches, and strategic activities to foster horizontal partnership and promote close cooperation with permanent observers to the Organization.
k. Works closely with the appropriate agencies of the United Nations, such as UNESCO, with inter-American organizations, with national, regional, and international organizations, and with multilateral banks, civil society organizations, and the private sector in planning and executing programs, projects, and activities and in seeking alternate funding sources, such as national and multinational corporations and private foundations.
l. Promotes greater understanding of the contribution of artists of the Americas in fields such as music, dance, literature, and film, and, to that end, serves as a liaison between creators of culture and institutions involved in publicizing and distributing it.  Supports art instruction and training and seeks to improve the quality of art education by publicizing approaches that could be copied.
m. Develops and administers a publications program intended to foster, publicize, and enrich the cultural heritage of the Americas.
n. Administers and coordinates the prize-granting program, the Gabriela Mistral Inter-American Culture Prize, the Marcus Garvey Research Fellowship Prize, and similar prizes that may be established in the future to recognize the achievements of persons and institutions, including artists, researchers, educators, and artisans of the Hemisphere. 

o. Provides support and technical advice to the Inter-American Council for Integral Development (CIDI) and its Permanent Executive Committee, to the General Assembly, to the Permanent Council, and to the organs and agencies of the Organization in its areas of competence.
p. Works with the Executive Secretariat of CIDI to identify, formulate, design, and evaluate inter-American partnership programs in the field of cultural development, and in evaluating projects arising from those programs.  Works also with the other areas of the General Secretariat that promote cultural development.
q. Carries out specific tasks assigned by the competent authorities for discharging the responsibilities entrusted to the Organization by the member states in the area of integral cultural development.

IV.
OFFICE OF SUSTAINABLE DEVELOPMENT AND ENVIRONMENT

A.
Structure

1.
The Office of Sustainable Development and Environment (OSDE) shall consist of a Director, who shall report to the Director of the DID, and of the assigned staff. 


2.
The Director of the OSDE shall be in charge of the OSDE and shall manage, coordinate, and have technical responsibility for OSDE staff.


3.
In accordance with the program-budget and the rules and regulations of the General Secretariat, and subject to approval by the Director of the DID, the Director of the OSDE is responsible for establishing an internal structure for the Office that assures efficiency, competence, and responsiveness with the resources provided.
B.
Responsibilities and functions


1.
Provides technical and administrative support for the Organization's efforts to become the principal inter-American forum for formulating sustainable development and environmental policy for the region, by: (a) helping to identify shared environmental problems; (b) developing solutions to those problems; (c) analyzing their political, economic, and social consequences; and (d) proposing priorities for preventive action.

2.
Renders technical and administrative support in its area of competence to hemispheric and subregional conferences, to specialized networks and initiatives, to workshops and seminars, and to other organs, agencies, and entities of the Organization.

3.
Provides advice and technical support to the General Secretariat in activities related to sustainable development and the environment, including programs focused on the development and codification of environmental law, the transfer of environmentally sound technology, and environmental education.

4.
Formulates, evaluates, and executes technical cooperation projects consistent with its expertise and the availability of internal or external funding, or concentrating on multinational activities, in the fields in which the Organization has a comparative advantage.  Those fields include, but are not limited to, integral development of water resources, especially international river basins; sustainable development of border areas; area management, coastal zone management, and adaptation to climate change; biodiversity conservation; environmental management and free trade; mitigation of natural disasters; environmental degradation and human health; renewable energy; and public participation and land management.

5.
Facilitates the exchange of information related to sustainable development and the environment in the region through access to databases and the use of modern electronic means as a complement to traditional information systems.

6.
Promotes, and collaborates and cooperates with, other regional, international, and nongovernmental organizations working in its area of competence, such as the World Bank and its related institutions; the IDB; the Secretariat of the Global Environment Facility (GEF); the Pan American Health Organization; the United Nations Environment Programme; the United Nations Development Programme; the European Union; the agencies of the Caribbean Community (CARICOM) and the Central American Integration System (SICA); and others deemed pertinent by the Director of the DID and the Secretary General.

V.
Office of Scholarships, Training, and Information Technology
A.
Structure

1.
The Office of Scholarships, Training, and Information Technology (OSTIT) shall consist of a Director, who shall report directly to the Director of the DID, and of the assigned staff.


2.
The OSTIT shall comprise: (a) the Division of Scholarships and Training for Human Development; and (b) the Division of Information Technology for Human Development.


3.
The Director of the OSTIT shall be in charge of the OSTIT and shall manage, coordinate, and have technical responsibility for OSTIT staff.

4.
In accordance with the program-budget and the rules and regulations of the General Secretariat, and subject to approval by the Director of the DID, the Director of the OSTIT is responsible for establishing an internal structure for the Office that assures efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions
1.
Advises the Director of the DID and keeps him or her informed of all matters relating to the Office’s area of responsibility and to the coordination of activities on such topics in the OAS framework, including their political, technical, and administrative aspects.
2.
Supports the linkage of ministerial meetings and other sectoral meetings, the ties among them, and the distribution of information arising from those meetings to the bodies whose activities it coordinates.
3.
Coordinates with other organizations that work on topics related to its area of responsibility.
4.
Prepares reports for the Director of the DID.

5.
Issues recommendations to the Director of the DID for ensuring optimal use of resources and preventing the duplication of functions in areas under the Office’s coordination.
6.
Prepares annually, with the Division Chiefs, the preliminary proposed program-budget of the Office, and collaborates on incorporating it at the DID level for approval by the Director of the DID.  Executes the budget approved for the Office by the General Assembly.
7.
Conducts other activities related to the functions assigned to the Office, as requested by the Director of the DID.

C.
Division of Scholarships and Training for Human Development

1.
Structure

The Division of Scholarships and Training for Human Development shall consist of a Chief, who shall report to the Director of the OSTIT, and of the assigned staff.


2.
Responsibilities and functions
a.
Promotes the development, training, and refresher training of human resources in member states through scholarship and training programs, educational loans, and professional and academic exchanges.
b.
Forms strategic alliances for the awarding of scholarships and for the expansion, consolidation, enhancement, and diversification of scholarship services provided to member states in the areas of training, development, refresher training, and retraining, so as to improve their effectiveness and efficiency. 
c.
Plans and promotes new approaches to scholarships and human resource development, to ensure proper administration of existing OAS programs, and provides advice on those topics for consideration by the Organization’s policy-making bodies.
d.
Administers the obligation and disbursement of Scholarship and Training Fund resources.
e.
Maintains an electronic system for the management and oversight of scholarship programs and updates the various databases on its services and target populations.
f.
Raises financial resources for the various types of scholarship and training activities and programs.
g.
Assists in organizing, developing, and maintaining information on human resource development programs, projects, and activities, using the DID Websites.
h.
In accordance with Executive Order No. 02-2, provides administrative supervision of the Technical Secretariat of the Rowe Fund, to provide the necessary administrative support, and to explore means of collaboration with the Leo S. Rowe Fund on matters of shared interest.
i.
Prepares, each year, the preliminary proposed program-budget of the Division, and assists in its incorporation at the OSTIT level.  Executes the budget approved for the Division by the General Assembly.
j.
Provide technical secretariat services to committees, subcommittees, boards, or working groups in its area of competence.
k.
Administers the resources and disbursements authorized under the program-budget, the resources of the specific funds and trust funds, or other resources entrusted to the DID, in accordance with the rules and agreements corresponding to the assigned functions.
D.
Division of Information Technology for Human Development

1.
Structure

The Division of Information Technology for Human Development shall consist of a Chief, who shall report directly to the Director of the OSTIT, and of the assigned staff.


2.
Responsibilities and functions
a.
Develops information systems based on state-of-the-art information and telecommunications technology so as to broaden access to quality information on human resource development opportunities at various levels and using various approaches and means, in order to expand awareness of training opportunities, distance learning programs, and similar activities existing in the member states and permanent observer states.
b.
Forms strategic alliances, in keeping with the guidelines set by Director of the OSTIT and the Director of the DID, for the expansion, consolidation, enhancement, and diversification of human resource development, from an interdisciplinary and multisectoral perspective, employing new information and telecommunications technologies.
c.
Plans, develops, and promotes new forms of on-line programs and other multimedia approaches to the training, development, upgrading, and retraining of human resources.
d.
Direct and maintains the DID Website and the Education Portal of the Americas, among others, and the electronic systems for the management and oversight of DID plans, programs, projects, and activities; and updates the various databases on its services and target populations.
e.
Devises fundraising strategies for the various types of human resource development activities, programs, and projects, both conventional and nonconventional.
f.
Fosters technical cooperation activities for countries of the region by developing prototype and experimental applications of modern information and communications technology resources to human resource development programs and to programs connected with the Institute of Advanced Studies for the Americas.
g.
Promotes agreements for mobilizing technical, operating, and financial resources with the government sector, civil society organizations, and private sector entities through increasingly self-sustaining strategic activities.
h.
Organizes, develops, directs, and maintains the DID’s electronic sites and portals in order to provide specialized information on the cooperation, collaboration, and exchange activities carried out in pursuit of the mandates of the Organization’s policy-making bodies.
i.
Maintains ties with the various areas of the General Secretariat, in keeping with guidelines set by the Director of the OSTIT and the Director of the DID, with permanent missions and permanent observers, and with specialized agencies and regional and international institutions, among others, in its areas of competence.
j.
Prepares, each year, the preliminary proposed program-budget of the Division, and assists in its incorporation at the OSTIT level.  Executes the budget approved for the Division by the General Assembly.
k.
Provides technical secretariat services to committees, subcommittees, boards, or working groups in its area of competence.
l.
Administers the resources and disbursements authorized under the program-budget, the resources of the specific funds and trust funds, or other resources entrusted to the DID, in accordance with the rules and agreements corresponding to the assigned functions.

VI.
Office of Trade, Growth, and Competitiveness
A.
Structure

1.
The Office of Trade, Growth, and Competitiveness (OTGC) shall consist of a Director, who shall report to the Director of the DID, and of the assigned staff.


2.
The OTGC shall comprise:  (a) the Trade Section and (b) the Tourism Section.


3.
The Director of the OTGC shall be in charge of the OTGC and shall manage, coordinate, and have technical responsibility for OTGC staff.


4.
In accordance with the program-budget and the rules and regulations of the General Secretariat, and subject to approval by the Director of the DID, the Director of the OTGC is responsible for establishing an internal structure for the Office that assures efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions
1.
Advises the Director of the DID and keeps him or her informed of all matters relating to the Office’s area of responsibility and to the coordination of activities on such topics in the OAS framework, including their political, technical, and administrative aspects.
2.
Supports the linkage of ministerial meetings and other sectoral meetings, the ties among them, and the distribution of information arising from those meetings to the bodies whose activities it coordinates.
3.
Coordinates with permanent representatives of member states and of permanent observers on all matters within its purview, in keeping with guidelines set by the Director of the DID. 

4.
Prepares reports for the Director of the DID.
5.
Issues recommendations to the Director of the DID for ensuring optimal use of resources and minimizing the duplication of functions in areas under the Office’s coordination.
6.
Conducts other activities related to the functions assigned to the Office, as requested by the Director of the DID.

C.
Trade Section

1.
Structure

The Trade Section shall consist of a Chief, who shall report to the Director of the OTGC, and of the assigned staff.


2.
Responsibilities and functions
a.
In keeping with guidelines set by the Director of the OTGC and the Director of the DID, supports member states in the follow-up of decisions taken on trade matters in the hemispheric arena.
b.
Renders technical support to the Special Committee on Trade.
c.
Ensures effective coordination with integration and cooperation organizations, both regional and subregional, in keeping with guidelines set by the Director of the OTGC and the Director of the DID.
d.
Strengthens trade information systems.
e.
Analyzes the various aspects of hemispheric trade relations.
f.
Supports the member states in their negotiation of bilateral or multilateral treaties, in keeping with guidelines set by the Director of the OTGC and the Director of the DID.

D.
Tourism Section

1.
Structure

The Tourism Section shall consist of a Chief, who shall report to the Director of the OTGC, and of the assigned staff.


2.
Responsibilities and functions
a.
Provides technical and administrative support to the Inter-American Travel Congresses, which are the principal forum for hemispheric tourism policy, by: (a) helping to identify the principal shared issues in the tourism area; (b) devising solutions to those problems; (c) studying their political, economic, and social consequences; (d) identifying innovative policy options that have been tested and proven in other parts of the world and facilitating access to them for member states; and (e) setting action priorities.
b.
Provides technical and administrative support on matters of integral and sustainable tourism development to the General Assembly, the Permanent Council, CIDI, CEPCIDI, and other organs, agencies, and entities of the Organization, and executing their mandates as required.
c.
Provides advisory and technical support to other sectors of the General Secretariat whose work is related to integral and sustainable tourism development.
d.
Provides technical and administrative support in its areas of competence to conferences, workshops, and seminars, both hemispheric and subregional.
e.
Devises, evaluates, and executes select technical cooperation projects that are compatible with its capacities and resources, and promotes practical agreements to bring about more fruitful cooperation among the public and private sectors.
f.
Facilitates the exchange of information related to integral and sustainable tourism development in the region, through access to databases and the use of modern electronic means as a complement to traditional information systems.
g.
Conducts studies and research on trends and perspectives in the tourism sector, so as to facilitate swifter adaptation of national policies and the formulation of creative responses to rapid changes in the tourism industry, including measures to facilitate tourism and approaches to assessing trends in tourism, the environmental impact of tourism, etc.
h.
Collaborates and cooperates with other international organizations, with subregional, regional, and international tourism organizations, with nongovernmental organizations working in its area of competence, and with the private sector, in keeping with guidelines set by the Director of the OTGC and the Director of the DID.
VII.
Office of Development POLICIES AND PROGRAMS
A.
Structure

1.
The Office of Development Policies and Programs (ODPP) shall consist of a Director, who shall report directly to the Director of the DID, and of the assigned staff.


2.
The ODPP shall comprise:  (a) the Division of Development Policies, which shall serve as Secretariat of CIDI, CEPCIDI, the Executive Board, and the Ministerial Meetings; and (b) the Division of Development Programs, which shall administer and evaluate the Special Multilateral Fund of CIDI (FEMCIDI) and other partnership-for-development projects and activities.


3.
The Director of the ODPP shall be in charge of the ODPP and shall manage, coordinate, and have technical responsibility for ODPP staff.


4.
In accordance with the program-budget and the rules and regulations of the General Secretariat, and subject to approval by the Director of the DID, the Director of the ODPP is responsible for implementing, with available resources, a structure for the Office that will ensure its efficiency, competence, and responsiveness.

B.
Responsibilities and functions
1.
Advises the Director of the DID and keeps him or her informed of all matters relating to the Office’s area of responsibility and to the coordination of activities on such topics in the OAS framework, including their political, technical, and administrative aspects.
2.
Supports the linkage of ministerial meetings and other sectoral meetings, the ties among them, and the distribution of information arising from them to the bodies whose activities it coordinates.
3.
Coordinates with permanent representatives of member states and of permanent observers on all matters within its purview, in keeping with guidelines set by the Director of the DID.
4.
Coordinates with other organizations that work on topics related to its area of responsibility.
5.
Prepares reports for the Director of the DID.
6.
Issues recommendations to the Director of the DID for ensuring optimal use of resources and for minimizing the duplication of functions in areas under the Office’s coordination.
7.
Conducts other activities related to the functions assigned to the Office, as requested by the Director of the DID.
C.
Division of Development Policies

1.
Structure

The Division of Development Policies shall consist of a Chief, who shall report directly to the Director of the ODPP, and of the assigned staff.


2.
Responsibilities and functions
a.
Coordinates the activities involved in the follow-up of mandates issued by the relevant policy-making bodies.
b.
Assists in formulating, promoting, and negotiating agreements for the implementation of cooperation policies with member states, permanent observers, and other states, and with regional and international cooperation agencies, financial institutions, and other bodies.
c.
Plans, programs, develops, and coordinates ministerial, sectoral, or inter-American committee meetings in the CIDI framework, in coordination with the other dependencies of the General Secretariat, in keeping with guidelines set by the Director of the ODPP and the Director of the DID.
d.
Coordinates and maintains relations between the Office of the Director of the DID and the different areas of the General Secretariat, the permanent missions and permanent observers, the specialized agencies, and the regional and international institutions, among other bodies, on matters within its sphere of competence.
e.
Coordinates the preparation of the DID’s technical reports and papers for the various government bodies and centralizes the process of reaching accords, agreements, letters of understanding, and other cooperation instruments, in its spheres of competence.
f.
Organizes forums, events, or meetings of consultation, particularly by using available information technology resources with public or restricted access. 

g.
Helps promote, systematize, exchange, and disseminate specialized information regarding cooperation policies in the priority areas established by CIDI, particularly via the DID Web page.
h.
Prepares, each year, the preliminary proposed program-budget of the Division, and assists in its incorporation at the ODPP level.  Executes the budget approved for the Division by the General Assembly.
i.
Draws up, and proposes to the Director of the DID, policies, programs, and procedures relating to its program area.
j.
Renders technical secretariat services to committees, subcommittees, boards, or working groups in its area of competence.
k.
Performs the functions provided in Executive Order No. 02-4 as they pertain to its area of competence.
l.
Administers the resources and disbursements authorized under the program-budget, the resources of the specific funds and trust funds, or other resources entrusted to the DID, in accordance with the rules and agreements corresponding to the assigned functions.

D.
Division of Development Programs

1.
Structure

The Division of Development Programs shall consist of a Chief, who shall report directly to the Director of the ODPP, and of the assigned staff.


2.
Responsibilities and functions
a.
Formulates, promotes, and negotiates agreements on mobilizing human, technical, and financial resources with public and private development cooperation agencies in the member states and in permanent observer and other states, as well as with regional and international cooperation organizations, financial institutions, and other entities.
b.
Plans, schedules, and performs technical partnership-for-development services for countries in the Hemisphere, using approaches that include identifying their needs, recognizing best practices for delivering technical cooperation to address those needs, defining products and services, and locating providers of such products and services.
c.
Promotes and carries out actions aimed at raising funds from the private sector and civil society organizations to be used to provide goods and services to the countries of the region.
d.
Maintains ties with the various areas of the General Secretariat, with permanent missions and permanent and observers, and with specialized agencies and regional and international institutions, among others, in its areas of competence, in keeping with guidelines set by the Director of the ODPP and the Director of the DID.
e.
Identifies promising project profiles submitted by member states for financing by FEMCIDI and prepares a preliminary proposal on that basis; advises member states on the drafting of their project proposals; and draws up a proposed annual schedule of partnership-for-development activities financed by FEMCIDI.
f.
Prepares FEMCIDI execution agreements and any other documents needed to obligate the funds assigned to the different partnership-for-development activities that are approved; and maintains an appropriate information system to track progress in the various phases of project planning, execution, and evaluation.
g.
Identifies and disseminates best practices applicable to the different thematic areas of the DID that have been tried and tested by government, private sector, and civil society institutions; develops technical cooperation and training programs for implementation of those practices in other countries; cooperates with member states interested in putting together the technical and financial components of projects to implement best practices; works with national governments, donors, and financial institutions, whether public or private, national or international, to fund the projects and to administer the resources for their execution.
h.
Contributes to the promotion, systematization, exchange, and dissemination of specialized information in the priority areas established by CIDI.
i.
Prepares, each year, the preliminary proposed program-budget of the Division, and assists in its incorporation at the ODPP level.  Executes the budget approved for the Division by the General Assembly.
j.
Draws up, and proposes to the Director of the DID, policies, programs, and procedures relating to its program area.
k.
Renders technical secretariat services to committees, subcommittees, boards, or working groups in its area of competence.
l.
Administers the resources and disbursements authorized under the program-budget, the resources of the specific funds and trust funds, or other resources entrusted to the DID, in accordance with the rules and agreements corresponding to the assigned functions.

VIII. Office of the Executive Secretariat of the Inter-American Telecommunication Commission (CITEL)

A. Structure

1. The Office of the Secretariat of CITEL shall consist of a Director, who is also the Executive Secretary of CITEL and who shall report directly to the Director of the DID, and of the assigned staff.

2.
The Director shall be in charge of CITEL and shall manage, coordinate, and have technical responsibility for CITEL staff.


3.
In accordance with the program-budget, applicable resolutions of the General Assembly, and the rules and regulations of the General Secretariat, and subject to approval by the Director of the DID, the Director of the CITEL Office is responsible for establishing an internal structure for the Office that assures efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions
1. Acts as the permanent central and administrative organ of CITEL, in keeping with applicable provisions of the Statute and Regulations of CITEL and in accordance with available resources.
2. Carries out the necessary technical and administrative tasks to implement the decisions of the CITEL Assembly, the Permanent Executive Committee of CITEL (COM/CITEL), and the permanent consultative committees, and to fulfill the functions assigned to it by those bodies.
3. Assists in coordinating and executing the work plans of the permanent consultative committees and of the working groups of COM/CITEL.
4. Prepares for the regular and special meetings of the CITEL Assembly.
5. Prepares and submits to COM/CITEL, and to the Secretary General of the Organization, through the Director of the DID, the proposed program-budget of CITEL, which should include expenses relating to travel and the salaries of staff assigned to the Office of the Secretariat of CITEL.
6. Prepares reports for the Director of the DID.
7. Carries out other tasks as assigned by the Director of the DID.
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ANNEX F

DEPARTMENT OF MULTIDIMENSIONAL SECURITY

I.
ORGANIZATIONAL STRUCTURE

A.
The Department of Multidimensional Security (DMS) shall consist of the Executive Office of the Director (EODMS) and of the following dependencies, as set out in the organizational chart and as described more fully below:

1. Office of International Threats to Civil Society;

2. Office of the Executive Secretariat for the Inter-American Committee against Terrorism and for the Promotion of Related Programs;

3. Division for the Inter-American Committee on Ports; and

4. Office of the Executive Secretariat of the Inter-American Drug Abuse Control Commission.

B.
The Director of the DMS shall, in consultation with the corresponding Directors, define and establish the personnel structure and budget of each dependency.

C.
The DMS and its dependencies are under the overall direction, supervision, and control of the Director of the DMS, pursuant to the corresponding provisions of the General Standards, the General Assembly’s program-budget resolution, and other norms governing the General Secretariat.

II.
EXECUTIVE OFFICE OF THE DIRECTOR OF THE DEPARTMENT OF MULTIDIMENSIONAL SECURITY

A.
Structure

1.
The Executive Office of the Director (EODMS) shall consist of:  (a) the Director of the Department of Multidimensional Security, who is directly responsible to the Secretary General and to the Assistant Secretary General, in accordance with the corresponding Directives; and (b) of other necessary support staff.


2.
In accordance with the program-budget, applicable resolutions of the General Assembly, and the rules and regulations of the General Secretariat, the Director of the DMS is responsible for establishing an internal structure for the Department that assures efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions 


1.
Serves as the principal advisory entity within the General Secretariat for advising the Secretary General, the Assistant Secretary General, the Executive Secretariat of CIDI, the Chief of Staff of the Assistant Secretary General, and the governing bodies of the Organization, including but not limited to the General Assembly, the Permanent Council and its committees and working groups, CIDI, CEPCIDI, and other entities of the Organization, as requested, on all matters pertaining to security, terrorism, ports, and drug abuse, and on all other matters within the parameters of the authority of the Department of Multidimensional Security and its dependencies.

2.
Through the Director of the DMS, represents the Secretary General and the Assistant Secretary General in missions, international meetings, before the OAS political bodies, and in other events dealing with matters of security and related issues.

3.
Serves as technical secretariat for the Permanent Council’s Committee on Hemispheric Security and for other security-related activities and committees.
4.
Coordinates and develops relations with PAHO and with the Inter-American Defense Board and College.

5.
Prepares, in consultation with the Directors of the DMS dependencies, the proposed program-budget of the Department and of its dependencies, in accordance with all applicable norms.

6.
Manages the Department and executes the Department’s program-budget in accordance with the instructions of the Secretary General, the program-budget, pertinent resolutions of the General Assembly, and other rules and regulations of the General Secretariat.
7.
Coordinates and supervises the dependencies of the Department to avoid duplication of work and to assure the efficient and effective utilization of resources to comply with assigned mandates and requests from the Office of the Secretary General, the political organs, and the member states.

8.
Coordinates and oversees implementation of the recommendations of the Inspector General, as approved by the Secretary General.

9.
Provides representational services, prepares special reports, and performs such other duties related to security as assigned by the Secretary General or by the Assistant Secretary General, as the case may be.

III.
OFFICE OF INTERNATIONAL THREATS TO CIVIL SOCIETY

A.
Structure
1.
The Office of International Threats to Civil Society (OITCS) shall consist of a Director, who is responsible to the Director of the DMS, and of the OITCS staff.

2.
The OITCS Director manages, coordinates, and has technical responsibility for the work of the OITCS and the productivity and performance of its staff.

3.
In accordance with the program-budget and the internal rules of the General Secretariat, and subject to approval by the Director of the DMS, the Director of the OITCS is responsible for directing an internal structure for the OITCS and its service areas that enables it to function responsively and properly in accordance with its responsibilities and mandates and that maximizes efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions
1.
Provides advice, expertise, and information to the Secretary General, through the Director of the DMS, regarding matters related to threats to civil society.
2.
Conducts studies on international gangs, immigration, environmental pollution, and kidnapping, and on other relevant matters related to international threats to civil society.
3.
Develops and implements projects and programs related to international gangs, immigration, environmental pollution, and kidnapping, and on other relevant matters related to international threats to civil society.

4.
Prepares the proposed program-budget for the OITCS and submits it, with the approval of the Director of the DMS, to the Office of Budgetary and Financial Services for approval by the pertinent authorities.

5.
Coordinates relations, through the Director of the DMS, with member states, nongovernmental organizations, and other entities with regard to international threats to civil society.
6.
Provides representational services, prepares special reports, and performs such other duties related to international threats to civil society as assigned by the Secretary General, the Assistant Secretary General, or the Director of the DMS, as the case may be. 

IV.
OFFICE OF THE EXECUTIVE SECRETARIAT FOR THE INTER-AMERICAN COMMITTEE AGAINST TERRORISM AND FOR THE PROMOTION

OF RELATED PROGRAMS

A.
Structure
1.
The Office of the Executive Secretariat for the Inter-American Committee against Terrorism and for the Promotion of Related Programs (OES/CICTE) shall consist of:  (a) the Director, who is also known as the Executive Secretary of CICTE and who is directly responsible to the Director of the Department of Multidimensional Security; and (b) the OES/CICTE staff.


2.
The Director manages, coordinates, and has technical responsibility for OES/CICTE’s work, productivity, and performance.

3.
The Director is responsible to CICTE for the performance of the technical and administrative activities that CICTE entrusts to OES/CICTE, the assignment of program resources, and the execution of other specific functions assigned by CICTE.


4.
In accordance with the program-budget and the internal rules of the General Secretariat, and subject to approval by the Director of the DMS, the Director is responsible for directing an internal structure for OES/CICTE that enables it to function responsively and properly in accordance with its responsibilities and mandates and that maximizes efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions

1.
Office of the Director

a.
Promotes the development of cooperation among the member states in order to prevent, combat, and eliminate terrorism, in conformance with the applicable statutes, regulations, and the CICTE work plan, and with the mandates received from the General Secretariat and CICTE.
b.
Performs the technical and administrative activities that CICTE entrusts to it within the framework of the rules and standards of the Organization and within the resources provided.
c.
Cooperates with the Director of the DMS and with the Secretary General in developing activities for the prevention of foreseeable terrorist acts identified by the General Secretariat or the political bodies.
d.
Advises CICTE in connection with the performance of CICTE’s functions. 

e.
Serves as CICTE's technical secretariat in CICTE’s meetings.
f.
Submits reports on its activities to CICTE and submits, for CICTE's consideration, drafts of the reports that CICTE is obligated to present to other political bodies within the Organization.
g.
Transmits CICTE decisions to the Secretary General, through the Director of the DMS, so that the Secretary General may forward them to the member states through their permanent missions.
h.
Maintains lines of coordination with other public and private national, regional, and international organizations with interests similar to those of CICTE.
i.
Acts as both program and administrative link between CICTE and the General Secretariat in order to assure the effective coordination of CICTE's activities with those of the General Secretariat.
j.
Prepares cooperative programs and projects in conformance with the work plan approved by CICTE, including estimated costs.
k.
Proposes to CICTE the creation of programs of cooperation within CICTE’s work plan and, as appropriate, consults with CICTE’s “National Points of Contact.”
l.
Prepares CICTE’s annual work plan, taking into consideration both the needs of member states in their fight against terrorism and  the availability of resources.
m.
Presents an annual report to CICTE in which it sets out OES/CICTE’s activities in relation to its implementation of the CICTE work plan, along with a financial report regarding those activities.  

n.
Maintains direct and continuing contact and coordination with the representatives of the permanent missions of the member states to the OAS, with the representatives accredited to CICTE by the member states, and with CICTE’s “National Points of Contact,” pursuant to the directives of the Director of the DMS.
o.
Prepares CICTE's proposed preliminary budget for approval by the Director of the DMS.
p.
Prepares the proposed program-budget for OES/CICTE and submits it, with the approval of the Director of the DMS, to the Office of Budgetary and Financial Services for approval by the pertinent authorities.
q.
Implements applicable mandates and decisions of the OAS General Assembly.
r.
Provides technical secretariat services, as requested, to the Consultative Committee of the Inter-American Convention against the Illicit Manufacturing of and Trafficking in Firearms, Ammunition, Explosives, and Other Related Materials (the “CIFTA Committee”), in coordination with the Department of Legal Affairs and Services.
s.
Maintains the files and other archives of the CIFTA Committee and of other security-related activities and committees.
t.
Coordinates activities relating to demining with the demining activities of the Inter-American Defense Board.

V.
DIVISION FOR THE INTER-AMERICAN COMMITTEE ON PORTS
A.

Structure 


1.
The Division for the Inter-American Committee on Ports (DCIP) shall consist of a Chief, who is directly responsible to the Director of the DMS, and of the DCIP staff.


2.
The Chief manages, coordinates, and has technical responsibility for the work of the DCIP work and the productivity and performance of its staff.


3.
In accordance with the program-budget and the internal rules of the General Secretariat, and subject to approval by the Director of the DMS, the Chief is responsible for directing an internal structure for the DCIP that enables it to function responsively and properly in accordance with DCIP’s responsibilities and mandates and that maximizes efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions


1.
Prepares and submits to the Executive Board of the Inter-American Committee on Ports (CIP) for consideration the preliminary draft of the CIP's biennial budget to be financed by the Special Port Program Specific Fund and any other specific funds of the Committee.

2.
Prepares the proposed program-budget for the DCIP and submits it, with the approval of the DMS Director, to the Office of Budgetary and Financial Services for approval by the pertinent authorities.

3.
Participates in CIP meetings, meetings of the CIP’s Executive Board, and meetings of the CIP’s Technical Advisory Groups (TAGs), with voice but without vote.

4.
Assists in the coordination and execution of the CIP's work plans, the CIP’s Executive Board, and the TAGs.

5.
Assists with preparations for the meetings of the CIP and those of its Executive Board and its TAGs.

6.
Serves as the CIP's institutional memory and permanent secretariat.

7.
Coordinates with the corresponding areas of the General Secretariat and regularly informs the Director of the DMS and the Executive Secretary for Integral Development of CIP’s activities as an inter-American committee within the Inter-American Council for Integral Development.

8.
Generally provides or coordinates the provision of all other technical and administrative services to the CIP.

9.
Fosters, in accordance with guidelines established by the CIP, regional and hemispheric dialogue on the most significant and common problems related to port modernization, development, and cooperation.

10.
Conducts baseline studies and prepares technical papers and specialized reports and documents as instructed by the CIP and/or by the CIP’s Executive Board in support of the member states.
11.
Provides specific technical support for development and execution of projects for port development when so requested by member states.

12.
Mobilizes external resources for the development of its technical cooperation activities, projects, and programs.

13.
Advises CIDI on matters within its competence when so requested by CIDI or so instructed by the Director of the DMS, the Secretary General, or the Assistant Secretary General.

14.
Performs other duties assigned to assist the Organization in fulfilling the responsibilities entrusted to it in the area of ports.

VI.
OFFICE OF THE EXECUTIVE SECRETARIAT OF THE INTER-AMERICAN DRUG ABUSE CONTROL COMMISSION
A.
Structure

1.
The Office of the Executive Secretariat of the Inter-American Drug Abuse Control Commission (“Commission”), which is also known as the “Executive Secretariat of CICAD”  (OES/CICAD), shall consist of:  (a) a Director, also known as the “Executive Secretary of CICAD”; (b) an Assistant Executive Secretary; and (c) support staff assigned to OES/CICAD.


2.
The Director manages, coordinates, and has technical responsibility for OES/CICAD’s work and the productivity and performance of its staff.

3.
The Director is directly responsible to the Director of the DMS for the management of the OES/CICAD staff; the administration of the resources of the Inter-American Drug Abuse Control Commission entrusted to the General Secretariat; and the performance of the other functions assigned by the Secretary General, the Assistant Secretary General, or the Director of the DMS.


4.
As Executive Secretary, the Director is responsible to the Commission for the performance of the technical and administrative activities that the Commission entrusts to the Executive Secretary, the assignment of program resources, and the execution of other specific functions assigned under Article 29 of the CICAD Statute and Article 14 of its Regulations.


5.
The Assistant Executive Secretary is responsible for the performance of duties as assigned and directed by the Director, and, as provided in Article 15 of the CICAD Regulations, replaces the Director/Executive Secretary when the Executive Secretary is unavailable.


6.
In accordance with the program-budget and the internal rules of the General Secretariat, and subject to approval by the Director of the DMS, the Executive Secretary is responsible for directing an internal structure for the Office of the Executive Secretariat of CICAD that enables it to function responsively and properly in accordance with the Office’s responsibilities and mandates and that maximizes efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions


1.
Assists the Commission in providing an effective forum to member states for policy discussion on matters related to illegal trafficking and abuse of drugs and to ensure that policy decisions are placed in standard format for consideration by the General Assembly, as appropriate.

2.
Acts to give form and effect to resolutions adopted by the OAS General Assembly and by the Commission by fulfilling needs of member states in the areas of reduction of the demand and supply of illicit drugs, related crimes and activities, and the control and abuse of licit psychotropic substances and drugs.

3.
Advises the Commission on the performance of its functions; provides technical and administrative services to the Commission; carries out the Commission's decisions; and executes its programs.

4.
Acts as both program and administrative link between the Commission and the General Secretariat, and ensures that effective coordination between them is maintained in the execution of the Commission’s approved program.

5.
Organizes, coordinates, directs, and supervises the operations of the Commission's Work Program, including projects, seminars, and research and training centers, in accordance with the program-budget.

6.
Prepares the agenda for each meeting of the Commission, in consultation with its Chair, and notifies the member states of those meetings in accordance with the CICAD Statute and Regulations; and provides assistance to and coordinates with the host country holding a meeting of the Commission.

7.
Coordinates and organizes the preparation and follow-up of the sessions of the Commission, participates in them, acts as technical secretariat, and carries out the mandates emanating therefrom.

8.
Prepares and publishes studies and reports on research as to the nature and importance of problems emanating from illicit drug use, drug trafficking, and related activities, for presentation to the OAS General Assembly and to the governments of the member states.

9.
Advises the Secretary General, through the DMS Director, on the CICAD Executive Secretariat's administrative functions and on all other matters related to policy and practice in carrying out the programs and projects of CICAD in consonance with the other programs of the Organization and in conformity with the internal rules and regulations of the General Secretariat.

10.
Supports the overall goals and efforts of the General Secretariat with respect to matters within CICAD's mandate and consistent with resolutions approved by the OAS General Assembly and with the CICAD Statute; and works in close association with other operating areas of the General Secretariat and with the committees of the OAS to reinforce the overall effort and image of the Organization.

11.
Prepares the proposed program-budget for CICAD, submits it to the Director of the DMS for his or her approval, and supervises the administration of CICAD's final program-budget approved by the OAS General Assembly, as well as the CICAD Specific Fund.

12.
Prepares the draft annual report of CICAD and, upon approval by the Commission, delivers it, through the DMS Director, to the Secretary General for presentation to the OAS General Assembly.

13.
Provides technical assistance to member states in institutional strengthening, demand reduction, juridical development, information services, and supply reduction; and responds to requests by member states within policy parameters of the Commission and the limitations of the overall budget.

14.
Creates opportunities for improved product delivery and system management through technological innovation and organizational adaptation.

15.
Maintains direct and ongoing coordination with the permanent representatives of the OAS member states and with the principal representatives to the Commission.

16.
Maintains lines of coordination with other public and private national, regional, and international organizations with interests similar to those of CICAD.

17.
Assures that all other functions assigned to the Executive Secretary of CICAD under Article 29 of the CICAD Statute and Article 14 of its Regulations are duly performed.

18.
Performs other duties as assigned to assist the Organization in fulfilling the responsibilities entrusted to it under the CICAD Statute.
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ANNEX G

DEPARTMENT OF COMMUNICATIONS AND EXTERNAL RELATIONS

I.
ORGANIZATIONAL STRUCTURE

A.
The Department of Communications and External Relations (DCER) shall consist of the Executive Office of the Director of the Department of Communications and External Relations (EODCER) and of the following dependencies, as set out in the organizational chart and as described more fully below:


1.
Office of Public Relations and Information;


2.
Office of Cultural Activities;



a.
Museum of Art of the Americas;



b.
Columbus Memorial Library, and


3.
Office of Protocol.

B.
The Director of the DCER shall, in consultation with the corresponding Office Directors, define and establish the personnel structure and budget of each dependency.

C.
The DCER and its dependencies are under the overall direction, supervision, and control of the Director of the DCER, pursuant to the corresponding provisions of the General Standards, the General Assembly’s program-budget resolution, and other norms governing the General Secretariat.

II.
EXECUTIVE OFFICE OF THE DIRECTOR OF THE DEPARTMENT OF COMMUNICATIONS AND EXTERNAL RELATIONS

A.
Structure

1.
The Executive Office of the Director of the Department of Communications and External Relations (EODCER) shall consist of:  (a) the Director, who is directly responsible to the Secretary General and to the Assistant Secretary General, in accordance with corresponding Directives; and (b) other necessary support staff.


2.
In accordance with the program-budget, applicable resolutions of the General Assembly, and the rules and regulations of the General Secretariat, the Director is responsible for establishing an internal structure for the Department that assures efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions

1.
Serves as the principal advisory entity within the General Secretariat for advising the Secretary General, the Assistant Secretary General, the Executive Secretariat of CIDI, the Chief of Staff of the Assistant Secretary General, and the governing bodies of the Organization, including but not limited to the General Assembly, the Permanent Council and its committees and working groups, CIDI, CEPCIDI, and other entities of the Organization, as requested, on all matters pertaining to communications and/or external relations, including, for example, external relations, public information, the press, cultural relations and activities, protocol, the Art Museum of the Americas, and the Columbus Memorial Library.

2.
Through the Director, represents the Secretary General and the Assistant Secretary General in missions, international meetings, before the OAS political bodies, and in other events dealing with communications and/or external relations.

3.
Prepares the proposed program-budget for the Department and its dependencies in consultation with the Directors of the DCER Offices, and the Chief of the Columbus Memorial Library, and submits it to the Office of Budgetary and Financial Services for approval by the pertinent authorities.

4.
Manages the Department and executes the Department’s program-budget in accordance with the instructions of the Secretary General, the program-budget, pertinent resolutions of the General Assembly, and other rules and regulations of the General Secretariat.

5.
Coordinates and supervises the dependencies of the Department to avoid duplication of work and to assure the efficient and effective utilization of resources to comply with assigned mandates and requests from the Office of the Secretary General, the political organs, and the member states.

6.
Coordinates and oversees implementation of the corresponding recommendations of the Inspector General, as approved by the Secretary General.

7.
Provides representational services, prepares special reports, and performs such other duties as assigned by the Secretary General or the Assistant Secretary General, as the case may be.

III.
OFFICE OF PUBLIC RELATIONS AND INFORMATION

A.
Structure

1.
The Office of Public Relations and Information (OPRI) shall consist of a Director, who is directly responsible to the Director of the DCER, and of the OPRI staff.


2.
The OPRI includes the following service areas:



1.
External Relations;



2.
Press Services;



3.
Strategic Communications;



4.
Multimedia Products and Services;



5.
Radio; and



6.
Américas Magazine.


3.
The OPRI Director manages, coordinates, and has technical responsibility for the work of the OPRI and the productivity and performance of its service areas and staff.


4.
In accordance with the program-budget, applicable resolutions of the General Assembly, and rules and regulations of the General Secretariat, and subject to approval by the Director of the DCER, the Director of the OPRI is responsible for directing an internal structure for the Office that assures efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions

1.
The OPRI, through its Director and staff:

a.
Promotes greater international and host government awareness and understanding of the OAS and of the OAS General Secretariat ("General Secretariat" or “GS/OAS”) by developing and implementing a broad and multifaceted program for advancing relations with the host government and with other entities and for the publication and distribution of information on OAS and GS/OAS objectives and activities;
b.
Provides advisory services on public information and media usage to the other dependencies of the General Secretariat;

c.
Promotes and coordinates in the host country and in the other member states, local and international Model OAS General Assembly sessions for high school students and, separately, for college and university students; and

d.
Prepares the proposed program-budget for the OPRI and submits it, with the DCER Director’s approval, to the Office of Budgetary and Financial Services for approval by the pertinent authorities.

C.
Specific functions and responsibilities of OPRI’s service areas

1.
External Relations
a.
Promotes and maintains relations with the host government, nongovernmental agencies, academia, the private sector, and relevant non-profit agencies in order to generate active support for the Organization, its goals and its activities.
b.
Provides advice, expertise, and information to the Office of the Secretary General regarding matters related to the external relations of the Organization.
c.
Develops and implements projects and programs to intensify contacts between the General Secretariat and other public and private institutions.
d.
Administers a speakers' bureau program to increase the visibility and participation of the Organization's officials in the activities and programs of other public and private entities.
e.
Develops and administers special projects to encourage and broaden the participation of officials from other institutions in the activities of the Organization.
f.
Assists the various areas of the Organization in their respective efforts to maintain effective substantive contacts with other public and private institutions.
g.
Provides technical advice to the Office of the Assistant Secretary General in relation to the publications program of the Organization.
h.
Coordinates and assists in developing relations between the Organization and the missions of its observer states.
i.
Monitors developments affecting the Organization with the governmental institutions of the headquarters country and promotes relations between the Organization and those institutions.
j.
Coordinates relations with nongovernmental organizations and harmonizes and provides technical services to those nongovernmental organizations sponsored by the General Secretariat for fundraising and related activities.


2.
Press Services

a.
Develops, produces, and distributes pertinent press releases and other materials to the national media in the host country and to international news agencies, newspapers, magazines, and Internet news services.
b.
Develops and sustains proactive relations with the media in the host country and throughout the OAS member states to facilitate and promote the publication of news articles about OAS and GS/OAS activities.
c.
Provides photographic services which respond to GS/OAS needs.
d.
Produces regularly and transmits, both by electronic means and in hard copy, periodic news publications, including, but not limited to, the OAS Weekly Report, Caribbean News, and News Clips.
e.
Monitors developing news stories of interest to the OAS and/or to the GS/OAS and brings them to the immediate attention of the DCER and the Director of OPRI.


3.
Strategic Communications

a.
Develops and executes strategic communications plans to ensure maximum positive coverage of OAS and of GS/OAS activities and events.
b.
Develops and produces strategic communications products to ensure that OAS and GS/OAS messages reach target media and other pertinent audiences.
c.
Develops and maintains relations between the OAS and the GS/OAS and key media and journalists in the host country and throughout the Hemisphere.
d.
Produces and distributes the OAS Newsletter–six issues per year–and such other information as decided on from time to time by the Director of the OPRI, in hard and electronic format, in English, French, Portuguese, and Spanish.
e.
Produces and distributes annually the basic OAS brochure and other publications for the general public in the English, French, Portuguese, and Spanish.
f.
Produces and places for publication in the media op-ed pieces and other specialized articles promoting the OAS and GS/OAS and their activities.


4.
Multimedia Products and Services

a.
Designs and maintains the content quality and editorial consistency of the OAS "home page" on the Internet; arranges Internet transmission/webcasting of live and video events.  Webcasts audiovisual products on the Internet; and produces, and, when appropriate, markets OAS and GS/OAS audiovisual materials.
b.
Facilitates and assists the integration of the diverse products and services of the OPRI in electronic media.
c.
Produces, in coordination with the other service areas of the Office and as instructed by the Director of the OPRI, special projects, including film, video series, seminars, festivals, and other media events, especially those that involve the Internet.
d.
Creates and manages the content of Internet sites targeted at specific audiences, and is responsible for functional management of listserv mechanisms, chat rooms, and other digital communications mechanisms.


5.
Radio

a.
Produces for Web, live, and taped broadcast, and Virtual Radio OAS (the OAS Web-based virtual radio station), audio programs that include reports, news, commentaries, interviews, and roundtable discussions that promote OAS and GS/OAS activities and amply disseminates information about them.
b.
Produces live transmissions as well as edited material for and about the activities of the departments, offices, and other dependencies of GS/OAS, with programs of interest to the public.
c.
Arranges, through cooperative strategic agreements, the broadcast of regular GS/OAS-produced radio programming over the networks and local radio stations in all OAS member states and utilizes their programs on Radio OAS.


6.
Américas Magazine

a.
Publishes six issues of Américas Magazine per year, with separate but identical language editions (English and Spanish), following the guidelines established by the Permanent Council's Editorial Board and in accordance with the magazine's sales revenues and other resources provided under the program-budget.
b.
Reports periodically and as otherwise requested to the Permanent Council's Editorial Board for Américas Magazine.
c.
Produces premiums and other materials utilized in the sale and promotion of the magazine.
d.
Promotes the widest possible sale and promotion of Américas Magazine in the OAS member states.

IV.
OFFICE OF CULTURAL ACTIVITIES

A.
Structure and Responsibilities

1.
The Office of Cultural Activities (OCA) shall consist of a Director, who is directly responsible to the DCER Director, and of the OCA staff.


2.
The OCA includes the Office of the OCA Director and two sections:



a.
Museum of Art of the Americas (MUSA); and



b.
Columbus Memorial Library (CML).


3.
The OCA Director manages, coordinates, and has technical responsibility for the work of the OCA and the productivity and performance of its dependencies, service areas, and staff. 


4.
In accordance with the program-budget, applicable resolutions of the General Assembly, and the rules and regulations of the General Secretariat, and subject to approval by the Director of the DCER, the Director of the OCA is responsible for directing an internal structure for the Office that assures efficiency, competence, and responsiveness with the resources provided.


5.
Prepares the proposed program-budget for the OCA in consultation with the Chief of the Columbus Memorial Library and submits it, with the approval of the Director of the DCER, to the Office of Budgetary and Financial Services for approval by the pertinent authorities.

B.
MUSEUM OF ART OF THE AMERICAS

1.
Structure
a.
The Museum of Art of the Americas (MUSA) is an unincorporated Section of the General Secretariat within the OCA.

b.
The Director of the OCA shall also serve as the Museum Director.

c.
The Museum Director manages, coordinates, and has technical responsibility for the administration of the Museum and the work, performance, and productivity of its staff.

d.
In accordance with the program-budget and the internal rules of the General Secretariat, the Museum Director is responsible for directing an internal structure for the Museum that provides maximum efficiency and responsiveness to the organs it serves, the general public, and the permanent missions of the member states at headquarters.


2.
Responsibilities and functions
a.
Through the Director of the DCER, when appropriate, advises the Secretary General, the Museum's Board of Trustees, and the Museum's Acquisitions Committee on the artistic works that should be included in the Museum's permanent collection and on how and when they should be exhibited.
b.
Advises officials of member state governments on the selection and promotion of temporary exhibits at the Museum of works by artists of merit.
c.
Determines policy and standards for the inclusion of works of art in the permanent collection and for all arrangements concerning temporary and touring exhibitions.
d.
Collects, preserves, and exhibits works of art that are of aesthetic and historical interest to the member states and the public at large and, in so doing, purchases works of art for the permanent collection, registers and catalogs them, and sees that they are properly preserved and duly insured. 

e.
Organizes temporary and touring exhibitions, lecture series, educational tours of the Museum, and film presentations, achieving a balance between the works of young and of mature artists with international recognition.  Takes into account the "living museum" concept in its programming.
f.
Produces documentary films, videocassettes, slides, and other visual materials on Latin American, Caribbean, and North American art, on the cultural heritage of individual member states, and on specific folk-life, cultural, and historical aspects of culture in the region; and promotes the sale of these materials to schools, universities, and private individuals in the host country and throughout the Hemisphere.
g.
Prepares individual catalogs for all exhibitions; publishes a visual arts bulletin giving information on artistic endeavors in the Hemisphere that is not available from other sources; publishes individual monographs on the history of art in selected countries, which serve as reference works in the teaching of art and facilitate scholarly research on the art of the Americas.
h.
Coordinates with CIDI, with CIDI's Executive Secretariat, and with the General Secretariat's cultural program, on activities of mutual interest.
i.
Maintains cooperative relations and works on joint projects with artistic groups, associations, and other museums and with their directors. 

j.
Develops fundraising and related programs designed to make the operation of the Museum self-financing, and involves nongovernmental organizations, including, but not limited to, the Friends of the Museum of Art of the Americas and the Cultural Foundation of the Americas, in its fundraising and programming activities.
k.
Prepares the proposed program-budget for the Museum and submits it, with the approval of the Director of the DCER, to the Office of Budgetary and Financial Services for approval by the pertinent authorities.
l.
Develops for presentation to the Secretary General, through the DCER Director, short-term (one year), medium-term (five years), and long-term (10 years) plans for the development of the Museum's projects, its collection, and its financing; and adjusts those plans as required.
C.
COLUMBUS MEMORIAL LIBRARY

1.
Structure
a.
The Columbus Memorial Library (“CML” or "the Library") is an unincorporated section of the General Secretariat within the Office of Cultural Activities.

b.
The Library is directed by the Library Chief (CCML) (hereinafter referred to as the “Library Director”), who reports directly to the Director of the Office of Cultural Activities.

c.
The Library Director manages, coordinates, and has technical responsibility for the administration of the Library and the work, performance, and productivity of its staff. 

d.
In accordance with the program-budget, the internal rules of the General Secretariat, and subject to approval by the Director of the OCA, the Library Director is responsible for directing an internal structure for the Library that provides maximum efficiency and responsiveness to the organs it serves, the general public, and the delegations.


2.
Responsibilities and functions
a.
Through the Director of the OCA , and, where appropriate, also through the Director of the DCER, advises the Secretary General, other ranking officials, and the dependencies of the General Secretariat on all matters related to the Library program.
b.
Prepares the proposed program-budget for the Library and submits it, with the approval of the OCA and DCER Directors, to the Office of Budgetary and Financial Services for approval by the pertinent authorities.
c.
Liaises with libraries that are depositories of OAS publications and supervises the depository library program in the member states.
d.
Plans and recommends measures to achieve the greatest possible dissemination throughout the Hemisphere of the Library’s resources, including the establishment of an inter-American library network and the exchange of information on the resources available in various institutions.
e.
Assumes responsibility for inter-library loans, the search for bibliographical references through an electronic system, and maintenance of the photographic and electronic database archives of the OAS.
f.
Catalogs and classifies material received for inclusion in the Library.  Maintains the Leo S. Rowe Collection, the historical archives, photographic archives, and the OAS collection of rare books, maps, and postage stamps. 

g.
Collects, compiles, and preserves archival copies, and catalogs all official documents of the OAS; classifies the Secretaría General Series; indexes the Official Records Series and the series of Technical Reports and Documents; and prepares and publishes the annual Lista General and Indice Analítico of the Official Records Series and the Catalog of Technical Reports and Documents of the OAS. 

h.
Prepares Spanish and English indexes for the annual volume of resolutions of the Permanent Council and, upon request, for technical and informational publications.
i
Maintains the reference collections and controls circulation.  Prepares special bibliographies and monthly lists of the tables of contents of periodicals. 

j.
Administers archives and records management of the Organization.
k.
Identifies, preserves, and makes available the permanently valuable records of the Organization and makes policies for the orderly and cost-effective management of the Organization’s current records (which are herein defined as any document, paper, book, letter, drawing, map, plat, audiovisual material, electronic or machine readable document or database, or any other document, regardless of format, created or received by an office or staff member in connection with his or her official work); periodically revises and brings up to date the Records Management Handbook and the Records Retirement Schedule; determines which records have sufficient historical value to warrant their continued preservation consistent with the resolutions of the organs of the Organization, with other pertinent legal requirements, and with the need to maintain documentation sufficient to guarantee an adequate defense of the legal interests of the General Secretariat.
l.
Develops standards on all matters related to policies for the Library, management of archives, records, and OAS documents, and ensures that the official OAS classification system is properly implemented.
m.
Administers the Hipólito Unanue Fund.
n.
Compiles printed and graphic material on all types of Latin American and Caribbean studies and programs of the Organization. 

o.
Provides technical information and reference and records management services to the departments and offices of the General Secretariat.
p.
Maintains cooperative relations with other libraries and public archives in the Hemisphere, associations of archivists and librarians, schools of library science, and other nongovernmental organizations to share facilities and resources, to develop joint programs, and to engage in mutually beneficial strategic planning.
q.
Coordinates with the Office of Information Technology Services and with other dependencies of the General Secretariat, the use, maintenance of, and access to public and private network electronic database services, including, but not limited to, Lexis Nexis and Westlaw.
r.
Seeks alternative sources for funding the Library's activities and services, including grants from private donors and foundations and fees for certain services which permit recovery of the corresponding costs.
s.
Develops and prepares for presentation to the Secretary General, through the DCER and OCA Directors, short-term (one year), medium-term (five years), and long-term (10 years) plans for the development of the Library's services, projects, permanent collection, and financing, and adjusts those plans as required.
t.
Assumes responsibility for overall administration of the Library and the Organization's archives, except for inter-American treaties and bilateral agreements archived by the Department of Legal Affairs and Services.

V.
OFFICE OF PROTOCOL

A.
Structure

1.
The Office of Protocol (PRO) shall consist of a Director, who is directly responsible to the DCER Director, and of the PRO staff.

B.
Responsibilities and functions


1.
Ensures that the official acts and social events of the Organization are carried out according to proper diplomatic procedures. 


2.
Handles all aspects of accreditation for members of the permanent missions and the member states and permanent observers.

3.
Acts as a liaison between members of the permanent missions of the member states and permanent observers (along with their support staff and their families) and the United States Department of State on matters related to the administration of diplomatic privileges and immunities. Assists the people mentioned above to register with the Office of Protocol at the Department of State; to obtain or renew visas, with their exemption from taxes; and to register and obtain diplomatic license plates, drivers' licenses, and work permits for family members; and assists the permanent missions with unusual problems which might develop.

4.
In accordance with the program-budget, applicable resolutions of the General Assembly, and rules and regulations of the General Secretariat, and subject to approval by the Director of the DCER, the Director  of the PRO is responsible for directing an internal structure for the PRO that assures efficiency, competence, and responsiveness with the resources provided.

5.
Prepares the proposed program-budget for the PRO and submits it, with the approval of the Director of the DCER, to the Office of Budgetary and Financial Services for approval by the pertinent authorities.

6.
When necessary provides the General Secretariat and the missions with advice on matters related to protocol and ceremonial functions.

7.
Organizes the social functions of the various areas of the Organization, including the Permanent Council, and the Offices of the Secretary General and the Assistant Secretary General. Helps organize the special events of the permanent missions.

8.
Coordinates and oversees the planning and proper execution of official acts, the presentation of credentials, and the signing of official documents and treaties.

9.
Creates and updates the various diplomatic lists used by the Office of Protocol and the other areas of the Organization.

10.
Prepares and sends invitations to the official acts of the General Assembly, the Secretary General, the Chair of the Permanent Council, and the Assistant Secretary General.

11.
Assists in customs clearance for permanent missions of the member states and permanent observers, for diplomats, for the Organization, and for certain senior officers of the General Secretariat.

12.
Keeps the Office of the Secretary General informed of changes in the cabinets of member states government and of other developments that might require the attention of the Office of the Secretary General.

13.
Assigns the use of the Main Building in accordance with the directives outlined in Permanent Council document CP/SA.602/85. Coordinates the services necessary to the functioning of the building during each event and provides logistical support when necessary.

14.
Maintains a monthly schedule of events in the Main Building for internal distribution.

15.
Assigns the dates for the "country weeks" by lottery. Coordinates all preparations, such as printing and distributing invitations, providing services related to the operation of the Main Building, and lending support in the measure necessary for carrying out the planned activity. Coordinates the "country weeks" with the Art Museum of the Americas and the Office of Public Relations and Information in order to obtain the widest publicity possible.

16.
Publishes, twice a year, the OAS Directory of Missions and Heads of State/Government and Senior Government Officials.

17.
Assumes responsibility for official correspondence announcing the appointment of new representatives to the Permanent Council and for informing the appropriate departments and offices of these appointments. Updates the list of alternate representatives.

18.
Obligates funds and takes the necessary steps to ensure proper payment of service contracts for official and social events. Keeps records of all information related to obligated funds.

19.
Keeps statistics which detail expenditures for representation.  These statistics should indicate the number, type, and cost of events as well as the type of services rendered.
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ANNEX  H

DEPARTMENT OF LEGAL AFFAIRS AND SERVICES

I.
ORGANIZATIONAL STRUCTURE

A.
The Department of Legal Affairs and Services (DLAS) includes the Executive Office of the Director/General Counsel and the following dependencies, as set out in the organizational chart and as described more fully below:

1.
Office of Inter-American Law and Programs; and

2.
Office of General Legal Services.

B.
The Director of the Department, who is also General Counsel of the Organization (“General Counsel”), shall, with the assistance of the corresponding Office Directors, who are also Deputy General Counsels in their respective areas of competence, define and establish the personnel structure and budget of each dependency.
C.
The DLAS and its dependencies are under the overall direction, supervision, and control of the General Counsel pursuant to the corresponding provisions of the General Standards, the General Assembly’s program-budget resolution, and other norms governing the General Secretariat.

II.
EXECUTIVE OFFICE OF THE DIRECTOR/GENERAL COUNSEL

A.
Structure

1.
The Executive Office of the Director/General Counsel includes:  (a) the Director/General Counsel, who is directly responsible to the Secretary General and to the Assistant Secretary General, in accordance with the corresponding Directives; and (b) other necessary attorneys and support staff.


2.
In accordance with the program-budget, applicable resolutions of the General Assembly, and the rules and regulations of the General Secretariat, the Director/General Counsel is responsible for establishing an internal structure for the Department that assures efficiency, competence, and responsiveness with the resources provided.

B.
Responsibilities and functions


1.
Serves as the principal advisory office on all legal matters, except human rights, for the Secretary General, the Assistant Secretary General, and all other organs of the Organization.

2.
Represents the Secretary General and the Assistant Secretary General in missions, international meetings, before the OAS political bodies, and in other events dealing with legal matters.

3.
Prepares, with the advice and assistance of the Office Directors/Deputy General Counsels, the proposed program-budget of the Department.

4.
Directs, manages, and supervises the execution of the Department’s program-budget in accordance with the instructions of the Secretary General, the program-budget, the pertinent resolutions of the General Assembly, and other rules and regulations of the General Secretariat.

5.
Plans, directs, coordinates, and supervises the activities of the other dependencies of the Department to avoid duplication of work, to assure acceptable quality of work and equitable distribution of tasks assigned, and to assure the efficient and effective utilization of resources to comply with assigned mandates and requests from the political organs and the member states.

6.
Reviews for signature by the Director/General Counsel all legal opinions drafted by other staff attorneys of the Department, except for those matters with respect to which signature authority has been delegated to the Office Directors/Deputy General Counsels or other attorneys.

7.
Receives and assigns all requests for legal opinions and work to the dependencies of the Department taking into account the skills and expertise required, relative distribution of work, and other available resources.

8.
Maintains the Department’s electronic registry of work received, in progress, and completed.

9.
Develops, in consultation with the Office Directors/Deputy General Counsels, a publications, Web page, and public information policy for the Department, and directs, supervises and coordinates compliance with that policy.

10.
Reassigns functions assigned to the Offices under this Executive Order, as necessary, to meet the needs of the Department’s clients and to equalize workloads.

11.
Coordinates, supervises, and promotes relations on legal matters with all other dependencies of the OAS General Secretariat, OAS organs, and other international organizations.

12.
Monitors compliance with continuing legal education and other training requirements established for Department staff by the Director/General Counsel.
13.
Supervises the Office of General Legal Services in maintaining, compiling, and reviewing internal regulatory instruments of the General Secretariat and, as provided under Executive Order 81-5, completes the final legal review of all internal normative issuances of the General Secretariat, including Executive Orders, Directives, and Administrative Memoranda.
14.
With support from the Office of General Legal Services, provides legal representation and advice for the OAS Retirement and Pension Plan and for other OAS retirement and pension mechanisms.
15.
Supervises and reports to the Secretary General on all litigation and other legal representational activities of the Department and its dependencies.

16.
Performs other tasks as duly requested or assigned by the Secretary General and by the Assistant Secretary General.

III.
OFFICE OF Inter-AMERICAN LAW AND PROGRAMS

A.
Structure

1.
The Office of Inter-American Law and Programs (OILP) includes the Director, who is also Deputy General Counsel for Inter-American Law, and the OILP staff.


2.
The Director of the OILP manages, coordinates, evaluates, and has technical responsibility for the OILP staff.


3.
In accordance with the approved program-budget, the internal rules of the General Secretariat, and subject to the General Counsel’s instructions and approval, the Director of the OILP is responsible for directing an internal structure for the Office that enables it to carry out its functions and responsibilities efficiently, responsively, and effectively.

B.
Functions and Responsibilities
1.
Provides advisory and other legal support in the areas of public and private international law within its areas of competence for the General Assembly (in particular, the General Committee and Preparatory Committee, and all their subcommittees), the Meeting of Consultation of Ministers of Foreign Affairs, the Permanent Council (in particular, the Plenary, General Committee, the Committee on Juridical and Political Affairs, the Committee on Hemispheric Security, and the Committee on Inter-American Summits Management and Civil Society Participation in OAS Activities, and all of their subcommittees),  for the Secretary General and the Assistant Secretary General, for the General Counsel, and for the other organs of the General Secretariat and the Organization.
2.
Serves as Secretariat of the Inter-American Juridical Committee and, to that effect, prepares studies and documents for its work program and provides the necessary administrative support.
3.
Provides secretariat, advisory, and organizational services for the Inter-American Specialized Conference on Private International Law (CIDIP), and provides advisory services to other inter-American specialized conferences that deal with technical matters of a legal nature in the areas of public and private international law.
4.
Contributes to the development and codification of international law in all areas of inter-American affairs, by making recommendations and preparing and coordinating studies and research on topics of special significance for those areas.
5.
Supports, through studies and documents, activities geared toward the standardization and harmonization of laws on public and private law in the OAS member states, including the legal aspects of economic integration in the regional context.
6.
Promotes and carries out  relations and information exchange of a legal nature with the secretariats of international organizations that conduct activities in that area, as well as with other institutions of interest to the Organization.
7.
Provides legal program content for projects and activities in priority areas and assists in the development of proposals on “model” conventions or laws, as requested.
8.
In its area of competence, maintains a legal internship program for attorneys from the member states.
9.
Provides secretariat services to the Administrative Tribunal of the Organization, as required under the Tribunal’s Statute, and in particular:

a.
Processes complaints, motions, and other pleadings;

b.
Serves and otherwise notifies the Parties and transmits pleadings and otherwise notifies the Tribunal members;

c.
Organizes and maintains case files;

d.
Organizes the Tribunal’s meetings and sends out corresponding notifications;

e.
Provides technical advice as requested by the President and other members of the Tribunal;

f.
Prepares the Draft Annual Report of the Tribunal to the General Assembly and other technical studies requested by the Tribunal; and

g.
Maintains and updates regularly the Tribunal’s databases of its judgments, other decisions, and its jurisprudence index on the Tribunal’s Web page, which is linked to the Department’s Web page.

10.
Advises on matters relating to legal cooperation and assistance agreed upon or promoted by the Organization, as requested by the member states.
11.
Subject to the availability of resources in the approved program-budget and or funds provided by donors for that purpose:

a.
Organizes and coordinates meetings for the development of specific aspects of technical cooperation in the legal and judicial areas;

b.
Responds to requests for legal cooperation; and

c.
Develops legal cooperation projects.

12.
Channels and coordinates offers of legal cooperation received from the member states, from states that are not members of the Organization, and from national and international institutions, for the execution of joint programs or projects related to various aspects of inter-American law.
13.
Maintains and keeps up-to-date the Department’s Web page, in cooperation with the Office of General Legal Services (GLS) and instructions of the General Counsel.
14.
Publishes and distributes the studies, reports, and other documents produced by the Inter-American Juridical Committee, CIDIP, and the Department, using the appropriate medium and with due regard for the need to provide as wide a dissemination as possible with the resources provided for that purpose.
15.
Provides advisory and technical secretariat services for the preparation, holding, and follow-up  of the Meetings of Ministers of Justice or of Ministers or Attorneys General of the Americas (REMJA) and the groups, committees, meetings, and other mechanisms for coordination or for political and technical dialogue established by REMJA, for the purpose of carrying out the corresponding actions, within the Office’s areas of competence, for the development and completion of REMJA’s recommendations and decisions.

16.
Provides advisory and technical secretariat services to the Conference of State Parties and to the Committee of Experts of the Follow-up Mechanism for Implementation  of the Inter-American Convention Against Corruption, in accordance with the Report of Buenos Aires, the Rules of Procedure of the Committee, and the other rules adopted for this Mechanism.
17.
Provides advisory and technical services to the Consultative Committee of the Inter-American Convention against the Illicit Manufacturing of and Illicit Trafficking in Firearms, Ammunition, Explosives, and other Related Materials.
18.
Performs the function of depository of inter-American multilateral treaties entrusted to the General Secretariat by the OAS Charter.
19.
Serves as depository of bilateral agreements concluded by OAS organs with American states or with other inter-American organizations or national institutions of the member or permanent observer states, and as depository of agreements concluded among member states for which the General Secretariat has been assigned that responsibility.
20.
Maintains, keeps up-to-date, and publishes an electronic documentary database on inter-American treaties and other databases on agreements and other areas within its area of competence.
21.
Provides such other advice, services, and reports as requested by the General Counsel.

IV.
OFFICE OF GENERAL LEGAL SERVICES

A.
Structure

1.
The Office of General Legal Services (GLS) includes the Director, who is also the Deputy General Counsel for General Legal Services, and the GLS staff.


2.
The Director of the GLS manages, coordinates, evaluates, and has technical responsibility for the GLS staff.


3.
In accordance with the approved program-budget, the internal rules of the General Secretariat, and subject to the General Counsel’s instructions and approval, the Director of the GLS is responsible for directing an internal structure for the Office that enables it to carry out its functions and responsibilities efficiently, responsively, and effectively.

B.
Responsibilities and functions
1.
Prepares legal opinions on and provides related legal services for the General Counsel for use by the General Assembly, the Permanent Council, the Secretary General, the Assistant Secretary General, and other organs of the Organization on:

a.
The interpretation of the legal instruments that govern the General Secretariat;

b.
Administrative, budgetary, and personnel matters and matters relating to internal regulations, contracts, pacts, and agreements to which the General Secretariat or another OAS body is a party and, in general, to any legal provision relating to the internal operations of the Organization;

c.
The application of national law in matters relating to taxation, labor relations, immigration, privileges and immunities, real estate and commercial contracts, and other legal questions relating to the operations of the General Secretariat; and

d.
Preparation of the internal legal instruments that govern the General Secretariat and other organs of the Organization.


2.
Negotiates in the exercise of its authority and the fulfillment of its responsibilities, the legal aspects of draft contracts and agreements for the General Secretariat.
3.
As requested, negotiates with counterpart entities and individuals, contracts and agreements (including technical cooperation agreements, memoranda of understanding, and exchanges of notes and letters).
4.
Prepares model contracts and agreements for institutional clients that request them.
5.
Assists the Inspector General and other dependencies of the General Secretariat in conducting factual investigations and in training staff members from other departments in investigatory skills.
6.
Provides other advisory and legal services with respect to the Organization’s internal law, and other areas of competence for the General Assembly (in particular, the Subcommittee on Administrative and Budgetary Matters) and the Permanent Council (in particular, the plenary, for administrative and financial matters, and the Committee on Administrative and Budgetary Affairs) their committees, and the other organs, agencies, and entities of the Organization, such as the Inter-American Council for Integral Development (CIDI), the Inter-American Commission of Women (CIM), the Inter-American Telecommunication Commission (CITEL), the Inter-American Institute for Cooperation on Agriculture (IICA), and the Administrative Tribunal, in connection with the statutes and regulations that govern the operations of those bodies; and prepares studies, reports, and other documents at the request of those bodies.
7.
Provides legal counsel to the Joint Disciplinary Committee and to the General Secretariat on cases submitted to the Joint Advisory Committee on Reconsideration and the Committee on Reduction in Force and on other cases when the Secretary General so decides.
8.
Participates in meetings of the Ethics Committee, as provided in Executive Order 96-03.
9.
Represents and defends the Secretary General, the Director General of IICA, and the Retirement and Pension Committee in the hearing of complaints lodged against them with the Administrative Tribunal of the Organization and with other courts and jurisdictional bodies.
10.
Provides legal counsel to the Retirement and Pension Committee, the Pan American Development Foundation, the Credit Union, the Leo S. Rowe Fund, and other nongovernmental organizations sponsored by the Organization.
11.
Answers, as requested by the General Counsel,  consultations received from governments and public or private organizations and institutions on specific legal aspects of national legal systems.
12.
Maintains cooperative relations and an exchange of information with the dependencies charged with providing legal services at the United Nations or other international organizations.
13.
Maintains, compiles, and reviews all internal regulatory instruments of the General Secretariat and, as provided under Executive Order 81-5, reviews and/or drafts for the General Counsel’s final review all internal normative issuances of the General Secretariat, including Executive Orders, Directives, and Administrative Memoranda.
14.
In connection with the intellectual property of the Organization, issues decisions on applications for permission to use such property or on requests for the assignment of copyright.
15.
Authorizes the publication of works by General Secretariat staff members, after consultation with the Chief of Staff and in accordance with Staff Rule 101.4.
16.
In its areas of competence, maintains a legal internship program for attorneys from the member states.
17.
Maintains and keeps up-to-date the section of the Department’s Web page on the internal law of the organization, legal opinions of interest, and other matters within the competence of the Office.
18.
Provides public notary services to the dependencies of the General Secretariat and member delegations at headquarters.

19.
Provides such other advice, services, and reports as requested by the General Counsel.
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ANNEX  I

DEPARTMENT FOR ADMINISTRATION AND FINANCE
I.
ORGANIZATIONAL STRUCTURE

A. The Department for Administration and Finance (DAF) shall consist of the following dependencies, as set out in the organizational chart and as described more fully below:

1. Executive Office of the Director of the Department for Administration and Finance; 

2. Office of Human Resource Services;

3. Office of Procurement and Facilities Management Services;

4. Office of Budgetary and Financial Services; and

5. Office of Information Technology Services.

B. The Director of the Department for Administration and Finance shall, in consultation with the corresponding Directors and/or Chiefs of these dependencies, define and establish the personnel structure and budget of each.

C. The Department for Administration and Finance and its dependencies are under the overall direction, supervision, and control of the Director of the Department for Administration and Finance, pursuant to the corresponding provisions of the General Standards, the General Assembly’s program-budget resolution, and other resolutions of the General Assembly and the Permanent Council, this Executive Order, and other pertinent rules and regulations of the General Secretariat.

II.  EXECUTIVE OFFICE OF THE DIRECTOR

OF THE DEPARTMENT FOR ADMINISTRATION AND FINANCE
A.
Structure

1.
The Executive Office of the Director (EODAF) shall consist of: (a) the Director of the Department for Administration and Finance, who is directly responsible to the Secretary General and to the Assistant Secretary General; and (b) other necessary support staff. 

B.
Responsibilities and functions

1.
Serves as the principal advisory office on all administrative, financial, and budgetary issues to the Secretary General, the Assistant Secretary General, all other Department Directors, the Chief of Staff of the Assistant Secretary General, and other senior staff of the Organization, as well as to the political bodies, including but not limited to the General Assembly, the Permanent Council, the Committee on Administrative and Budgetary Affairs of the Permanent Council and its subcommittees and working groups, CIDI, CEPCIDI, and other entities of the Organization as requested.

2.
Coordinates and oversees:
a.
Enforcement of the administrative and budgetary provisions set out in the OAS Charter, the General Standards, the General Assembly’s program-budget resolution, and the other normative instruments of the Organization relating to the management of the General Secretariat's material resources (including systems), personnel, and other activities;
b.
Performance of the duties and responsibilities assigned to the dependencies of the Department for Administration and Finance by the political organs and the Secretary General; and
c.
Implementation of the recommendations of the Inspector General, as approved by the Secretary General.

3.
With the approval of the Secretary General, issues Administrative Memoranda and other management-related normative issuances developed in collaboration with the affected areas of the Secretariat and the Department of Legal Affairs and Services; and develops and reviews draft Executive Orders and Directives relating to administrative matters for issuance by the Secretary General.

4.
Oversees the balanced, rational, and timely distribution of human and material resources (including systems services) within the General Secretariat, in accordance with the program-budget, the availability of resources, and needs.

5.
Provides representational services, prepares special reports, and performs such other duties as assigned by the Secretary General.

6.
Keeps the dependencies of the General Secretariat informed of the budgetary preparation, approval, and execution process, and issues such other information as necessary to assure adequate coordination of that process and other initiatives in the administrative area.

7.
Unless otherwise limited by Executive Orders, Directives, or other memoranda of the Secretary General, is authorized to execute on behalf of the General Secretariat those official documents related to the ordinary functioning and management of the General Secretariat, including but not limited to: purchase orders, contracts, travel documents, technical cooperation agreements, leases, and other agreements of a budgetary and administrative nature.  Specifics of this authority may be further delegated along functional lines to Office Directors within the Department for Administration and Finance. 

III.
OFFICE OF HUMAN RESOURCES SERVICES
A.
Structure

1.
The Office of Human Resource Services (OHRS) shall consist of an Office Director, who is directly responsible to the Director of the DAF, and of the OHRS staff. 


2.
The Office Director manages, coordinates, and has technical responsibility for the work of the OHRS and the productivity and performance of its staff. 


3.
In accordance with the program-budget and the internal rules of the General Secretariat, and subject to approval by the Director of the DAF, the Office Director is responsible for directing an internal structure for the OHRS that maximizes efficiency, competence and responsiveness with the resources provided. 

B.
Responsibilities and functions

The OHRS, through its Office Director and staff:


1.
Advises the Permanent Council and its committees, subcommittees, and working groups, as requested, as well as CEPCIDI and its committees, and all levels of management–including the Secretary General, the Assistant Secretary General, the Department Directors, and other senior officials of the General Secretariat–on human resources issues affecting the General Secretariat.  Advises, develops, proposes, plans, and organizes personnel management policies, programs, and procedures for consideration by the Secretary General, the Assistant Secretary General, the Department and Office Directors, other senior officials of the General Secretariat;


2.
Maintains pertinent personnel information and reporting systems, including individual personnel files for each staff member and other records as required for the determination of qualifications, history of performance, and entitlements;


3.
Has responsibility for administrative reports on human resources management;


4.
Monitors performance contracts for compliance with anti-nepotism provisions, time constraints, and established compensation limits for similar work performed by staff members;


5.
In accordance with applicable Staff Rules and other administrative provisions of the General Secretariat, applies, enforces, and, manages the personnel policy of the General Secretariat, including: the job classification system, recruitment, staffing, the compensation system, benefits, health and life insurance programs, the internal grievance and disciplinary proceedings, contracting of staff members, official visas and official travel documents, official travel, transportation of household goods, performance evaluation, the Organization’s internship program, and training and development;


6.
Liaises with the OAS Retirement and Pension Committee, the Rowe Fund Committee, and the Staff Committee of the OAS Staff Association;


7.
Participates as a member and/or technical secretary in committees, boards, and working groups such as: the Committee on Reduction in Force, the Advisory Committee on Selection and Promotion, the Joint Committee on Insurance Matters; and, pursuant to consultations with the Department of Legal Affairs and Services, provides documentary and testimonial evidence in support of the Secretariat's personnel actions at the OAS Administrative Tribunal and in other appropriate forums;


8.
Develops, in collaboration with the Department of Legal Affairs and Services, draft Staff Rules and other normative issuances related to personnel policy for consideration by the Director of the DAF and approval by the Office of the Secretary General; and publishes Personnel Circulars informing the staff of matters affecting their interests and related affairs;


9.
Provides medical assistance and emergency treatment to staff members and to members of the permanent missions at headquarters, within available resources; and


10.
Serves as the official conduit for all personnel-related matters between individual staff members and the General Secretariat.
IV.
OFFICE OF PROCUREMENT AND FACILITIES MANAGEMENT SERVICES 

A. Structure


1.
The Office of Procurement and Facilities Management Services (OPFMS) shall consist of an Office Director, who is directly responsible to the Director of the DAF, and of the OPFMS staff.



2.
The OPFMS Director manages, coordinates, and has technical responsibility for the Office's work and the productivity and performance of its staff.


3.
In accordance with the program-budget and the internal rules of the General Secretariat, and subject to approval by the Director of the DAF, the Director of the OPFMS is responsible for directing an internal structure for the Office that maximizes competence, efficiency and responsiveness with the resources provided.

B. Responsibilities and functions


1.
The OPFMS, through the Director of the DAF, serves as the principal advisory office to the Office of the Secretary General, the Assistant Secretary General, and the Department Directors, the Chief of Staff of the Assistant Secretary General, other senior officials, and all other staff and entities of the General Secretariat for all matters (excluding legal) related to plans, policies, procedures, and standards for the administration of purchasing, contracting fixed assets, and travel services of the General Secretariat, and management of real estate, fixed assets, and other general facility-related services of the General Secretariat.

2.
Recommends methods and procedures to the Director of the DAF for carrying out the directives of the General Assembly, and of other political bodies, on policies dealing with the administration of procurement, contracting, and facility services.

3.
Plans, directs, and provides the following centralized administrative services for headquarters and the Units of the General Secretariat Away from Headquarters as required: (a) procurement and contracting services; (b) the administration of property, casualty, and business travel insurance programs for headquarters and the field; (c) leasing or purchasing; (d) shipping of all equipment; (e) provision of travel services; (f) building and facilities management, including repairs, architectural design, allocation, and construction; (g) assignment, use, and maintenance of office space in properties; and (h) use, maintenance, and inventory control of office furniture and equipment.

4.
Manages all procurement actions, such as the procurement of furniture, electronic equipment, printing and photocopying equipment, General Assembly shipping activities, and other equipment/supplies for the General Secretariat, the Units of the General Secretariat Away from Headquarters, the Inter-American Agency for Cooperation and Development, and special missions and projects.

5.
Administers: (a) the receiving of acquired goods, furniture, and equipment, and the recording of the receipt of those goods in the OAS Enterprise System; (b) the inventory recording and delivery of received goods, furniture, and equipment to the users; (c) the maintenance of the General Secretariat fixed asset inventory system and records; and (d) the final disposition of goods, furniture, and equipment in accordance with pertinent regulations.

6.
Maintains a database on consultants contracted under performance contracts (CPRs); complies with the reporting requirements for CPRs established in the General Standards, other resolutions of the General Assembly, and other normative instruments applicable to the General Secretariat; and responds to requests for information on CPRs from the Permanent Council and member states.

7.
Establishes administrative procedures for all procurement contracts with financial impact to which the General Secretariat (on behalf of itself or of the Inter-American Agency for Cooperation and Development) is a party.

8.
Enforces and verifies compliance with the rules and regulations governing the procurement and contracting administrative practices within the purview of the OPFMS.

9.
Issues Requests for Proposals (RFPs) and is responsible for managing the competitive bidding processes that foster compliance with the General Secretariat Procurement Rules.

10.
Administers, negotiates, and concludes general contracts, bids, and other procurements, with assistance as necessary from the Department of Legal Affairs and Services.

11.
Oversees security and cleaning services systems, and such other systems as may be assigned at headquarters.

12.
Administers and controls the budgetary and financial aspects of the common services accounts related to real estate, equipment, furniture, and building maintenance services.

13.
Administers parking, messenger and transportation services, shipping/receiving, and mail, and their related regulations.

14.
Administers building renovation projects and maintenance of all facilities at headquarters.

15.
Provides technical advice and policy support to the Contract Awards Committee, and serves as the technical secretariat of that Committee.

16.
Provides advice and user support on the Purchasing Module of the General Secretariat Enterprise System and on other procurement-related issues.

V.
OFFICE OF BUDGETARY AND FINANCIAL SERVICES 

A. Structure


1.
The Office of Budgetary and Financial Services (OBFS) shall consist of an Office Director, who is directly responsible to the Director of the DAF, and of three divisions: (a) the Financial Operations Division; (b) the Financial Reporting and Policy Division; and (c) the Program-Budget Division.


2.
The OBFS Director manages, coordinates, and has technical responsibility for the Office's work and the productivity and performance of its staff.


3.
In accordance with the program-budget and the internal rules of the General Secretariat, and subject to approval by the Director of the DAF, the Director of the OBFS is responsible for directing an internal structure for the Office that maximizes competence, efficiency, and responsiveness with the resources provided.

B. Responsibilities and functions


1.
Office of the Director:

a.
Through the Director of the DAF, advises the governing bodies, including the Secretary General and the Assistant Secretary General, on all matters related to the effective management of the General Secretariat's resources and those resources entrusted to it, as well as on the formulation of the program-budget, estimates of budgetary requirements, the preparation of programs for inclusion in the budget document, and the processing of appropriations, allotments, and such other budgetary actions as required.  Advises directly all other officials of the General Secretariat on these matters.
b.
Represents the General Secretariat in external interagency meetings dealing with budgetary, financial, and accounting matters.
c.
Coordinates and evaluates financial statements and reports for presentation by the Director of the DAF to the Secretary General and other OAS officials, the General Assembly, subordinate organs, donors, and other interested parties, with particular attention to commenting upon the financial position of the Organization.
d.
Coordinates the preparation of the Annual Report of the Board of External Auditors for presentation to the Permanent Council.
e.
Maintains financial controls regarding use and access to financial information.
f.
Makes recommendations to the Office of Information Technology Services (OITS) and other departments on such additional security measures as may be required in order to maintain the integrity of financial responsibilities, support financial auditing, and ensure the integrity of financial data.
g.
Has responsibility for administrative reports with respect to financial planning and budgetary execution.
h.
Has responsibility  for prompt resolution of problems related to the functionality of the OAS Enterprise System (OASES) submitted by the dependencies of the General Secretariat and channeled through the OITS OASES Help Desk.
i.
Within the assigned area of responsibility, plans, coordinates, and manages budgetary and financial manuals and policies.
j.
Coordinates training activities with the Office of Human Resource Services.
k.
Within the area of responsibility, provides advisory, consulting, and technical assistance and support to management and other areas of the General Secretariat.
l.
Serves as Treasurer of the General Secretariat, Treasurer of the Leo S. Rowe Pan American Fund, Secretary-Treasurer of the Rowe Memorial Benefit Fund, and Technical Secretary of the Board of External Auditors, and as treasurer of other entities and trusts as assigned.
m.
Recommends to the Director of the DAF methods and procedures for carrying out the mandates of the General Assembly and other political bodies on policies and procedures dealing with financial and budgetary matters.


2.
Financial Operations Division
a.
Performs all treasury and financial accounting functions of the General Secretariat, except those specifically delegated or directed by the General Standards or resolutions of the corresponding political organs of the Organization.
b.
Establishes and maintains accounts of the General Secretariat and records the financial transactions of the Organization in accordance with the Budgetary and Financial Rules of the Organization and the General Standards.
c.
Plans, administers, and validates financial data in financial and subsidiary systems, and ensures the integrity and accuracy of the financial information residing in financial applications.
d.
Manages all of the General Secretariat's banking relationships and the collection of quota and other contributions payable to the General Secretariat; serves as the custodian of all cash of the General Secretariat; and is responsible for investments, letters of credit, and other monetary assets entrusted to the General Secretariat, with the exception of those functions assigned to another dependency of the General Secretariat by way of an Executive Order.
e.
Issues, reviews, and records payments made by the General Secretariat; and authorizes the disbursement of salaries, related benefits, and all other financial obligations within its purview incurred at headquarters.

f.
Administers attendance and leave recording and reporting.
g.
Supervises administration of the income-tax reimbursement program in accordance with the corresponding agreements with member states.
h.
Monitors the use and performance of OASES applications, and makes pertinent recommendations to the Office of Information Technology Services for improving the functionality of the financial applications. Collaborates with the OITS in the functional testing and validation of software solution upgrades, enhancements, and customizations.
i.
Shares responsibility with the OITS for ensuring optimal functionality and  performance of OASES applications and continuous access to them by users.


3.
Financial Reporting and Policy Division
a.
Serves as the Department's liaison with donors, missions, internal and external entities, directors, technical areas, and OAS committees with respect to the General Secretariat's financial policies and procedures, the recording of transactions, the set-up of project account structures, and authorization for disbursements and reports for those funds for which it is responsible.
b.
Collaborates with the OITS in the testing and validation of the customized financial reports.
c.
Prepares, reviews, and certifies monthly, quarterly, semiannual, and annual financial statements and reports, including the Annual Report, and ensures compliance with the General Secretariat's policies and procedures with respect to financial transactions.
d.
Prepares all official financial reports of the General Secretariat, including internal reports for management and formal statements for external reporting purposes, in accordance with applicable standards and norms, with the exception of those functions assigned to another dependency of the General Secretariat by way of an Executive Order.
e.
Develops financial policy and internal control mechanisms.
f.
Reviews financially-oriented terms of donor agreements for compliance with OAS regulations.
g.
Reviews and recommends revisions to authoritative financial manuals of the General Secretariat.
h.
Plans, directs, and administers technical assistance missions to review the administrative functions of the inter-American specialized organizations.
i.
Recommends accounting principles, standards, and financial management procedures; develops financial policies that conform to the General Standards and statutes of the Councils; and ensures that these policies are in accordance with applicable accounting principles. 


4.
Program-Budget Division
a.
In consultation with all areas of the General Secretariat, develops and implements the program-budget of the General Secretariat.
b.
Provides orientation to delegations on the organizational, administrative, budgetary, and financial structure of the Organization, the General Secretariat, and related agencies of the inter-American system.
c.
Enforces and verifies that all budgetary actions are consistent with policies and special directives on allocation levels and approved programs.
d.
Administers, issues, and provides guidance on appropriations and allotments for all funds managed by the General Secretariat.
e.
Receives, reviews, and authorizes funding budgets presented by areas for activities, financed by the Regular Fund and specific funds, to be executed away from headquarters.
f.
Maintains the Position Control File and such other supporting documentation and files as are required to substantiate budgetary actions for audit and analysis purposes.
g.
Coordinates and publishes all data and information related to the program-budget and its execution, including special studies on budgetary matters; comparative analyses of costs, benefits, and efficiency; and reports on the execution of the budget by program, including all specific funds.
h.
Ensures adequate budgetary control, and that program-budget actions and decisions are made in accordance with the provisions of the General Assembly’s annual budget resolution, the General Standards, the Budgetary and Financial Rules, and all applicable policies and procedures that have been established for the General Secretariat at headquarters and in the field.

VI.
OFFICE OF INFORMATION TECHNOLOGY SERVICES

A. Structure


1.
The Office of Information Technology Services (OITS) shall consist of a Director, who is directly responsible to the Director of the DAF, and of the OITS staff.


2.
The Director manages, coordinates, and has technical responsibility for the Office's work and the productivity and performance of its staff.


3.
In accordance with the program-budget and the internal rules of the General Secretariat, and subject to approval by the Director of the DAF, the Director of the OITS is responsible for directing an internal structure for the Office that maximizes competence, efficiency, and responsiveness with the resources provided.

B. Responsibilities and functions

1.
Through the Director of the DAF, advises the Office of the Secretary General, the Assistant Secretary General, the Department Directors, the Chief of Staff of the Assistant Secretary General, and other senior officials of the General Secretariat, on all administrative matters related to the plans, policies, procedures, and standards governing the utilization of technology resources of the General Secretariat.

2.
Recommends administrative methods and procedures to the Director of the DAF for carrying out the directives of the General Assembly and other political bodies on policies and programs dealing with the administration of information technology services.

3.
Plans and manages the General Secretariat's technology infrastructure including client/server architecture components, local and system-wide area networks, central computing and data communication facilities, operating systems, client software components and facility automation services, telecommunications, multimedia, voice, data, and video communication.

4.
In support of the Director of the DAF, coordinates the General Secretariat enterprise, administrative, and departmental information systems applications, including financials, projects, human resources, and payroll applications as well as customized management area applications.

5.
Analyzes and recommends technology infrastructure options and deployment in the General Secretariat's environment, defines capacity requirements, and establishes organization-wide standards and procedures. 


6.
Coordinates server integration and administration; and plans, analyzes, and manages the Department for Administration and Finance databases and applications.

7.
Provides database administration services and enforces related information systems security policies.

8.
Has responsibility for the design, development, implementation, and support of Data Base Management System (DBMS) file management, records management, and data archiving. Assures effective integration of applications and databases.  Evaluates, recommends, and supports modeling, development, reporting, and end-user tools, and sets standards for their use.  Plans, designs, develops, implements, and manages data warehouse and decision-support systems for these applications.

9.
Plans, develops, and maintains an effective and advanced information security and data- protection infrastructure to protect the General Secretariat’s valuable information resources and systems. Assures that valuable, enterprise-critical IT resources and networks are adequately protected against misuse, unauthorized access, accidental or voluntary destruction, and other threats. Implements comprehensive and integrated security systems and architectures. Monitors and enforces the Organization’s information security policies and procedures. Advises directors and staff and liaises with the Inspector General and auditors on information security issues.  Conducts information security and risk assessment of the General Secretariat information systems and application.

10.
Plans and controls acquisition and distribution of components, and manages central infrastructure.

11.
Establishes network standards and resource planning to support technology infrastructure.

12.
Administers and integrates networks, including servers, routers, switches, remote computing facilities, and other communication services and components.

13.
Plans and manages technology support services including user support and technology training coordination.


14.
Manages the General Secretariat OASES Help Desk.  Resolves effectively OASES technical application problems and promptly routes functional problems or requests submitted to the General Secretariat OASES Help Desk to the responsible office for resolution.

15.
Administers the revolving user accounts for Internet, network, messaging, communication, and other common services.

16.
Plans and directs the development and implementation of technology applications, including organization-wide end-user and departmental applications to support the Organization's activities.

17.
Supports and advises on development projects. 


18.
Coordinates with the OBFS to assure integration with core administrative systems and applications. 


19.
Determines security requirements for the General Secretariat's information systems and facilities and plans, designs, implements, and has responsibility for the corresponding security mechanisms and procedures.

20.
Provides advisory and consulting support on technology projects and issues to the governing bodies, permanent missions, the General Secretariat, and other entities as required. 


21.
Coordinates user groups and leads technical working groups in technology issues and activities, and ensures that appropriate technology is considered in the planning and execution of all modifications to existing or new physical facilities of the General Secretariat.
Division of Scholarships and Training for Human Development








Office of Development Policies and Programs 








Office of the Secretariat of CITEL








Office of Sustainable Development and Environment











Office of Trade, Growth, and Competitiveness





Trade Section





Tourism Section





Division of Development Policies





Division of Information Technology for Human Development





Division of Development Programs








Office of Political Affairs, Ethics, and Transparency





Department of Democratic and Political Affairs











Office for the Promotion of Democracy











Office for the Summits Process








Units of the General Secretariat Away from Headquarters (National Offices)





Division of Social Development, Education, Science and Technology





� EMBED Word.Picture.8  ���





GENERAL SECRETARIAT





Department for Administration and Finance








(12)





Department of Integral Development








(8)





Department of Democratic and Political Affairs





(7)





Department of Human Rights








(6)





Department of Legal Afffairs and Services


(11)





Department of Communications and External Relations





(10)





Department of Multidimensional Security








(9)





Executive Office of the Assistant Secretary General (4)





Office of the 


Inspector General (5)





Executive Office of the Secretary General (3)





Assistant 


Secretary General


(2)





Secretary General


(1)





Advisors





Administrative Support Unit





Executive Office of the Secretary General





Office of the 


Inspector General





Executive Office of the Assistant Secretary General











Department of Communications and External Relations





Office of the Secretariat of the General Assembly, the Meeting of Consultation, the Permanent Council, and Subsidiary Organs











Office of Conferences and Meetings





Chief of Staff











Advisors and Support Functions





Inter-American Court of Human rights





Department of Human Rights





Inter-American Indian Institute








Office of the Inter-American Children’s Institute





Office of the Executive Secretariat of the Inter-American Commission on Human Rights





Office of the Permanent Secretariat of the Inter-American Commission of Women





Division of Inter-American Culture





Office of Scholarships, Training, and Information Technology








Office of Education, Science, and Technology





Trust for the Americas





PADF





PAIGH





IICA





IDB





Section for the Coordination of External Fundraising





Department of Integral Development





Department of Multidimensional Security





Office of the Executive Secretariat of the Inter-American Drug Abuse Control Commission (CICAD)














Office of International Threats to Civil Society














Division for the Inter-American Committee on Ports





Inter-American Defense Board and College








Office of the Executive Secretariat for the Inter-American Committee against Terrorism (CICTE) and for the Promotion of Related Programs





PAHO





Department of Communications and External Relations











Office of Cultural Activities











Office of Public Relations and Information





Office of Conferences and Meetings











Office of Protocol





Department of Legal Affairs


and Services











Office of Inter-American Law and Programs





Inter-American Juridical Committee





Administrative Tribunal





Justice Studies Center of the Americas











Office of General Legal Services





Organización de los Estados Americanos


Organização dos Estados Americanos


Organisation des États Américains


Organization of American States





17th and Constitution Ave., N.W. • Washington, D.C.  20006








Department for Administration and Finance








Office of Procurement and Facilities  Management Services











Office of Information Technology Services











Office of Human Resource Services











Office of Budgetary and Financial Services





Pension Fund, Medical Benefits, Trust, etc.





� FILENAME  \* MERGEFORMAT �CP13436E08�








_953622076.doc




PERMANENT COUNCIL



