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ANNEX H

SECRETARIAT FOR EXTERNAL RELATIONS

I.  MISSION AND ORGANIZATIONAL STRUCTURE

A.
The mission of the Secretariat for External Relations (SER) is to disseminate the role of the Organization as the institution for promoting democratic governance, sustainable development, multidimensional security, and respect for human rights in the Hemisphere; and to contribute to the strengthening of the Organization’s institutional image.

B.
In keeping with its objectives, the SER performs functions aimed at developing and implementing communication strategies and strengthening the image of the Organization; develop and disseminate a uniform message based on the Organization’s priorities; strengthening ties with international and hemispheric agencies and institutions to coordinate policy; foster cooperation with the host country, as well as with observer countries and multilateral organizations; broadening and disseminating information on the cultural heritage of the Americas; coordinating fundraising for programs and projects with donors and partners; and promoting the participation of civil society in matters related to OAS priorities.

C.
The SER and its dependencies and staff are under the overall direction, supervision, and control of the secretary for external affairs, who answers to the Secretary General, in accordance with the legal system of the Organization and with the provisions of this Executive Order.

D.
The SER comprises the Executive Office of the Secretary for External Relations and the following dependencies:

1. The Department of Strategic Communication and Image;
2. The Press Department;
3. The Department of International Affairs; 

4. The Department of Cultural Affairs; and

5. The Department of Strategic Partnerships and Host Country Relations.
E.
The secretary for external relations, in consultation with the Secretary General, shall name one of the directors of the area to perform the functions of subsecretary for a renewable period of one year, in order to fulfill all the responsibilities and exercise the corresponding authority.

F.
In coordination with the Office of the Secretary General, the SER performs the functions of the Secretariat of the Resource Mobilization Committee pursuant to Executive Order 05-14, corr. 1, and serves as the Secretariat of the Council for the Lecture Series of the Americas.

II.
EXECUTIVE OFFICE OF THE SECRETARY FOR EXTERNAL RELATIONS

A.
Functions

1.
Advises the General Secretariat and the political bodies of the OAS on all matters pertaining to the design and implementation of the Organization’s strategy for strengthening its external relations, in accordance with the guidelines and/or instructions imparted by the Secretary General.

2.
Coordinates efforts for promotion and advice to the Secretary General and Assistant Secretary General on high-level logistical matters relating to their participation in international conferences, visits with government officials, and other international travels.

3.
Represents the Secretary General in dealings with the political bodies of the Organization, on missions, in international meetings, and in other events dealing with matters in its area of competence; prepares reports and performs other tasks as assigned by the Secretary General.

4.
Develops mechanisms to ensure proper coordination of OAS donors, pursuant to the Declaration of Paris on Effective Development Aid.

5.
Serves as the focal point of the General Secretariat with regard to fundraising efforts and civil society participation in accordance with the specific functions outlined below.

6.
Prepares, proposes, and executes public communication strategies for the Organization and establishes policies for publications and the dissemination of OAS priorities.

7.
Assists the Secretary General and the different dependencies of the General Secretariat with designing and maintaining programs to strengthen the Organization’s image.


8.
Assists the Secretary General in increasing the commitment to promoting policy coordination efforts with United Nations agencies, inter-American institutions, and regional organizations.
9.
Promotes greater international awareness and understanding of the OAS and of its General Secretariat, on the part of governments and the general public, by developing and implementing a broad and multifaceted program for strengthening the institution’s image, advancing public and institutional relations, and fostering the provision of cultural services, according to instructions from the Secretary General.

10.
Promotes cooperation with member states, permanent observers, international and regional organizations, nongovernmental organizations, academic institutions, and the private sector in order to generate active support for the Organization, taking into account its goals and activities, according to instructions from the Secretary General.

11.
Coordinates relations with institutions and legislative and executive bodies of the host country, with a view to establishing closer ties and furnishing information about the region and OAS programs.


12.
Coordinates the establishment of ties between the Organization and the permanent observers to generate strategic alliances to support the activities of the Organization.


13.
Promotes institutional relations with the legislative bodies of the member states and with other national and/or intergovernmental organizations to publicize and strengthen the Organization’s agenda.


14.
Promotes the expansion and dissemination of the cultural heritage of the Hemisphere and coordinates the design and execution of strategies for promoting the arts and other forms of culture of the Americas.


15.
Promotes active support for the Organization, its goals, and its activities among member states, nongovernmental organizations, foundations, and academic institutions.


16.
Coordinates, promotes, and carries out public forums for the promotion of the Organization’s policies, programs, and projects.


17.
Assists and advises the Secretary General with regard to the selection and recruitment of his staff and establishes a structure of posts that will ensure that the required outcomes are attained with the resources assigned.


Fundraising


18.
Directs the efforts of the General Secretariat to raise more specific funds to finance the Organization’s priority programs and projects, in accordance with instructions from the Secretary General and the mandates of the Organization.


19.
Prepares, proposes, and executes the overall fundraising strategy of the Organization, according to instructions from the Secretary General.


20.
Coordinates with the Department of Planning and Evaluation the work of all the dependencies of the General Secretariat to identify financing requirements and to exchange information on fundraising opportunities.


21.
Manages the database on activities financed by outside donors and coordinates the preparation of reports on outcomes with the corresponding dependencies of the General Secretariat.


22.
Coordinates a control system and keeps a record of requests for external financing from all the dependencies of the General Secretariat.


23.
Keeps a record of reports on compliance with the requirements stipulated by donors.

B.
Administrative Support Section

1.
The Administrative Support Section is responsible for providing financial, budgetary, computerized data processing, logistic, and human resource management services to the SER as a whole, including all the departments and offices reporting to it, under the operational supervision of the Secretariat for Administration and Finance.


2.
Prepares the program-budget of the SER and its dependencies and assists the secretary for external relations in directing, managing, and supervising its execution, according to instructions from the Secretary General, the pertinent resolutions of the General Assembly, and the standards and regulations of the General Secretariat.

III.
DEPARTMENT OF STRATEGIC COMMUNICATION AND IMAGE

A.
Structure

1.
The Department of Strategic Communication and Image (DSC) and its dependencies and staff are under the overall direction, supervision, and control of the director, who answers to the secretary for external relations, in accordance with the legal system of the Organization and with the provisions of this Executive Order.


2.
The DSC is responsible for the following sections:



a.
The Multimedia Section;



b.
The Website Section; and



c.
The Americas Section.

B.
Functions

1.
Advises the General Secretariat, through the secretary for external relations, on matters related to communication policies and strategies, branding, and institutional image promotion.


2.
Proposes, develops, and executes communication plans and strategies aimed at strengthening the institutional image of the Organization, in coordination with the Secretariats for Multidimensional Security, Political Affairs, and Legal Affairs, the Executive Secretariat for Integral Development, and the Executive Secretariat of the Inter-American Commission on Human Rights. 


3.
Develops strategies with existing and emerging multimedia technologies to promote the activities of the Organization in accordance with the approved communications plan.


4.
Oversees the design and production of print and digital material, including annual reports, information bulletins, publications, and websites.

5.
Promotes an OAS presence through digital information networks, both regional and worldwide, and manages the OAS website information architecture.


6.
Produces, edits, and publishes Américas Magazine.


7.
Coordinates an editorial committee for the approval and supervision of all publications prepared by the various dependencies of the Organization.

C.
The Multimedia Section


1.
Produces audio and video material for the promotion of OAS activities, in accordance with the institutional image guidelines and in keeping with the approved communications plan.


2.
Disseminates programs on radio networks and stations in the member states, pursuant to established cooperation agreements.

3.
Circulates, produces, and markets, when appropriate, audio and video material on OAS activities.

4.
Uses new multimedia technologies to distribute audio and video material, and seeks out emerging markets to extend the reach of OAS-related information.

5.
Produces and coordinates live transmissions of Permanent Council meetings and other activities of the Organization’s political bodies.

D.
The Website Section

1.
Designs the information architecture of the OAS website in order to promote the institutional image of the OAS, in accordance with the approved communication plan.

2.
Develops procedures for the publication of information.

3.
Proposes graphic design standards and style guides to maintain the editorial consistency of the website.


4.
Assists the areas of the Organization in designing, organizing, and structuring web content.


5.
Coordinates, manages, and implements the OAS website, in accordance with its web address policy.

C.
The Américas Section

1.
Publishes Américas Magazine, in separate, identical Spanish-language and English-language editions, according to directives from the Editorial Board of the Permanent Council, and to income from sales of the Magazine and other resources available in the program-budget. 


2.
Produces, in coordination with other sections of the Department, print or digital material related to the “Américas” brand, to promote and make optimal use of the magazine.

3.
Reports periodically, and as requested, to the Permanent Council’s Editorial Board of Américas Magazine.


4.
Promotes the sale of Américas Magazine in the member states.


5.
Develops marketing and fund raising programs to increase the Magazine’s income and encourages participation, when possible, by the permanent observers and nongovernmental organizations.


6.
Prepares short-term (one-year) and medium-term (five-year) plans for the marketing and financial support of the Magazine.

IV.  PRESS DEPARTMENT
A.
Structure

1.
The Press Department, its dependencies and staff are under the general direction, supervision, and control of the director, who answers to the secretary for external relations, in accordance with the legal system of the Organization and with the provisions of this Executive Order.

B.
Functions

1.
Assists the Secretary General (SG), the Assistant Secretary General (ASG), and the Permanent Council (PC) in their media relations in the performance of their official functions.


2.
Proposes and implements the communication strategy of the SG, ASG, and PC, in order to convey the political message to the print media on a daily basis.


3.
Relates with national and international media to provide information on the Organization’s agenda, programs, and activities that have been and are to be undertaken.


4.
Prepares, produces, and distributes on a daily basis press releases and media advisories based on information provided by the respective bodies.

5.
Arranges the Organization’s press and communication logistics for the OAS General Assembly.


6.
Produces and distributes, via the Internet, a summary of the top news stories on the public agenda of the OAS member states.


7.
Establishes and maintains relations with media in the member states in order to facilitate and promote the publication of articles about the OAS and the activities of the SG, the ASG, and the PC.


8.
Produces and releases photographic material on the activities and programs of the Organization to print media in the Hemisphere.

V.
DEPARTMENT OF INTERNATIONAL AFFAIRS

A.
Structure

1.
The Department of International Affairs (DIA) and its dependencies and staff are under the overall direction, supervision, and control of the director, who answers to the secretary for external relations, in accordance with the legal system of the Organization and with the provisions of this Executive Order.


2.
The DIA is responsible for the following sections:



a.
Permanent Observer Relations Section;


b.
Civil Society Relations Section; and


c.
Public Liaison and Inter-Institutional Relations Section.
B.
Functions


1.
Permanent Observer Relations Section


a.
Advises the General Secretariat and the political bodies, through the Secretary for External Relations, on matters concerning the Organization’s relations with permanent observers and multilateral organizations.



b.
Develops, in coordination with the Secretariats for Multidimensional Security, Political Affairs, and Legal Affairs, the Executive Secretariat for Integral Development, and the Executive Secretariat of the Inter-American Commission on Human Rights fundraising strategies for OAS priority projects and programs.



c.
Maintains daily contact with Permanent Observers and holds briefing sessions on the inter-American agenda, the role of the OAS, and specific priority program areas.



d.
Gathers information on donor policies and priority areas for better understanding of the agenda of Permanent Observers.



e.
Promotes the participation of Permanent Observers in special meetings of the OAS, including the General Assembly and ministerial meetings.



f.
Prepares, in coordination with the Secretariat for Administration and Finance, reports on contributions to the OAS by Permanent Observers. 

2.
Civil Society Relations Section
a.
Advises the Secretary General on all matters relating to civil society and directs and coordinates activities in this area with all the dependencies of the General Secretariat.

b.
Provides secretariat services and technical support to the Committee on Inter-American Summits Management and Civil Society Participation in OAS Activities of the Permanent Council in all matters related to civil society participation.

c. Informs civil society organizations, with the support of the Secretariats for Multidimensional Security, Political Affairs, and Legal Affairs, the Executive Secretariat for Integral Development, and the Executive Secretariat of the Inter-American Commission on Human Rights about the policy agenda of the Organization.

d. Coordinates relations with nongovernmental organizations and promotes and harmonizes the work of the different dependencies of the General Secretariat in their efforts to encourage civil society to take part in the Organization’s activities.

e. Develops and executes strategies and activities designed to promote and broaden civil society participation in activities related to the Organization.

f. Promotes participation by civil society organizations in special meetings of the OAS, including the General Assembly and ministerial meetings.

g. Conducts the process of registering civil society organizations in the OAS.

3. Public Liaison and Inter-Institutional Relations Section


a.
Coordinates and executes the Lecture Series of the Americas and serves as Secretariat to the Council of the Lecture Series of the Americas.

b. Develops, promotes, organizes, and carries out the Model OAS General Assembly at headquarters and, when necessary, in other member states and prepares guidelines to ensure proper implementation of the model in the Hemisphere.

c. Creates a database of MOAS participants.

d. Develops and implements a program of round table discussions on OAS policies to informally promote debate on the hemispheric agenda by bringing together policy analysts and the diplomatic community to debate key issues affecting the region.

e.
Develops and implements a program of briefings on OAS activities and priorities for various audiences related to the Organization.

VI.
The DEPARTMENT of Cultural AFFAIRS

A.
Structure

1.
The Department of Cultural Affairs (DCA) and its dependencies and staff are under the overall direction, supervision, and control of the director of the department, who answers to the secretary for external affairs, in accordance with the legal system of the Organization and with the provisions of this Executive Order.


2.
The DCA is responsible for the following dependency:



a.
The Art Museum of the Americas (at the section level).

B.
Functions


1.
Prepares, proposes, and carries out promotion, communication, and dissemination strategies to promote the arts and the cultural heritage of the Americas.


2.
Assists the secretary for external relations in designing and maintaining programs to strengthen the image of the Organization through the arts and different cultural expressions of the Hemisphere.


3.
Promotes the visibility, development, expansion, and dissemination of the cultural heritage of the Americas through services, programs, special events, and scientific and cultural activities, and through the Art Museum of the Americas.


4.
Organizes temporary and touring exhibits, public programs associated with exhibits, lectures, educational visits to the Library and the Museum, films, and special events, striking a balance in exhibits between the works of emerging artists and those of internationally recognized artists.


5.
Maintains cooperation ties, establishes strategic partnerships, and takes part in joint projects with entities, organizations, institutions, museums, cultural centers, universities, enterprises, and similar groups with a view to implementing new programs and projects.


6.
Engages in activities designed to raise and mobilize external funds to finance and promote its programs, projects, and activities, in coordination with the Resource Mobilization Committee.


7.
Supervises and coordinates the activities of the Art Museum of the Americas.

C.
The Art Museum of the Americas (at the section level)
1.
Functions
a.
Advises officials of member state governments on the selection and promotion of temporary exhibits at the Museum of works by artists of merit.

b.
Through the director of the Department of Cultural Affairs, 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.

c.
In consultation with the director of the Department of Cultural Affairs, 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.
In accordance with the resources available, produces films, videocassettes, slides, and other visual documentary materials on Latin American, Caribbean, and North American art, on the cultural heritage of each member state, and on specific folk-life, cultural, and historical aspects of the region; promotes the sale of these materials to schools, universities, and private individuals in the Hemisphere.

f.
In accordance with the resources available, prepares individual catalogs for all exhibitions; publishes a visual arts bulletin giving information on artistic endeavors in the region; and publishes individual monographs on the history of art in selected countries.

g.
Develops fundraising campaigns and related programs to make the Museum self-financing, and enlists the participation of nongovernmental organizations, including, among others, the Friends of the Art Museum of the Americas and the Cultural Foundation of the Americas, in its programs and fundraising activities.

h.
Prepares short-term (one-year), medium-term (five-year), and long-term (10-year) plans for the development of the Museum’s projects, its collection, and its financing, and adjusts those plans as required.

VII.
DEPARTMENT OF STRATEGIC PARTNERSHIPS AND
HOST COUNTRY RELATIONS

A. Structure


1.
The Department of Strategic Partnerships and Host Country Relations (DSPHCR), its dependencies, and staff are under the general direction, supervision, and control of the director, who answers to the secretary for external relations, in accordance with the legal system of the Organization and with the provisions of this Executive Order.  The Director of the DSPHCR also serves as Executive Director of the Trust for the Americas and answers to the Board of Directors of the Trust, in accordance with its legal system.


2.
The DSPHCR is responsible for the following sections:

a.
Public and Private Partnerships Section; and

b.
Host Country Relations Section (in coordination with the Office of the Secretary General).

B. Functions

1. Represents the secretary for external relations in dealings with the political bodies of the Organization, on missions, in international meetings, and in other events dealing with matters in its area of competence; prepares special reports; and performs other tasks assigned to it.

C.
Public and Private Partnerships Section

1.
Establishes and develops ties with the private sector to encourage strategic partnerships in OAS activities and projects.


2.
Is responsible for enhancing OAS dialogue and partnerships with other stakeholders, including donors, partners, and the private sector.


3.
Serves as the only medium for the Organization to raise funds from institutions that provide funding for development activities in the region and from philanthropic foundations that provide development assistance for Latin America and the Caribbean.


4.
Creates opportunities for the Secretary General and senior officials of the Organization to meet with business groups for the purpose of promoting the objectives of the OAS.


5.
Serves as liaison between the General Secretariat and the Pan American Development Foundation (PADF), Young Americas Business Trust (YABT), Trust for the Americas, and the Private Sector Forum in order to promote close cooperation and strengthen ties between the foundations and the General Secretariat for the purpose of optimizing the use of the resources of all entities.

D.
Host Country Relations Section
1.
Promotes relations with the host country, in order to provide information on the region and on the Organization’s programs, pursuant to its mandates.

2.
Participates in the preparation and implementation of strategies and plans to secure the support of the executive and legislative branches in member states for the Organization. 

3.
Maintains relations with the legislative branch of the host country.

4.
Develops and implements a program of high-level meetings on OAS activities and priorities for audiences of the executive and legislative branches.


5.
Participates in special commissions and committees responsible for issues related to the work of the Section.
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