ASSOCIATION OF CARIBBEAN STATES

FIRST ORDINARY MEETING OF THE MINISTERIAL COUNCIL

Guatemala, December 1, 1995

Agreement No. 10/95

ADOPTION OF THE REGULATIONS OF THE SECRETARIAT OF THE ASSOCIATION OF CARIBBEAN STATES

The Ministerial Council:

Based on Article IX (g) of the Convention establishing the Association of Caribbean States,

Approves the Regulations of the Secretariat of the Association of Caribbean States, as presented in Annex I.

REGULATIONS OF THE SECRETARIAT OF THE ASSOCIATION OF CARIBBEAN STATES 

CHAPTER 1:
The Secretariat

Article 1

The Secretariat is the technical and administrative organ of the Association of Caribbean States.  It shall perform the functions established in the Convention, which was signed in Cartagena de Indias, Colombia, on 24 July 1994, and entered into force on 4 August 1995. 

Article 2

The Secretariat shall be made up of a Secretary-General and such officials as the Ministerial Council may deem necessary.

Article 3

In addition to the duties assigned to it by the Ministerial Council, the Secretariat shall perform the following functions in order to accomplish the aims of the Association:

a. Assist the Ministerial Council and the Special Committees of the Association in the development and implementation of policies and programmes;

b. Maintain contact with other sub-regional, regional and international organisations;

c. Design, organise, conduct or, if applicable, request studies on integration issues, and in particular, trade, investment and economic and social development issues;

d. Collect, store and disseminate information among Member States, and when the Ministerial Council so decides, to other relevant entities;

e. Service meetings of the Ministerial Council and the Special Committees of the Association, and take appropriate action on determinations emanating from such meetings;

f. Draft the proceedings of all the official sessions of the Ministerial Council and of the Special Committees, and provide support to the working groups in preparing their reports;

g. Coordinate, within the framework of the work programme of the Association, the activities of donor agencies and national, regional and international institutions;

h. Prepare the draft Budget of the Association for examination by the Committee on Budget and Administration every two years, to be submitted for the consideration and approval, as appropriate, of the Ministerial Council;

i. Keep the Members of the Association informed, on a regular, timely basis, respecting the official languages of the Association, of all the activities and initiatives of the Secretariat.

Article 4

The Secretariat shall conclude cooperation agreements and take advantage of the facilities of existing cooperation and integration agencies in the region, in accordance with the mandate of the Ministerial Council.

CHAPTER 2:
The Secretary-General

Article 5

The Secretary-General shall be the Chief Administrative Officer of the Association.

Article 6

The Secretary-General shall be elected on the basis of rotation for a period of four years on such terms and conditions as may be determined by the Ministerial Council.  

a. The Secretary-General shall be elected by consensus in accordance with the provisions of paragraph 4 of Article XI of the Convention.

b. Candidates shall be of the highest level of competence, efficiency and integrity, shall be submitted by the Member States, and must be nationals of the country making the nomination.

c. The principle of geographical distribution and linguistic representation shall be strongly taken into account.

Article 7

The Secretary-General shall act in that capacity in all meetings of the Ministerial Council.  In meetings of the Special Committees, the Secretary-General may appoint a director to act in his capacity.  

Article 8

The Secretary-General shall submit an annual report to the Ministerial Council on the activities of the Secretariat. 

Article 9

The Secretary-General shall appoint the staff of the Secretariat in accordance with the regulations established by the Ministerial Council and shall take into consideration the criteria established in paragraph 5 of Article XIV of the Convention.

Other critieria shall also be taken into account in recruiting technical staff, such as: diplomatic experience in international negotiations, management capacity, academic qualifications, and specialization in fields that are a priority for the Association.

Article 10

The Secretary-General shall define the duties of the technical and administrative staff in performing the functions of the Secretariat.  

Article 11

The Secretary-General shall exercise the legal representation of the Association.

Article 12

The Secretary-General shall give effect to and improve the manuals, systems and procedures of the Secretariat, in accordance with the functions assigned to it in the Convention, the mandates of the Ministerial Council, these regulations and the available funds of the Secretariat.

CHAPTER 3:
The Staff

Rights and Duties of Officials

Article 13

The officials of the Secretariat shall have the right to receive on a regular basis the amount of their salaries in keeping with their respective employment contract.

Article 14

The privileges and immunities of the Secretariat staff, referred to in Article XVII of the Convention, shall be established in the Protocol and in the Headquarters Agreement.

Article 15

The officials of the Secretariat shall perform the functions assigned to them with loyalty, devotion and efficiency.  They shall neither seek nor receive instructions from any government or from any other authority external to the Secretariat, and shall abide strictly by the Convention, the decisions of the Ministerial Council, these Regulations, and any other rules issued by the Secretariat.

The officials of the Secretariat are also obliged to refrain from disclosing any confidential information coming to their knowledge by reason of their duties, even after the cessation of their functions.

The Secretary-General shall assess the performance of each official and inform the Ministerial Council of any measures taken as a result of the assessment, including any sanctions applied.

Article 16

Copyright of any work carried out by officials of the Secretariat in the performance of their duties shall pertain to the Association.  This provision shall apply equally to consultants, advisers and experts providing services to the Association.

Article 17

The Secretary-General and/or Ministerial Council may adopt appropriate administrative measures to sanction any infringement of the regulations contained in this Chapter.

CHAPTER 4:
Ranking of posts and remunerations

Article 18

The officials of the Secretariat are ranked in two categories: international officials and local officials, as regards remunerations and additional benefits.

The international category shall be made up of officials performing executive duties and general services.

The staff manual shall establish regulations governing recruitment, classification of posts, salaries and other benefits.

Article 19

The salaries of international officials of the Secretariat shall be determined in accordance with the approved budget and respective employment contracts.  The salaries and additional benefits of local staff may be similar to those of other international agencies operating in the host country.

Article 20

International and local officials must be nationals of the States, countries and territories of the Association and shall be selected on the basis of their expertise, experience, professional background and aptitude for discharging the duties involved.

Selection and assessment criteria for hiring officials shall be set forth in a manual to be prepared for that purpose by the Secretariat.

Article 21

International staff may be hired for a period of three years as a general rule, and may be renewed for a total period lasting no longer than five years.  High-level officials shall be appointed by the Ministerial Council, as set forth in Article IX, paragraph (e) of the Convention.

Article 22

Local staff may be hired on a temporary basis or for an indefinite period.  The Secretariat shall prepare a manual of procedures to rate the productivity and performance of such staff.

Article 23

The Secretariat may hire consultants, preferably nationals of the States, countries or territories of the Association, for pre-established periods, to perform specific functions of a transitory nature and in accordance with the guidelines and policies established by the Ministerial Council and the work programme of the Association.

The Secretariat shall set the remuneration of consultants by bearing in mind their category, the importance of the work they are requested to perform and the duration of the contract, as well as the remuneration corresponding to the category most in keeping with the nature of the services to be performed.

Article 24

Officials of the Secretariat providing services outside the headquarters of the Secretariat shall have the right to fares, per diem allowances and other travel expenses pertaining to their mission, in accordance with the regulations stipulated in the staff manual.  With regard to consultants providing services outside their place of residence, the respective provisions shall be stipulated in the corresponding contract, in accordance with the staff manual.  

CHAPTER 5:
Administration and Budget

Article 25

The Secretary-General shall administrate the patrimony endowed by the Association of Caribbean States to the agency for the performance of its duties and shall represent it in public and private law acts and contracts, and shall be responsible for its administration before the Ministerial Council.

Article 26

The Secretary-General shall prepare and submit a preliminary draft budget to the consideration of the Committee on Budget and Administration, and any subsequent changes as deemed necessary.

Once it has been approved by the Committee on Budget and Administration, the Secretary-General shall forward the draft budget to the Governments of the Member States at least sixty calendar days prior to the meeting of the Ministerial Council.

Article 27

The Secretary-General must include an explanatory statement on presenting the preliminary draft budget, in addition to a list of the corresponding quotas as approved by the Ministerial Council, a report on the performance of the previous budget, and a report on the operations carried out in the local currency of the host country, indicating the dates and exchange rate at which such operations were effected.

Article 28

The Secretariat shall keep records of the accounts of the Association and shall present financial reports in United States dollars to the Ministerial Council, enclosing the following documents:

a. Income and expenses of the funds.

b. A condition statement on allocations, presented in such a manner as to allow comparison with the approved budget.

c. Any other income modifying the original allocations.

d. A statement of assets and liabilities.

Article 29

The Secretary-General shall inform the Members of the Association semi-annually on the following:

a. Semi-annual performance of the annual budget

b. Status of the collection of quotas

c. Financial statements

d. Any other information deemed appropriate by the Ministerial Council or the Secretary-General

Article 30

In procuring goods or contracting services, priority shall be given to those produced or offered by Members and Associate Members, in accordance with the contracting regulations and procedures established by the Committee on Budget and Administration.

Article 31

Following selection by the Committee on Budget and Administration, an external auditing firm shall be hired on the basis of a list presented by the Secretary-General including at least five professionals or firms of recognised prestige from the host country and the other Members and Associate Members.

Article 32

The external auditor shall examine the accounting and certify:

a. Whether the annual accounts presented by the Secretary-General tally with the books, registers, documents and vouchers of the Secretariat;

b. Whether the operations reflected in the financial statements are in conformity with these regulations, financial provisions and guiding principles and other applicable regulations;

c. Whether the securities funds in deposit have been verified through certifications on the part of the depositaries of the Secretariat and of cash holdings counted physically.

The external auditor shall make a report for the knowledge and consideration of the Committee on Budget and Administration through the Secretary-General, who shall submit to the Committee any observations and explanations he may deem appropriate.

The Secretary-General, with the approval of the Committee on Budget and Administration, shall forward the report of the external auditor to the Member States and Associate Members at least sixty days prior to the date of the meeting at which said report is to be considered.

CHAPTER 6:
Final Provisions

Article 33

The manuals, guidelines and regulations established by the Secretariat for its optimum functioning shall supplement these regulations.

Any amendments to these regulations proposed by a Member State or the Secretary-General must be approved by the Ministerial Council.

The Secretary-General shall safeguard the correct application of the provisions

contained in these regulations.

These regulations shall enter into force as soon as they are approved by the Ministerial Council.

