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The Role of the Secretariat * 

The Secretariat ’ 5 role is to efficiently manage the affzirs 

of 1COS.i in axordance with the established policies of the organi- 
sation and its constitution. 

firotqh the Secretary General the Secretariat is respon- 
sible to tie Eoard of Governors for arrangement of Board .meetings, 
drawinq a3 253d2, preI;aration and distribution of minutes and for 
other work 2s directed by the Chairman of the Executive Committee. 

HsT".'=-s will re-wi.3 the right to have subjects of their . --- 
choice i,3cludr< in agenda. 

. 

l3e Sexetariat is reqponsible to tbe Executive Committee 
for those &&es associated with te_sponsibilities delegated to-the 
sx~~tive co.r.zlittee by the Board of Gove,rnors . 

Committees . . - 

Tie Se&et2rkt arranges me etings of the Board of Gove,rnors, 
tie Esec2:iv-e Cmxmitt ee and other Committees and groups zs required. 

SecrefariC se=-.-ices are provided for these working units so thas 
minutes can be -z&en and Ustributed 2romptiy. 

Car-;- ----.s ‘17 end maintaining an efficient office organisation 
is a key task. ir is a function of the Secretariat to be responsible 
for alI aspects cf office management and for the effective control 
of the ICOSI b&jet and other accounting matters. In collaboration 
with ICOSi ’ s finaxial advisers, the Secre*sriat will be responsible 
for the receipt c?d disbursement of funds. / 

Outside B&&es 

XC is a function. of the Secretariat to ensure that the necessary 
links are established with qqropriate outside bodies whose work 
tffec*zs or relates to that of ICOSI. S&al arrangements are to be 
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made so that ‘? .-OS1 is kept fully aware of developments and opinions 
of Governments aM Government-support& agencies around the 
world on ma--=- -.,-s aEectin3 the interests of ICOSI in both countries 
covered z?d n;t covered by a national association. 

IrZormation 

The cr3anisarion of the Secretariat will incorporate zn 
Formation Service to meet the needs’ of member organisations 
and to se-se cs a clearing house for information relating to the 
tobacco indusky. It will make arrangements to ensure that 
statements a-2 publications issued by, or cn behalf of, ICOSI 
are cleared fcr scientific accuracy and reflect the position of the 
me-mbers . Tk service will incorporate a library of appropriate 
publications : films, photographs and tapes. It will also maintain 
links with otbnr scurces of information such as national trade 
associations , Gdve,raments and Government-supported bodies. 

Under L:e direction of ICOSI Committees and For.king Parties, 
it will be the r%.sgor.sibility of the Secretariat to engage and guide 
approPria:e 0 oxide services 2s repuired and to ensure that the 
agreed ‘-pyrn er. : is zade on behalf of ICOSI. 

Reoresentaticn 

After rtzeixi,ng ?iiOr approval the Secretary General will 
normalLy be authoristrl to represent the IjoorC officially and to 
dis:uss ICOSI ;zlicies with national trade associations and other 
otxsidt bcd!es. Such discussions will be within previously agreed 
guide!ines laid d3b-n in the Executive Committee or Board of 
Governors as appropriate. 

Program me of -ictivity /* 

The Secretariat will draft for Board consideration, recom- 
mendations relarti3 to the further development of ICOSI policies. 
Additionally, however, the Secretariat will draw up other recom- 
mend&ions in the form of programme activity for endorsement by 
the Board. It will be a responsibility of the Secretariat to monitor 
the implementation by member orgartisations of those pro3rammes 
which the Boa-” L L- .,as approved and which are bindin upon members. 
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