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Guidelines for the Secretariat work plan 2007-2008

Unfortunately, no serious and systematic planning of the work of the MedWet Secretariat has been carried out during the past two years, in spite of a clear request at MedWet/Com7. It cannot be done at present due to the absence of a MedWet Co-ordinator, who should have a critical role in formulating and presenting for approval the MedWet Secretariat work plan. 

Nonetheless, to guide the work of the Secretariat during the next few months and to assist the Co-ordinator as soon as she/he is appointed, MedWet/Com is requested to consider and approve certain guidelines for the period 2007-2008. 

1. 
General considerations

1.1
The MedWet Secretariat work plan should be developed rapidly and finalised before the MedWet Vision and Strategy. For this reason its preparation should be independent from the development during the coming months of the Vision and Strategy, but should be revised, if appropriate, in the light of the developments of this strategic planning.
1.2
In relation to networking, the new Co-ordinator, in close consultation with the Steering Group, should evaluate all of the partnerships in which MedWet is currently involved and assess their costs and benefits, limiting the participation of MedWet only to those that contribute effectively --directly or indirectly-- to its core mission.

2.
Secretarial functions

2.1
The MedWet Secretariat should give top priority to serving MedWet/Com, the Steering Group and the Scientific and Technical Team, including secretarial and administrative functions and carrying out tasks at their request. Particular attention should be given to the effective preparation of the Ninth Meeting of MedWet/Com to take place in conjunction with Ramsar COP10 in South Korea in October/November 2008.

2.2
The archive of the MedWet Initiative should be carefully organised and managed in printed and electronic form, beyond the main documents included in the MedWet website.

3.
Projects

3.1
Absolute priority should be given to the satisfactory completion of projects in which the MedWet Secretariat is already committed, either as leader or as executant. Special attention should be paid to those projects that have presented execution, management and financial problems. In this context, guidance from the Steering Group and the Scientific and Technical Team should be requested whenever necessary.

3.2
The Secretariat should continue its efforts to identify project opportunities of interest to the MedWet Initiative and assist the MedWet/Com members that wish to participate in developing the corresponding project proposals. In no case should the Secretariat become the leader of a project or a major executant of its activities. Thus, no project should be developed if a member of MedWet/Com is not willing to undertake the responsibility of being its leader.

3.3
Nonetheless, the MedWet Secretariat should participate in the development and execution of MedWet projects in a targeted manner, assisting their leaders and executants, monitoring their progress and warning the Steering Group in case of difficulties.

4. 
Communications and public awareness

4.1
The MedWet website should be the major tool of communication within the MedWet Initiative and its updating and improvements should be a main task during this period. The MedWet website will make good and timely coverage of all information and news related to the MedWet Initiative, to MedWet partners and to Mediterranean wetlands. All obsolete documents will be placed in an archive file. The website should be supplemented by an effective intranet system for the internal communication of all participants in MedWet.

4.2
During 2008 and in preparation for Ramsar COP10, a set of posters on Mediterranean wetlands should be prepared in collaboration with the Scientific and Technical Team.

4.3
The contribution of the cultural values of Mediterranean wetlands in communications and public awareness efforts must be promoted actively, in co-operation with the related efforts of the Ramsar Convention.

4.4
The participation of MedWet in the Ecofilms International Film Festival should be evaluated by the Steering Group in consultation with the Ramsar Secretariat and a definitive decision should be taken for 2008.
4.5
The dissemination of available material useful for MedWet/Com members should be a responsibility of the MedWet Secretariat in collaboration with the MedWet Scientific and Technical Team.

5.
Administrative and financial aspects

5.1
The budget of the MedWet Secretariat must be balanced and diligent efforts by the MedWet Co-ordinator must be made to ensure a healthy cash flow. Delays in paying taxes, social security and the Secretariat staff salaries will not be tolerated.

5.2
An internal regulation for the operation of the MedWet Secretariat should be prepared by the MedWet Co-ordinator and staff by the end of 2007, based on corresponding IUCN standards, to be approved by the Board of the ‘MedWet Secretariat - Ramsar’ society and ultimately by the Steering Group.

5.3
The ‘MedWet Secretariat - Ramsar’ society finances will be kept in accordance with the highest accounting standards and this must be assured by its Board. Any variation of more than 5% of each budget line must have the approval of the Steering Group. Payments will be made on the double signature of the Co-ordinator (and Manager of the society) and the Administrative Assistant. The chartered accountants (auditors) must be selected in a professional manner and must be replaced every three years.
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