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During the Civil Society Bureau (CSB) meeting in Cape Town from 5-6 December 2004 it was decided to delegate to a small group of organisations to formulate a document on the activities and tasks required by the CSB Secretariat. These organisations are: Conference of NGOs in Consultative Relationships with the UN (CONGO), International Conference Volunteers (ICV) and the UN Non-Governmental Liaison Service (NGLS). This text outlines in three parts 1) the activities and tasks, 2) a division of labour and 3) a division or responsibilities among the three organisations.

1)
Activities and Tasks:

· Organisation

· Organise CSB meetings and CS plenary meetings

· Mailing list of CSB members

· Administrative matters of CSB

· Interpretation

· Organise interpretation of CSB meetings and of CS plenary meetings

· Translation

· Translation of CSB documents 

· Information and Communication Outreach

· Maintain a WSIS CS information portal

· Provide communication outreach to broader civil society and outside WSIS actors 

· Provide communication in-reach between ES and civil society (CSB and CS plenary)

· Publish regular Roundup on WSIS process in hard-copy and/or online 

· Liaison
· Liaison with WSIS-ES

· Liaison with other stakeholders

· Funding Participation  

· Fundraise and network for CS participation fund

2)
Division of Labour

The CSB Secretariat would be composed of CONGO and ICV in cooperation with NGLS (ex-officio) in partnership with the WSIS-ES. The CSB Secretariat would be mainly responsible for the organisation of the CSB. NGLS will work with the CSB Secretariat as a neutral interlocutor among the CSB members and CSOs at WSIS. The WSIS-ES would be consulted and informed via NGLS and the CSB Secretariat.
CONGO

Major activities:

· Maintain CSB mailing list

· Planning and organisation

· Notes taking, minutes, document preparation

· Liaise with WSIS-ES on organisational matters

· Liaise with other stakeholders

Have an overview of all WSIS related tracks and in helping/facilitating the participation of relevant CSOs with a view to bring the many processes back to WSIS. 

Participate in, follow closely and monitor and report back from the PrepComs, regional and thematic meetings and establish relevant links with WSIS core groups and CS Bureau

Establish good working Liaison with the host country
Follow all or most of the list-serves 
Help mobilize more mainstream NGOs (*) 
Be systematically in contact with the Executive Secretariat, the Governmental. Bureau and other stakeholders 
Prevent incidents as occurred in Hammamet 
Help to facilitate balanced participation, including establishing likeminded groups 
Be proactive in fundraising or accessing existing funds for CS participation
Help with organizing Tunis/Summit interaction and with Side Events
ICV



Major activities:

· Organise interpretation facilities and volunteers for CSB meetings

· Organise translation of documents 

· Planning and organisation of CSB meetings

· Notes taking, minutes, document preparation

· Liaise with WSIS-ES on organisational matters

NGLS
Major activities:

· Maintain a WSIS CS information portal

· Provide communication outreach and in-reach (requiring access to CSB mailing list) 

· Liaise with WSIS-ES on information-related matters, some organisational matters, CS participation in general (accreditation process, CS participation fund, etc.)

· Administer the CS participation Fund in cooperation with a consultation group, including the CSB Secretariat and other CSOs. 

3)
Division of Responsibilities 

	Activity


	Responsible Organisation


	Secondary Responsible
	Third Responsible

	Organisation


	CONGO
	ICV
	NGLS

	Interpretation


	ICV
	
	

	Translation
	ICV


	
	

	Information and Communication Outreach
	NGLS
	CONGO
	ICV

	Liaison with other stakeholders and ES
	CONGO
	NGLS
	ICV

	Liaison with ES


	NGLS
	CONGO
	ICV

	Administration of CS Fund


	NGLS
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