
U.S. Delegates to International 
Standards Activities

Roles and Responsibilities

Presenter Notes
Presentation Notes
Welcome to the course, “U.S. Delegates to International Standards Activities: Roles and Responsibilities.”  Your role as a U.S. delegate is an extremely important one and presents a strategic opportunity for both the U.S. and your organization. This is one of several courses provided by ANSI – the American National Standards Institute. For more information about our other training opportunities, please visit ansi.org/Education/standards-education-training. 
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Part 1: How U.S. delegates add 
value to the standards process?

Part 2: What does it mean to be 
a U.S. delegate?

Part 3: How to be an effective 
delegate at international 
meetings?

Course Overview

Presenter Notes
Presentation Notes
This course is broken up into three parts: Part one focuses on “How U.S. delegates add value to the standards process.”Part two will cover “What it means to be a U.S. delegate.”And Part three provides guidance on “How to be an effective delegate.”So let’s get started…



©2023 3

Learning Objectives:

1. Identify the benefits of 
participation in International 
Standards activities for the United 
States

2. Identify the benefits of 
participation in International 
Standards activities for your 
organization

Part 1: How U.S. delegates add 
value to the standards process?

Presenter Notes
Presentation Notes
In part one, “How U.S. delegates add value to the standards process?” we have two key Learning Objectives:The first is to identify the benefits of your participation in International Standards activities for the United States.And the second is to identify the benefits of your participation for your own organization.
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Why Participation in International 
Standardization Is So Important to 
the United States 

 U.S. participation can influence the 
development of effective international 
standards.
• Supporting market access for U.S. 

products and services
• Strengthening U.S. competitiveness
• Enabling greater alignment with U.S. 

trading partners and allies

Presenter Notes
Presentation Notes
There are numerous reasons why it’s important for the U.S. to participate in International Standardization.  When developed and used strategically and effectively, standards and conformance to them, can yield several benefits:They can facilitate access to foreign markets for U.S. products, enhancing market reach and expansion opportunities. They contribute to strengthening U.S. competitiveness in the global economy by ensuring product quality and reliability. And standards enable technological interoperability, which plays an essential role in today's interconnected world where a wide range of devices, applications, and systems need to communicate and exchange data effectively.Through participation in ISO and IEC, the U.S. can influence international standards development toward clear and coherent standards that increase efficiency, drive innovation, and facilitate trade.
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 Participation keeps the U.S. at the forefront of 
emerging trends, technology and market 
changes.

 U.S. participation can help build strategic 
relationships with global experts and 
standardization leaders across all sectors.

Why Participation in International 
Standardization Is So Important to 
the United States 

Presenter Notes
Presentation Notes
Active participation in international standardization keeps the U.S. at the forefront of new trends, current technology and market changes, with a front-row seat as innovations emerge. The participation of different countries and organizations in the development of international consensus standards leads to a more diverse perspective, which is beneficial for the United States. This diversity allows for a balanced consideration of various factors such as acceptable risk, influence over innovation, and technology adoption.Additionally, active engagement provides opportunities for U.S. representatives to network and build strategic relationships with global experts and standardization leaders across all sectors.
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 U.S. participation can influence and support 
the development of International Standards 
for safety and efficacy of products, systems, 
and services in the global supply chain.

 U.S. participation helps keep consumers  and 
other stakeholders safe, and healthy.

Why Participation in International 
Standardization Is So Important to 
the United States 

Presenter Notes
Presentation Notes
Last but certainly not least, U.S. participation can influence and support the development of International Standards that help ensure the safety and efficacy of products, systems, and services in the global supply chain.  For example, in the many U.S. industries that depend upon imported products and components as part of their supply chain, compliance with International Standards helps to ensure that the products they import have desired qualities and performance levels, which play a significant role in maintaining consumer safety and overall health. 
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Benefits of Participation in 
International Standards Activities 
for Your Organization or Company

 Develop key contacts with industry leaders.

 Gain firsthand knowledge and influence the 
content of international standards.
• Align your products and services with 

changing market demand
• React to and prevent emerging issues
• Present opinions and propose solutions, 

approaches or technologies aligned with 
your interests and values

Presenter Notes
Presentation Notes
Now we’ll move on to the next question: “How can participation in international standards activities benefit your organization or company?” And again, there are many big benefits.First, participation gives you direct access and unique opportunities to interact and network with global business leaders, experts, allies, and competitors, both foreign and domestic. Being at the standards development table also offers early firsthand knowledge of, and the means to influence the technical content of standards and other IEC or ISO documents. You can use this early intelligence to shape your marketing strategy, align your products and services with changing market demand and react to emerging issues. As a participant, you have a forum to present your opinions, make proposals that are inclusive of your organization’s technologies, and comment on proposals submitted by others. In this way, you may have the opportunity to help prevent a standard being developed that is against your interests and values. Time and again we see that those who understand how to effectively influence and address standardization and compliance issues have the greatest success in the global marketplace. 
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 Reduce redundancy and shorten time to 
market.

 Decrease economic risk of research and 
development activities and lower costs

 Increase efficiencies, market access, and 
competitive advantage.

Benefits of Participation in 
International Standards Activities 
for Your Organization or Company

Presenter Notes
Presentation Notes
Another benefit of participation is the ability to reduce redundancy and shorten time to market.�The key is to avoid spending time and resources duplicating efforts and reinventing solutions that already exist and are available in the market. Participation also fosters a dialogue that can help develop a common understanding of what new standards are needed. This can help to streamline your organization’s business operations by relying on previously standardized technologies, methods and approaches. According to The Boeing Company, “Managing the business of standards helps avoid the heavy start up and recovery costs to repair or replace an internal standards system, helps prevent costs incurred through incorrect or non-current standards, and allows standards to more readily function as enablers for other major business processes.”Companies that participate actively in standards development activities increase efficiencies, facilitate market access and gain more competitive advantages than those who do not participate.  Standards and standardization are critical business tools that should be managed alongside your organization’s quality, safety, intellectual property, and environmental policies, processes and practices.  
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Benefits of Participation in International Standards for the U.S. 
• You can influence the development of effective international standards for 

safety and efficacy of products, services and processes across global supply 
chains.

• You can support market access for U.S. products and services.

• You can help keep the U.S. on the forefront of emerging trends and 
technologies and strengthen U.S. innovation and competitiveness. 

9

Benefits of Participation in International Standards for Your Organization
• You can network with global experts and build alliances with business leaders. 

• You can align your products and services with changing market demand and 
propose technologies aligned with your interests and values.

• You can reduce your organization’s costs, time to market, and economic risk.

• You can increase efficiencies, market access, and competitive advantage.

PART 1 SUMMARY

Presenter Notes
Presentation Notes
Read slide and bullet points aloud



©2023 10

PART 2:

 Process of Becoming a U.S. Delegate

 Roles and Responsibilities of the U.S. 
Technical Advisory Group (TAG)

 Head of Delegation and Delegate 
Responsibilities 

 IEC and ISO Meeting Documentation

What it Means to be a 
U.S. Delegate

Presenter Notes
Presentation Notes
Now that you know the benefits of participating in international standards activities, let’s move on to Part 2 of this course: What it means to be a U.S. delegate. We’ll start by describing the steps you must take to become a delegate. Next we’ll address the roles and responsibilities of the U.S. Technical Advisory Group, or TAG, and those of the Head of Delegation and the delegates. And then we’ll discuss important ISO and IEC meeting documentation.As you’ll see, serving as a U.S. delegate is a big responsibility, but it’s one that can provide vast rewards. 
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Learning Objectives:

• Describe the qualifications and 
responsibilities of a U.S. delegate

• Describe the process for becoming 
a U.S. delegate

• List the responsibilities of a U.S. TAG

• Describe the roles of U.S. Delegates 
to Technical Committee 
(TC)/Subcommittee (SC) vs. Working 
Group (WG) meetings

Part 2: What it Means to Be a 
U.S. Delegate

Presenter Notes
Presentation Notes
This slide and the next show the Learning Objectives that we will cover in Part 2 of this course. (Read bullet points aloud)
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Learning Objectives:

• List the duties and responsibilities of 
the U.S. Head of Delegation

• List types of meeting documentation 
• Describe the process for nominating 

U.S. candidates for officer positions
• Describe the process for extending 

invitations to meet in the U.S.

Part 2: What it Means to Be a 
U.S. Delegate

Presenter Notes
Presentation Notes
(Read bullet points aloud)
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A U.S. Delegate to an IEC 
or ISO Meeting…

 Has qualifications (education and 
experience) in a given field and the ability 
to articulate the U.S. viewpoint when called 
upon to do so.

Will participate in the negotiation and 
consultation intended to lead to the 
development of a consensus-based 
International Standard or other ISO/IEC 
document.

Presenter Notes
Presentation Notes
Because of your qualifications in a given field and your ability to articulate the U.S. viewpoint when called upon to do so, you have been chosen as a U.S. delegate to an IEC or ISO Technical Committee or Subcommittee meeting. As a delegate, you will participate in the negotiations and consultations intended to lead to the development of a consensus-based International Standard or other ISO/IEC document. This will involve give and take in the process towards consensus. Your role as a U.S. delegate is an important one for both the U.S. and your company or organization, and one that should not be taken lightly.  As discussed in Part 1 of this course, effective participation and representation of positions affects such things as market access, trade, and competiveness. The U.S. believes that standards development is a global effort, focused on market needs and facilitated by full and open cooperation and collaboration among technically competent participants worldwide.  As an effective U.S. delegate, you can help to develop standards that impact the national economy, help to eliminate non-tariff barriers to world trade, and improve safety and health for the world’s citizens.   
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A U.S. Delegate to an IEC 
or ISO Meeting…

 Has the support of his/her employer—
both time and funding—to participate in 
standards development activities and attend 
meetings.

 Has a thorough knowledge and 
understanding of international procedures 
(ISO/IEC Directives: www.iso.org/directives).

Presenter Notes
Presentation Notes
In order for you to be an effective U.S. delegate, your employer must be willing to provide the financial support necessary for you to attend both the U.S. TAG and corresponding international meetings. Your employer must also be willing to approve the time you’ve allocated to participating in standards development activities in between meetings. And you must be willing and have the ability to actively participate in the development of standards projects outside of the meetings. This includes reviewing technical drafts as well as comments and contributions from other countries, and discussing the content with other U.S. experts to develop U.S. positions on technical issues. It is imperative that U.S. delegates carefully review the positions of other countries on all of the issues to be discussed; the U.S. delegates must then discuss whether they support these positions or not and, if not, how the U.S. position differs. The U.S. delegates must come to an agreement within the U.S. TAG on how to articulate the U.S. opinions with respect to these positions, especially when differing views are not in alignment. As a U.S. delegate, you will work in cooperation with representatives of standards bodies of other countries to write an International Standard or other ISO/IEC document. If you are prepared with a strong knowledge of ISO and IEC procedural requirements, your ability to effectively influence the work of the committee increases dramatically. A thorough understanding of the procedures is one of the most valuable tools a delegate can have when working in the standards development arena. Not understanding these policies and procedures could jeopardize the reputation of your company and its representatives, place your strategy in jeopardy, or give the competition an unearned advantage. This becomes increasingly important as U.S. businesses and organizations more clearly recognize the strategic importance of international standards and their implications for world trade.  You can obtain a copy of the ISO/IEC Directives at www.iso.org/directives.

about:blank
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Process for Becoming a 
U.S. Delegate
 Must be an active member of the relevant 

U.S. Technical Advisory Group (TAG). 

 Must be nominated by the IEC or ISO U.S. 
TAG for that particular IEC or ISO Committee.

 Must be accredited by ANSI’s ISO Team 
(ISOT) or the U.S. National Committee 
(USNC, for IEC) to participate in TC or SC 
meetings.

Presenter Notes
Presentation Notes
Once you and your company or organization understand and commit to the time and financial resources necessary to be an effective U.S. delegate, the next step is to be nominated by the U.S. TAG for that particular IEC or ISO committee. It is important to note that U.S. TAG procedures vary and the criteria for nomination is defined within each individual U.S. TAG. You should contact the appropriate U.S. TAG Administrator in order to obtain the procedures. The IEC or ISO U.S. TAG functions as a “mirror” committee in that it reviews the same documents and work program as the international TC or SC, only at a national level. The U.S. TAG develops U.S. positions that will then be submitted to the international TC or SC.  Once nominated by the U.S. TAG, U.S. delegates must also be accredited by ANSI, for ISO, or the U.S. National Committee, for IEC, to participate in Technical Committee and Subcommittee meetings of ISO or IEC. Once accredited, the International Secretariat and host country are notified of the approved U.S. delegates. Accreditation as a delegate relates to a specific meeting only.  Note: No U.S. individuals are permitted at an international meeting unless they are there in an official capacity, such as U.S. experts to a Working Group, members of a U.S. delegation, officers of the committee, or designated representatives of other organizations participating in the meeting. If a U.S. stakeholder tries to attend an international meeting and they are neither an accredited delegate, appointed expert, committee officer, nor a designated representative, they will be asked to leave and will not be allowed access. 
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U.S. Delegate Role: TC/SC vs. WG

Representation:
 ANSI/USNC at TC/SC
 Individual expert at WG

Direct Engagement:
 Via HoD at TC/SC
 As individual at WG 

Presenter Notes
Presentation Notes
It is very important to note that there are two primary differences in the role of a U.S. delegate at a Technical Committee or Subcommittee meeting versus at a Working Group meeting: representation and direct engagement.At an ISO Technical Committee or Subcommittee meeting, U.S. delegates represent the U.S. National Body, ANSI (and the ANSI-Accredited U.S. TAG), and at an IEC Technical Committee or Subcommittee meeting they represent the USNC (and the USNC appointed U.S. TAG). They do not represent their company or organization or themselves. Conversely, U.S. experts to ISO and IEC Working Group meetings normally act in a personal capacity as an individual U.S. expert, with the approval of the U.S. TAG.  Although the delegates represent themselves, it is still imperative that they understand the U.S. positions are formulated by the U.S. TAG and keep the U.S. TAG informed of the progress of the work. In this way, when a draft standard is sent out for ballot or comment by the ISO or IEC Technical Committee or Subcommittee, the U.S. TAG is prepared to vote and comment appropriately.Not only is representation different at various committee levels, but the method of engagement for U.S. delegates is also different depending on the type of meeting. The U.S. Head of Delegation speaks for the U.S. on all matters brought before the Technical Committee or Subcommittee, ensuring one U.S. voice. The HoD may designate another delegate to address an issue if they are more qualified to speak on a particular point, but only the consensus U.S. position is communicated – not company or organization positions or personal opinions. In a Working Group, U.S. experts are expected to actively participate in the development of a project, contributing personal ideas, opinions, and expertise.For completeness, it is important to note here that in ISO/IEC JTC 1 on Information Technology, Working Group members are instructed to, whenever possible, make contributions consistent with their respective National Body positions, and when speaking must indicate whether the views expressed reflect national body positions or personal opinions. In many of the larger ISO/IEC JTC 1 Working Groups, HoDs are also designated to advocate approved National Body positions, with the purpose of streamlining discussion and facilitating consensus.
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U.S. TAG Responsibilities
 Development of U.S. positions on technical and 

policy matters of the international committee

 Coordination of U.S. participation in the 
international committee’s work

For more detailed information about U.S. TAGs to 
ISO, see the ANSI International Procedures 
https://www.ansi.org/iso/us-representation-in-
iso/international-procedures

For U.S. TAGs to IEC, see the USNC TAG Model 
Operating Procedureshttps://www.ansi.org/usnc-
iec/programs-activities/toolbox

Presenter Notes
Presentation Notes
In addition to approving delegates, the U.S. TAG has primary responsibility for developing U.S. positions on technical and policy matters of the international committee, and coordinating U.S. participation in the international committee’s work. There are many other duties of a U.S. TAG, but for the purposes of this course, we’ll focus on these two main responsibilities.It is the TAG’s job to manage its delegation, supervise work, and determine and advance U.S. positions into the international committee. Such positions include votes, comments, and contributions on draft standards or other ISO/IEC Documents; internal committee ballots; or administrative issues which require the consensus of the committee.  Official communications between meetings are channeled through the member of ISO, through ANSI, or IEC, through the USNC, to the appropriate U.S. TAG and vice versa. As a practical matter, much of the paperwork necessary to prepare for an international meeting is done by the TAG’s secretary, in the case of IEC, or the administrator, in the case of ISO, in consultation with the TAG chairperson. IEC and ISO host websites where most of the committee documents are posted electronically for National Body access. ANSI and the USNC make these documents available to the U.S. TAG Secretary or Administrator who is responsible for further circulation to the TAG members.

about:blank
about:blank
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U.S. Head of Delegation (HoD) 
Roles & Responsibilities

 Lead U.S. delegate

 Official spokesperson for the U.S. delegation

 Interface between U.S. delegation and other 
delegations

 Ensures proper conduct of all U.S. delegates

Presenter Notes
Presentation Notes
If there is more than one delegate attending a Technical Committee or Subcommittee meeting, one individual is designated as the U.S. Head of Delegation, or HoD, by the U.S. TAG in advance of the meeting. This individual serves as the lead U.S. delegate.  Each country will designate a HoD to speak on its behalf. The U.S. HoD speaks for the U.S. on all matters brought before the Technical Committee or Subcommittee, ensuring one U.S. voice, and casts votes on behalf of the U.S. as required. If a particular topic or point is being discussed at the meeting and another U.S. delegate is a subject matter expert, the HoD may designate this delegate to speak on behalf of the U.S. The HoD may do this after being recognized by the TC or SC Chairperson, and requesting that another U.S. delegate be allowed to speak. Outside the meeting, the HoD is the main interface between the U.S. delegation and other delegations, negotiating positions and compromises with other HoDs as directed by his or her delegation.The HoD also has the critical role of ensuring that U.S. delegates conduct themselves in a proper and professional manner at all times, respecting other delegates as well as the customs and traditions of the host country. 
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 Ensures U.S. delegation correctly represents 
agreed U.S. positions

 Convenes U.S. delegates’ meetings and 
caucuses, as necessary

 Ensures only authorized U.S. individuals are 
present at the meeting

 Prepares and submits a Head of Delegation 
Report

U.S. Head of Delegation (HoD) 
Roles & Responsibilities

Presenter Notes
Presentation Notes
The HoD is responsible for making certain that all members of the U.S. delegation have a firm grasp on the agenda items and correctly represent previously agreed U.S. positions. If needed, the HoD may call delegates meetings and U.S. caucuses, including at the onsite meeting, to discuss the agenda and items to be addressed, review and debate any agreed upon U.S. positions, and answer any questions that delegates may have or clarify any open issues. A caucus for U.S. delegates may also be called at the onsite meeting if a new issue arises, if the U.S. position on a previously discussed issue is not absolutely clear, to review the events of the day, or to review meeting resolutions prior to formal approval.Sometimes, the HoD may find that the U.S. needs more time to formulate an opinion on a particular issue. In these cases, the HoD may recommend to the meeting chairperson that a recess be called, or could ask that the issue be deferred to a future meeting or handled by correspondence. As no U.S. stakeholders are permitted at an international meeting unless they are there in an official capacity, it is the responsibility of the U.S. Head of Delegation to identify the presence of any unauthorized U.S. individual to the Secretary, Chairperson, or Convener of the meeting and work to have that person removed from the room.  And finally, the HoD is responsible for preparing a HoD Report, which is a comprehensive account of the meeting. This report is submitted to ANSI/ISOT or the USNC and should summarize accomplishments, list any agreed-upon action items, advise of any volunteers for officer positions or U.S. offers to host meetings, and describe any opinions voiced at the meeting which varied from U.S. positions and practices which may have an effect on U.S. interests. 



©2023 20

U.S. Delegate Roles and 
Responsibilities

 Know the status of issues to be 
addressed during IEC or ISO meetings

 Review agendas/supporting documents

 Know the U.S. positions 

Presenter Notes
Presentation Notes
Now that we’ve talked about the overall responsibilities of the U.S. TAG as an entity, and the roles and responsibilities of the Head of Delegation, let’s discuss the responsibilities of individual U.S. delegates. Individuals serving as U.S. delegates are responsible for keeping up to date on issues to be addressed during IEC and ISO meetings. This includes familiarizing themselves with meeting agendas and supporting documentation such as other National Body positions and comments, Project Editor comment dispositions, and liaison reports. It is important to note that internet access and copying facilities may not always be available to delegates. As a precaution, print all documentation or download the necessary files to your laptop in advance so you will always have access to the documents you need. U.S. delegates are also responsible for familiarizing themselves with and supporting all U.S. positions developed by the TAG. While each U.S. delegate should know its company or organization views on the issues coming before the TAG so that they can help to develop these consensus U.S. positions at the TAG level, once positions have been discussed and a U.S. position agreed upon by the TAG, members of the U.S. delegation must support the U.S. position, irrespective of the initial company or organization input. 
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U.S. Delegate Roles and 
Responsibilities

 Attend and participate in TAG meetings, 
U.S. delegation meetings, and U.S. 
caucuses
• Ensure that U.S. views and positions 

are understood

 Know the process and procedures
• Knowledge is key to effective 

participation

Presenter Notes
Presentation Notes
A primary responsibility of a U.S. delegate is to ensure that the U.S. views and positions are known and understood by the committee. This cannot be accomplished without being informed and prepared and following TAG rules governing participation in TAG meetings, U.S. delegation meetings, and U.S. caucuses where positions are formulated and reviewed. Having this background and knowledge is imperative not only to participate on a meaningful level at international meetings, but also to contribute to the U.S. positions and be a fully engaged and supportive member of the delegation. This point can’t be stressed enough in order to have successful U.S. representation to bring forward U.S. proposals and opinions.Most importantly, delegates need to be knowledgeable of the ISO/IEC Directives that govern the work of the ISO or IEC committee, as well as ANSI’s procedures related to U.S. TAGs. Understanding these requirements makes it possible to effectively engage in discussions on the progression of a technical document and acceptance of the U.S. position. When you understand the applicable procedures, you’re in a better position to know what valid shortcuts might be available, and also to react to others who may try to manipulate the process through an invalid use of procedures.
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Meeting Documentation

• Logistical information/Visa Requirements

• Agenda

• Supporting documentation

• Resolutions

• Participation on Drafting Committee

• Minutes (Report)

Presenter Notes
Presentation Notes
Now that we’ve stressed the importance of having a solid knowledge of the relevant procedures to be an effective delegate, let’s talk about the main types of meeting documentation that delegates must review and understand.Normally, the first document circulated for an international meeting contains logistical information.  This document is usually provided by the meeting host and will contain information such as meeting venue and schedule, local hotels, transportation options, and any other information delegates may need to know. When reviewing the logistical information, delegates should pay special attention to requirements and deadlines for hotel blocks and meeting registration. Delegates should provide all registration information, including dietary restrictions, accessibility issues, or the need for a Visa invitation letter to the U.S. TAG leadership ahead of the stated deadlines. It is important to note that VISA applications often undergo lengthy processing times, so it is crucial to initiate the process well in advance. The lengthy processing time for a VISA can be attributed to various factors. For example, certain countries may request additional documentation if you have previously traveled to specific destinations. By starting early, you can minimize the risk of encountering delays.  Paying special attention to these requirements and deadlines, assists the meeting host in making the necessary arrangements well in advance of the meeting. Please remember however, that U.S. delegates to a Technical Committee or Subcommittee meeting must be nominated by the TAG or USNC Technical Advisor and accredited by ANSI or the USNC prior to each meeting. Delegates should also provide the Head of Delegation with local contact information in case a delegates’ meeting or caucus needs to be called or for any other reason they would need to communicate with you. Prior to the meeting, all delegates must also carefully review the meeting agenda in order to become familiar with the topics and issues to be discussed at the meeting and to ensure any U.S. contributions have been posted. Any questions or clarifications on agenda items or U.S. contributions should be addressed within the U.S. delegation either prior to the meeting or via a delegates meeting onsite.  When reviewing the agenda, it is also important for delegates to familiarize themselves with all supporting documentation, including other National Body or expert contributions, new technical drafts, liaison statements and reports, and Project Leader drafts or disposition of comments documents.  If a delegate is well versed on all agenda items and documents, they can support the HoD in effectively advocating and defending the U.S. position and negotiating compromise solutions with other delegations. The agenda defines the extent of the meeting, so it’s imperative that the appropriate items to be discussed are listed.  During the meeting, one of the most essential documents produced is the meeting resolutions. Resolutions are the official written record of decisions taken by the committee, and they must be approved by the committee prior to the close of the meeting. The resolutions can only reflect decisions made at the meeting. Since the resolutions will be the document that is referred to between meetings, they should be as detailed and clear as possible, leaving little room for interpretation. The resolutions should include decisions on progression of projects, circulation of documents, appointment of personnel, and administrative matters. It’s crucial that they detail all actions to be taken, the party responsible for the action, deadlines by which the actions must be completed, and an alternative course of action if work is not completed. To prepare the resolutions, a drafting committee is formed on the first day of the meeting. The drafting committee is comprised of delegates from various countries who volunteer to capture the essence of discussions and decisions during the meeting and craft them into resolutions. It’s important to emphasize that the drafting committee’s job is to reflect in the resolutions only the decisions that were reached during the meeting discussion, in an accurate and clear manner. It is not a venue for additional debate on a topic or to introduce items that have not been agreed to by the meeting. Having a U.S. delegate on the drafting committee is an invaluable resource to the full U.S. delegation – prior to the voting on the resolutions, the delegate serving as a drafting committee member can point out where specific resolutions do not align with the U.S. position and the rationale behind the discussion.  Finally, following the meeting, Minutes, for ISO, or a Report of Meeting, for IEC, will be produced.  Minutes are the official record of the proceedings. Different Technical Committees and Subcommittees operate differently, so the minutes may be in summary format or they may contain details of meeting discussions. Meeting minutes are usually recorded by the committee manager or, if necessary, by a National Body volunteer. Here again is an opportunity for a U.S. delegate to get more engaged and make a significant contribution to the meeting.
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U.S. Offers at a Meeting

Proceed with caution regarding:

 Nomination of U.S. candidates for Officer 
positions

 Invitations to meet in the U.S.

Presenter Notes
Presentation Notes
There are two administrative situations that can occur during a meeting where U.S. delegates need to proceed with caution: nominating U.S. candidates for officer positions, and extending invitations for committees to meet in the U.S.Sometimes the U.S. may have an opportunity to assume a key leadership position within a Technical Committee, Subcommittee, or Working Group such as Chairperson, Convener, Secretary, or Project Editor. In order to nominate U.S. candidates for any of these vacant officer positions, the delegation must have presented and discussed the nominee with the U.S. TAG and obtained their agreement. If the vacancy was not known in advance of the meeting, U.S. delegates may extend a verbal nomination at the meeting, if it is determined that it would be advantageous for the U.S. to do so. However, this verbal nomination should be followed by a formal nomination subsequent to the meeting, from either the USNC (for IEC) or ANSI (for ISO). In either case, the U.S. TAG that nominates the candidate must provide a letter of endorsement to ANSI or the USNC and the employer of the candidate must provide a letter of management support.  The U.S. HoD to a meeting of an ISO Technical Committee or Subcommittee may propose to host a meeting in the U.S. with the caveat that the actual invitation is subject to confirmation by ANSI, upon recommendation from the TAG administrator. Immediately following any meeting at which such a proposed invitation has been extended, the Head of Delegation must notify ANSI and the U.S. TAG of the proposed invitation and ensure that a written request to host the meeting is submitted to ANSI/ISOT. The request will state that the U.S. TAG or other sponsoring organization will bear the meeting costs, and must include proposed meeting dates, location, and a point of contact for meeting arrangement. After approving a written request to host an international meeting, ANSI will then issue an invitation to the secretariat of the committee concerned, with a copy to the ISO Central Secretariat. The process is basically the same for IEC, with the USNC serving in the authorizing role.  
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Becoming a U.S. TAG Delegate
Process:
• Once nominated by the U.S. TAG, U.S. delegates must also be accredited by ANSI, for ISO, or 

the U.S. National Committee, for IEC, to participate in Technical Committee and 
Subcommittee meetings of ISO or IEC. 

• Once accredited, the International Secretariat and host country are notified of the approved 
U.S. delegates. Accreditation as a delegate relates to a specific meeting only. 

24

U.S. Delegate Roles & Responsibilities 
HoD:
• If there is more than one delegate attending a Technical Committee or Subcommittee 

meeting, one individual is designated as the U.S. Head of Delegation – or HoD. The U.S. HoD
speaks for the U.S. on all matters brought before the TC or SC, ensuring one U.S. voice, and 
casts votes on behalf of the U.S. as required. 

• Individuals serving as U.S. delegates are responsible for familiarizing themselves with 
meeting agendas and supporting documentation such as National Body positions and 
comments, Project Leader comment dispositions, and liaison reports.

PART 2 SUMMARY

Presenter Notes
Presentation Notes
Read slide.
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Meeting Guidance
BEFORE: 
• Delegates should pay special attention to requirements and deadlines for hotel blocks and 

meeting registration. 
• Delegates should carefully review the meeting agenda in order to become familiar with the 

topics and issues to be discussed at the meeting and to ensure any U.S. contributions have 
been posted.

DURING: Delegates should consider joining the drafting committee; a delegate serving as a 
drafting committee member can point out where specific resolutions do not align with the U.S. 
position and the rationale behind the discussion. 

AFTER: 
Nominations
• If any verbal nominations for leadership positions were extended at the meeting, it should 

be followed by a formal nomination subsequent to the meeting, from either the USNC (for 
IEC) or ANSI (for ISO).

Hosting
• The U.S. HoD to a meeting of an ISO Technical Committee or Subcommittee may propose to 

host a meeting in the U.S. with the caveat that the actual invitation is subject to confirmation 
by ANSI, upon recommendation from the TAG administrator. 

PART 2 SUMMARY

Presenter Notes
Presentation Notes
Before the meeting: Delegates should provide all registration information, including dietary restrictions, accessibility issues or the need for a Visa invitation letter to the U.S. TAG leadership ahead of the stated deadlines. During the meeting: Delegates should carefully review the meeting agenda in order to become familiar with the topics and issues to be discussed at the meeting and to ensure any U.S. contributions have been posted.After the meeting: If U.S. candidates were nominated for officer positions, these verbal nominations should be followed by a formal nomination subsequent to the meeting, from either the USNC (for IEC) or ANSI (for ISO). Similarly, if the U.S. HoD extended a invitation for committee to meet in the U.S. the actual invitation is subject to confirmation by ANSI, upon recommendation from the TAG administrator. 
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PART 3:

 Delegate Conduct

 Communication Tips for Physical 
and/or Virtual meetings

 Helpful Hints for U.S. Delegates

How to be an Effective 
Delegate at 
International Meetings

Presenter Notes
Presentation Notes
In Part 3 of this course, we’ll review how, via conduct and communication, you can become a more effective delegate at physical and/or virtual international meetings. And we’ll provide helpful hints that we believe are important in making international meetings a success for the U.S. as well as the committee as a whole.
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Learning Objectives:

1. Describe four delegate conduct 
rules

2. Identify effective 
communication strategies for 
international meetings

3. List helpful hints for delegates 
at international meetings

Part 3: How to Be an Effective 
Delegate at International Meetings

Presenter Notes
Presentation Notes
There are three Learning Objectives we’ll cover in Part 3 of this course. (Read slide.)



©2023 28

Delegate Conduct

 Always conduct yourself in a professional manner per 
the ISO & IEC  Code of Conduct for technical work. 
• ISO Code of Conduct: 

https://www.iso.org/publication/PUB100397.html
• IEC Code of Conduct: 

https://www.iec.ch/basecamp/iec-code-conduct-
technical-work

 Never argue with other delegates nor bully others into 
agreeing with the U.S. viewpoint.

 When presenting a position, be brief and succinct but 
persuasive, with supported factual information.

Presenter Notes
Presentation Notes
First and foremost, it should go without saying that delegates should always conduct themselves in a professional manner and avoid engaging in actions that may reflect adversely on you, your employer, ANSI, the USNC, or the United States, per the ISO & IEC Code of Conduct for technical work. It’s very important that any differences within the U.S. delegation not be aired in front of delegates from other countries, nor should any delegate act to undermine the officially approved U.S. position. The purpose of the U.S. TAG meetings, delegate meetings, and caucuses is to discuss issues and come to consensus before the international meeting or before the issue is debated on the meeting floor of an international meeting. If an issue arises during a Technical Committee or Subcommittee meeting on which the U.S. position is not absolutely clear, the HoD or a U.S. delegate may state that the U.S. needs more time to formulate its opinion, recommend that a recess be called, or recommend the issue be deferred to a future meeting or handled by correspondence. The important thing is that the U.S. delegates be clear and united about U.S. positions on meeting issues.  U.S. delegates should also never argue with delegates from other countries, nor should they bully others into agreeing with the U.S. viewpoint. The best way to win acceptance of a point of view is to present it based on its technical merits and not interject your personal or organizational opinion. When possible, it’s a good idea to present a position visually to avoid misunderstanding. In a Working Group meeting, U.S. delegates are also experts and can express personal or corporate views; however, it’s important to make it clear in such instances that you are not representing a U.S. position.  

https://www.iso.org/publication/PUB100397.html
https://www.iec.ch/basecamp/iec-code-conduct-technical-work
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Communication Is Key!

 Listen! It’s important to understand the 
positions and objectives of others. 

 Pay attention to all communication cues.

 Don’t assume that because the other person 
has heard you, they have also agreed with 
you.

 Speak slowly, succinctly, and clearly at all 
times – in physical and/or virtual meetings.

 Develop personal relationships.

Presenter Notes
Presentation Notes
Please remember that, above all, communication is key. Hearing is not the same as listening. Listening requires skill and patience. It’s extremely important that as a delegate you understand the positions and objectives of other experts, National Bodies, or liaison organizations, and recognize the value of multiple opinions. It’s only by really listening and understanding that meaningful discussion and compromise can be attained.  Pay attention to all communication cues, both verbal and non-verbal. In your own words, rephrase or paraphrase the essence of the message you have heard from other delegates, but limit your own talking. Be succinct and don’t use unnecessary words. Use feedback to clarify and elaborate. Speak slowly and as clearly as possible in order to ensure you are understood by non-English speakers, and avoid use of idioms or slang that may not be understood by delegates from other cultures. Do not assume that because the other person has heard you, they have also agreed with you.  Virtual ISO and IEC meetings are becoming more and more common. And in addition to the same preparation as for in-person meetings, we recommend that delegates take the following additional precautions:Use of a headset for audio is strongly encouraged. Speakerphones, video, and computer microphones are not recommended, as they tend to interfere with the quality of the call.HoDs should use the raise hand feature to be recognized to speak. When not speaking, ensure mute is selected to avoid background noise.Consider using an outside chat application to communicate with each other throughout the plenary meeting on a private communication platform.If you, as a delegate, invest in personal relationships to engender a free flow of information, all delegates will benefit.  
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Communication is Key!

 Emphasize commonalities and minimize 
differences.

 Ask questions.

 Persuade with supported facts.

 Avoid personal opinions.

 Suggest alternative solutions.

Presenter Notes
Presentation Notes
When negotiating positions, delegates should try to emphasize commonalities and minimize differences among the group. Pointing out common goals and objectives facilitates positive dialogue and agreement. It is also easier to persuade by asking questions to both seek information and better understand the opinions of others. Once you have the information and reach an understanding of other opinions you can suggest alternatives that satisfy all delegates – in other words, a potential compromise position.  
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Helpful Hints for U.S. Delegates

 Arrive early for meetings.

 Attend informal gatherings and social 
events.

 Pay attention and be respectful.

 Be mindful of cultural differences, 
customs, and traditions.

Presenter Notes
Presentation Notes
Finally, we’d like to offer some additional helpful hints we believe will help you to prepare for meetings, engage in successful discussions, and develop productive relationships with other delegates.  If possible, arrive at least one day before the meeting begins. This gives you time to adjust to the time zone, recuperate from jet lag, and perhaps socialize with delegates from other countries. And on the day of the meeting, arrive at the meeting facility at least 30 minutes before the start of the meeting.  This allows you to familiarize yourself with the meeting rooms and venue, receive your badge and any welcome packets, and say hello to delegates from other countries. If you have the option to chose where you can sit, position yourself so that you may see and hear all attendees.  It’s essential to attend and participate actively in informal meetings and social events, and to mingle and get to know delegates from other countries at these events, during breaks, and at lunch. This can provide the chance to “socialize” U.S. positions and understand opposing views. More importantly, these engagements are an invaluable opportunity to improve U.S. bargaining power, foster alliances, and enhance cooperation on mutual interests. We cannot stress enough that relationships and alliances developed with international counterparts may result in support for a U.S. position and resolution of problem issues or discussions. Relationships can also lead to potential collaboration on or agreement with a readily supportable proposal…all without engaging in unnecessary public debate.Always pay attention and be respectful. If there is internet access in the meeting room, do not use it to surf the web, browse Facebook, or play solitaire. If you need to consult with another U.S. delegate, do so outside the meeting room – delegates must not caucus amongst themselves DURING the meeting. And please, no cell phones – ringing cell phones and side conversations are distracting and rude.And finally, it’s imperative that delegates be knowledgeable and mindful of cultural differences, customs, and traditions. You never want to unintentionally hurt or insult another delegate.
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Communication
Pay attention to all communication cues, both verbal and non-verbal. Be 
succinct and don’t use unnecessary words. 

Speak slowly and as clearly as possible to ensure you are understood by non-
English speakers, and avoid use of idioms or slang that may not be understood 
by delegates from other cultures. 

Delegate Conduct
U.S. delegates must always be clear and united about U.S. positions on meeting 
issues.

U.S. delegates should never argue with delegates from other countries nor 
should they bully others into agreeing with the U.S. viewpoint.

The best way to win acceptance of a point of view is to present it based on its 
technical merits and not interject your personal or organizational opinion.

Presenter Notes
Presentation Notes
Read slide aloud.
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4 Key Conclusions
1. U.S. participation in international standardization 

drives trade, innovation, and health and safety.

2. Organizations that actively participate gain a 
competitive advantage.

3. The greater your knowledge, the greater your 
ability to drive progress and influence decisions.

4. Professional conduct is an absolute requirement.

Thank you for your interest, commitment, and 
participation in international standardization on 
behalf of the United States.

Presenter Notes
Presentation Notes
We’ve covered a large amount of material in the previous slides, and we’ve only touched the surface of all the things to know when entering the standards arena. But here are four key takeaways:Standards are strategic business tools that help develop new global markets and enhance health, safety, and the environment. Through participation in the voluntary standards system, the U.S. can influence standards development and promote access to foreign markets for U.S. products, enhance world trade, and raise common health, safety, and environmental requirements.�Organizations that actively participate in standards development activities help to reduce costs, increase efficiencies, facilitate and maintain market access, and gain a more competitive advantage than those who do not participate. �Nearly every day, a standards committee is meeting somewhere in the world, making decisions that effect the salability and future direction of products, services, and systems that shape your industry and the U.S. Participation in the international standards system and a comprehensive knowledge of the procedures that govern the work gives you the ability to drive technological and policy agendas, and effectively influence critical decisions. �And no matter what the situation, always conduct yourself in a professional manner and avoid engaging in actions that may reflect adversely on you, your employer, ANSI, the USNC, or the United States.We hope that this course has been helpful. Thank you for your interest, commitment, and participation in international standardization on behalf of the United States. 
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Additional Resources
Guide for U.S. Delegates to Meetings of the IEC and ISO
https://share.ansi.org/Shared%20Documents/News%20and%20Pu
blications/Guide%20for%20U.S.%20Delegates,%202020.pdf

ISO/IEC Directives
https://www.iso.org/directives-and-policies.html

ANSI International Procedures
https://www.ansi.org/iso/us-representation-in-iso/international-
procedures

USNC TAG Model Operating Procedures 
https://www.ansi.org/usnc-iec/programs-activities/toolbox

Standards Boost Business – The Value of Strategic Standardization 
https://standardsboostbusiness.org/

Presenter Notes
Presentation Notes
Please visit these websites for reference materials and source documents.  

https://share.ansi.org/Shared%20Documents/News%20and%20Publications/Guide%20for%20U.S.%20Delegates,%202020.pdf
https://www.iso.org/directives-and-policies.html
https://www.ansi.org/iso/us-representation-in-iso/international-procedures
https://www.ansi.org/usnc-iec/programs-activities/toolbox
https://standardsboostbusiness.org/
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