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Tips for successful Technical Bodies
1
Introduction

The drafting phase usually takes half of the total time for the elaboration of a standard and is the phase in which YOU are likely to be most active. The objective of this phase is to prepare and approve a draft: in many cases the draft will then proceed to a further Approval process. This phase begins with the receipt of Technical Body (TB) 
 approval for work to commence and ends with the TB approval of the draft. If the deliverable is an EN, ES or ER, this approval will permit the draft to continue to the relevant Approval process. If it is a TS or TR, its technical content is considered to be ready for publication, although further editorial work by the ETSI Secretariat may be needed.

To perform the work, a number of actions are likely to be required. These notes (which are intended primarily for Technical Body officials) may help you to discharge those actions and succeed in your task.

2
The organization of meetings

The first task that you are likely to encounter is the organization of a meeting. The good organization of meetings is essential. TIME is our most valuable resource. Ensure that delegates’ time is not wasted whilst you are waiting for some organizational problem to be sorted out. The following points may help you in the successful organization and running of meetings 
.




Give sufficient notice of meetings

Make sure that sufficient notice is given for the meeting. Last minute changes to dates and venues are undesirable and will not be well received by your members. The working procedures of ETSI require that the invitation to the meeting is issued (by the host) at least 30 days in advance and that a draft Agenda and timetable are sent (by the Chairman) also at least 30 days in advance of the meeting. However, the more notice you can give your members, the better they will appreciate it.
Discuss practical arrangements with the host

Before your meeting, talk to your host to assess the level of support that you will receive. Will there be a PC for your use and does it have the necessary software installed? It is often convenient to take a disk copy of your vital documents, such as agenda and document lists. These can then be updated with minimum effort and time. It is also possible to take with you the template of your executive summary and meeting report enabling the essential parts of both to be complied before the end of the meeting.

Many delegates also take portable PCs with them to meetings: will there a local area network for use within the meeting? Will the host be able to provide network cards and cables? Will there be sufficient power points in the meeting room, and is there a printer that they can connect to?
Compile a good agenda

Make sure that your agenda is clear and complete. Stick to it. Don't be tempted to handle matters that are not on the agenda unless they are vitally important. "Any other business" is the place to take these items that always appear to be many in number. Try to include the document numbers that are relevant to each agenda item. This serves two purposes: it enables delegates to search for their papers in time and also serves to ensure that every document is considered (that is, there should not be a document number missing from the agenda).
Produce a timetable

This item is often not declared publicly in a meeting, but make a timetable and stick to it. Decide how much time you can devote to each agenda item. If by the end of a day you have not completed that day’s agenda items the agenda items of subsequent days will suffer. If delegates know how much time you have allocated for each item then hopefully they will respect your decision to stop discussion when time is up.




Nominate a Vice-Chairman and Secretary

A good secretary is worth his (or her) weight in gold. As a Chairman you should not need to have the worry of taking minutes, looking after the logistical problems, participants lists and mailing addresses. OK, you may not find many volunteers, but press gang the Anglophones. After all, English is the working language of ETSI. I am sure that if the working language were French or German we would expect them to take on this responsibility. Having said this, the linguistic ability of many of those who have English as a second (or third) language is often very surprisingly good.

Elect a Vice-Chairman. This will help to take some of the weight off of your shoulders. If you find yourself in a debate in which you find it difficult to be impartial, then use your Vice-Chairman to chair that debate. It is also useful to allocate specific tasks to Vice-Chairman, such as the tracking of work progress or the monitoring of Specialist Task Force progress.




Good Documentation

Prepare your documents well in advance. Whether they are to be made available on paper, diskette, CD-ROM or LAN, meetings are frequently delayed because you are waiting for documents. A useful idea is to keep a priority copying list that gives the order in which documents will be required. This can easily be derived from your agenda. This list will need to be updated as delegates arrive bringing with them late documents. The priority list will enable the local Secretariat to prioritise putting the files on the meeting server and/or their photocopying. Prepare a list of those drafts scheduled for approval at your meeting, their permanent document numbers, what they are to be approved for, and so on. Before the close of the meeting you will be able to complete the list so that delegates may leave the meeting with a clear understanding of what has been approved.




Who can attend your meetings?

A most important issue. Who will you allow to attend your meetings? If I were a member of the European Commission would you let me attend? (and if so would you let me vote?). If I were Europe's leading expert in your committee’s area of work but was not an ETSI member is it possible for me to attend? 
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The Rules of Procedure and the Technical Working Procedures (TWP) say that Full Members, Associate Members and Counsellors have the RIGHT to attend TB meetings, but only Full Members and Associate Members have the right to vote in the TB
.

Observers and non-members do NOT have the right to attend TB meetings. However, exceptionally and on a temporary basis, they may be invited or authorised by the TB Chairman to attend (see section 1.4 of the TWP). Likewise, the Director-General may authorise the provisional participation of applicants for ETSI membership. None of these is entitled to participate in a vote. 

Remember also that ETSI has co-operation agreements with a number of external bodies. The agreements will generally specify whether participation by representatives of those bodies in ETSI TBs is permitted. If you are in any doubt, contact the ETSI Secretariat. 

Remote participation in TB meetings (by audio conference, webcast, etc) is permitted if technical facilities permit. Take care however that the facility is not mis-used, e.g. by people joining just to influence a vote!

3GPP meetings

The following have the right to attend meetings of the Project Co-ordination Group (PCG):

· Five representatives of each Organizational Partner;

· Three representatives of each Market Representation Partner;

· The Chairmen and Vice Chairmen of the TSGs as ex-officio members;

· One representative of each Observer;

· Three representatives of the ITU.

The following have the right to attend TSG (and WG) meetings:

· Representatives of members of participating Organizational Partners (i.e. Individual Members);

· Representatives of Organizational Partners;

· Representatives of Market Representation Partners;

· Representatives of Observers and Guests.

Make sure that the Scope of your work is clear

This may be stating the obvious but it is important to ensure that Technical Bodies are given clearly defined tasks with clearly defined scopes. Remember that the Scope must be comprehensible to users outside of your committee.
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3
The preparation of a draft 

Use a package accepted by ETSI

This will be emphasized during this Seminar. Use a processing package acceptable to ETSI. If you are in any doubt contact editHelp!
 who are here to help YOU.

Use the ETSI document template and skeleton document (It is quicker to start with these than to apply them afterwards)

Use the ETSI template and skeleton document. This message is amply illustrated during this Seminar. These items and many other tools are available on the editHelp! Pages of the ETSI web site (http://www.etsi.org/edithelp/). Using them will save considerable time in the Approval phase. Once again, contact editHelp! if you are in any doubt. 
4
Reach consensus
This is a personal style. Some time is devoted to this subject later but the following ideas may help you develop your own style:
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Allow sufficient time for all views to be expressed

Everyone must believe that they have had sufficient time to express their views. Look after the minority views and don't suppress them too early. Be firm but fair.

Try to summarize

A Chairman's summary at the end of each matter will indicate the trend of the meeting. Phrase your summary carefully. Make your summary clear: you will not wish it to be misinterpreted.
Phrase a request for approval carefully

When seeking the approval of a particular matter phrase your question carefully. It is often better to ask "Does anyone object?" rather than "Does everyone approve?" Remember that the sum of those that agree and those that disagree does not equal the total number in the meeting! Identify those that are extrovert and outspoken and use them to your advantage. A well timed coffee break often helps!
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5
Voting



Avoid voting if you can!

This must be the golden rule. Avoid a formal vote if you can: voting divides the meeting and is often the cause of discontent.
If you have to vote stick rigidly to the rules

TBs should endeavour to reach consensus on all issues. If consensus cannot be reached, the TB Chairman can decide to take a formal vote. This can be done either in a meeting of the TB or by correspondence. Weighted individual voting (as described in Article 11 of the Rules of Procedure) is used 
 
:

Within a Technical Body meeting
The Chairman MUST tell the meeting, before the vote takes place, how the vote is to be conducted. 

For the vote itself the following rules apply:

· only the participating Full ETSI Members and Associate Members present at the TB may vote
; 

· participants other than Full Members and Associate Members have no voting rights; 

· voting by proxy is not permitted;

· each participating Full Member and Associate Member has one vote, irrespective of the number of delegates attending; 

· if manual voting methods are used, each participating Full Member and Associate Member may only vote once. If electronic voting procedures are used, votes may be changed up to the closure of the vote;
· there is no quorum requirement and vote-splitting is not permitted;

· secret ballots are not necessary in general; 

· a secret ballot must be used in the case of the election of a TB Official where there is more than one candidate;
· For voting on the appointment of TB Officials, the TB Chairman is responsible for the voting process and for ensuring confidentiality. If the vote is conducted during a Technical Body meeting only the final result is recorded in the meeting report. If the vote is conducted by correspondence only the final result of the vote is disseminated.

A list of members is maintained by the ETSI Secretariat on the ETSI portal, but this may not be sufficient to determine voting entitlements in all cases. If required, clarification should be sought from the ETSI Secretariat’s Membership Team.

The procedure for voting is as follows: 

· before the vote, a clear explanation of the issues should be provided by the Chairman;

· each participating Full Member and Associate Member may cast one vote; 

· the opinions of other participants (notably Counsellors) should also be recorded for information
· the result of the vote must be recorded in the meeting report;

· the Chairman should try to unify the meeting around the majority view.

If these procedures are not successful, the following options are available to the Chairman:

· to debate further within the TB;

· submit the issue to the ETSI Board for decision (or to the higher level TB if the vote was taken in a Working Group);

· to propose to the Board a change of scope of the work item or abandon the subject.

A vote is successful if 71% of the votes cast are in favour. 

Abstentions are not included in determining the number of votes cast.

	Voting in 3GPP

Decision-making in 3GPP follows the same principles as employed by ETSI. However, there is no concept of weighted voting in 3GPP, and a quorum of 30% has been established for votes taken in meetings of the Technical Specification Groups and their Working Groups. For the Programme Co-ordination Group the quorum is 50%. 


Voting by correspondence
Voting by correspondence can be used in urgent cases where it is desirable to reach an expedient decision. Its use, especially as voting by electronic means, is increasing considerably, in order to accelerate the speed and efficiency of the Institute’s decision-making. 

The rules are similar to those given for conventional voting, and use Weighted Individual Voting. The issue for voting must be sent to all on the TB’s membership list and a deadline should be given allowing a minimum of 30 days for voting. Each Full Member organisation and Associate Member organisation on the list has only one vote.
The result must be distributed to all on the membership list within 15 days of the end of the voting period.

Note: An alternative approach to Voting by Correspondence is often used: the Chairman notifies all members of the TB's membership list that the issue to be decided will be considered approved unless legitimate opposition is registered within a specified period of time. This technique can be useful in achieving agreement rapidly (possibly faster than the formal Voting by Correspondence procedure). Be aware, however, that its use is not recognised in any of the ETSI Directives (Rules of Procedure, TWP, etc).  
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6
Reporting

Don't forget the meeting report!

It is the Chairman’s responsibility to provide a report of the meeting within 30 days, and this should contain the proceedings of the meeting, with summaries of the main discussions and the decisions taken. In practice, the drafting of the report may be the task of the Secretary or some other person, but the report is ultimately the Chairman’s responsibility. At some stage, the report must be approved by the TB, although the version that is made available within 30 days (on the TB’s area of the ETSI Docbox server) may still be a draft.

If the report is not already available, the Chairman is required to provide a list of the main decisions and matters arising, within 15 days of the meeting. (See TWP section 1.9.3 for further details). Try to respect the time scales for making these reports available on the ETSI Docbox server.  

Make sure the decisions and actions are carefully recorded as this will save you time later. Remember that the report will need to be understood by members who are not experts in your subject. Avoid using acronyms and abbreviations that are not commonly understood.




After approval of the draft

Once approval is achieved make sure that the ETSI Secretariat is notified as soon as possible, and that the draft is delivered to the Secretariat. Normally, these tasks will be looked after by the Support Officer or Support Assistant of your Technical Body, but if that person has not attended the meeting make sure they are aware.

Lastly, don't forget to update the work programme! 

Need help?

Your designated Support Officer or Support Assistant can help you with all these matters. Or contact editHelp!



Finally:

Good luck !

Bonne chance !

Viel Glück !

Held og Lykke !

Buona fortuna !

Powodzenia!
Lycka till !

Mult noroc !

Veel succes !

Onnea !

Buen aspecto !

Καλή Τύχη !
Удачи !
etc.







� In this document the term “Technical Bodies” include Technical Committees, Working Groups, ETSI Projects, Partnership Projects and Industry Specification Groups (this is different from the definition used in the Technical Working Procedures)





� The meetings facilities and support services at ETSI's headquarters premises are specifically designed to cater for technical meetings of large and small sizes. If you wish to make use of these facilities (or require information about them), please contact the Meetings Support Manager, Geneviève Georges, tel: +33 4 92 94 43 97; e-mail: genevieve.georges@etsi.org


� Associate members of ETSI have the right to attend meetings of a Technical Body and to participate in the work with the right to vote on all matters except those related to the elaboration and approval of ENs or on matters concerning documents exclusively intended for regulatory use by the European Union.


� editHelp! can be contacted by phone on +33 (0)4 92 94 43 43; by fax on +33 (0)4 93 65 23 77, or by e-mail on edithelp@etsi.org








� The main source of formal guidance on voting by TBs is section 1.7 of the ETSI Technical Working Procedures. Article 11 of the Rules of Procedure, although intended primarily for voting in the General Assembly, is also relevant to TBs in some instances.


� If the vote relates to the election of a TB Official, the procedures in Article 11.4 of the Rules of Procedure apply for interpreting the result.


� Associate members of ETSI have the right to attend meetings of a Technical Body and to participate in the work with the right to vote on all matters except those related to the elaboration and approval of ENs or on matters concerning documents exclusively intended for regulatory use by the European Union.
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