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Guidance For the Preparation of GTSC – GRSC meetings

Background

At the conclusion of the Global Standards Collaboration (GSC) and Radio Standardization (RAST) meetings in Sydney Australia, it was agreed that the host organization, ACIF, and the upcoming host organization, TSACC, would draft guidance documents for future GTSC and GRSC events. This document will aid TSACC in planning the GSC 8 (GTSC and GRSC) meeting in Ottawa in April 2003.

As a precursor to this document, representatives from ACIF and TSACC met briefly to discuss planning elements and issues from GSC 7 and RAST 10 and to outline key planning elements. This document reflects these discussions. 

There are four general areas for planning; Program, Administration, Logistics, and Financial. These are organized purely for general consideration and not necessarily representative of all aspects of the planning process. The process and elements will evolve as discussions continue. 

Section 1 - Program

In planning the program, there are two main considerations. First, there is the business agenda or program. This is the most important consideration and for which there has not been any appreciable change since the inception of the GSC and RAST, now the GTSC and GRSC. 

The second consideration is the social events calendar. This is an important planning requirement as much of the work takes place in the more informal settings of the social activities. Again, this is an area that has been a traditional element of all GTSC and GRSC programs since the inception of GSC and RAST.

This section will outline some of the considerations in planning these program components.

FORMATION OF THE BUSINESS PROGRAM
How is the program created?

Based on the resolutions of the preceding Global Telecommunications Standards Collaboration (GTSC) and the Global Radiocommunications Standards Collaboration (GRSC) meetings, there are issues of importance that are forwarded for future discussion. Some of these are ongoing elements and others may be new from the previous meeting or that may have arisen between meetings. The agenda is normally drafted at the Heads of Delegation teleconference, held approximately one year prior to the event. It is the responsibility of the incumbent host (host of the previous meeting) and the new host (host of the upcoming meeting) to arrange this teleconference.

The agenda follows a reasonably consistent pattern. From a general outline perspective, the schedule consists of two distinct levels of concentration and direction. There are two discussion meetings, the Global Telecommunications Standards Collaboration (GTSC) and the Global Radiocommunications Standards Collaboration (GRSC). Within each of these meetings there may be breakout sessions and special interest discussions that culminate in the development of program resolutions and actions. 

All participants of the GTSC and GRSC meet in plenary on the first and last days of the meeting to share common information and to prepare a joint declaration of purpose and direction. The two days between the joint plenary sessions are reserved for each program to deliberate and draft their inputs and resolutions.

In addition, the Heads of Delegation meet just prior to the joint plenary sessions to discuss last-minute alterations to the program and to outline the strategic outcomes of the meeting as a whole. They also meet mid-way through the meetings to study trends and directions from the meetings and to anticipate ongoing work. 
Generally speaking, the planning process is as illustrated below:

	Planning Phase
	Event
	Time Frame

	Pre-Meeting Preparations
	Host Organization created and session Chairs identified
	Following the last meeting

	
	Initial Heads of Delegation Teleconference
	One year prior to event

	
	Call for papers from GSC, GTSC and GRSC
	Six months prior to event

	
	Special Working Groups initial draft agenda and call for papers
	Six months prior to event

	
	Mid-course Heads of Delegation Teleconference
	Three months prior to event

	Meeting Preparations
	Heads of Delegation meeting
	Two weeks prior to event

	
	GSC Plenary
	

	
	GTSC Plenary (responsibility of GTSC Chair)
	

	
	GRSC Plenary (responsibility of GRSC Chair)
	

	
	Special Working Groups (responsibility of SWG Chairs)
	

	Post-Meeting Preparations
	Set up of intercession discussions and work activities
	Following meeting


Pre-Meeting Preparations

The pre-meeting preparations begin as soon as the meeting has completed. It is normally the responsibility of the host organization to begin the process; however, the new host organization will want to begin the process of organizing its team. 
Host Organization Created

The new host organization should begin to organize itself as soon after the last meeting as possible. At the least, the new host organization should have identified the following members prior to the first HoD Teleconference:
Host Chair (also the GSC Plenary Chair)

Host Coordinator

GTSC Session Chair

GRSC Session Chair

Initial Heads of Delegation Teleconference

The initial Heads of Delegation (HoD) teleconference is normally scheduled about one year prior to the next GSC. It is the responsibility of the Host Organization of the last GSC to organize this call. At this call, the initial timetable is confirmed and discussions are held regarding the logistics, accommodation and hospitality requirements. 

It is the new Host Organization who should respond to logistics, accommodation and hospitality. From past experience, it is a good idea to have the meeting booking arrangements tentatively booked. Please see Section 2 – Administration and Section 3 - Logistics regarding these needs. 

The incumbent Host Organization will also present the final report of the GSC which will include a list of the resolutions and a contact list of attendees and their affiliation to the special working areas (HIS and ISS) and special working groups (IPR, Electronic, and User Working Groups).

Call for Papers

Within six months of the event, the new Host Organization will send out a call for papers, both for the respective GTSC and GRSC meetings and the opening GSC plenary session. This should also include registration information and any electronic support system. 

Special Working Group Chairs should also be invited to prepare their calls for papers and initial agendas. 

Mid-Course Heads of Delegation Teleconference

At about three months prior to the GSC, the new Host Organization should organize a Head of Delegation teleconference. At this teleconference, the timetable and agendas should be finalized and final instructions for contributions, logistics, administration and hospitality should be given. 

The preparations are now ready to move into the meeting preparation phase.

Meeting Preparations
At this point, the new Host Organization should be well into the planning for the meeting itself. Since the end of the previous GSC, the Host Organization should be moving ahead with the agenda and the program. From the various pre-meeting preparations, the Host Organization should have ended up with a detailed outline of the program as illustrated below.
	GSC Proposed Timetable

	Day
	Activity
	Duration

	Sunday (or the day before the initial joint plenary)
	Heads of Delegation (HoD)Meeting
	Usually two hours in the afternoon

	
	GRSC and GTSC Management Meeting
	Following the HoD meeting

	
	Opening Reception
	Usually in the evening

	Monday (initial day)
	GSC Opening Plenary
	All day

	
	Joint Opening GTSC and GRSC Plenary
	Follows the Opening GSC Plenary

	
	Opening Dinner
	

	Tuesday (second day)
	Joint GTSC and GRSC Plenary (continuation)
	As required

	
	GTSC Plenary

GRSC Plenary
	Following Joint GTSC and GRSC Plenary

	Wednesday (third day)
	HoD Mid-Course Meeting
	½ day (morning)

	
	GTSC Plenary

GRSC Plenary
	All day as required

	
	Special Working Group meetings (i.e., IPR WG, EWG and User WG)
	½ day (afternoon)



	
	Joint GTSC and GRSC Closing Plenary
	Following GTSC and GRSC plenary sessions.

	Thursday (fourth day)
	Joint GTSC and GRSC Closing Plenary
	As required, until 10 a.m.

	
	GSC Closing Plenary
	All day

	
	HoD Closing Meeting 
	After Closing Plenary as required


Table 1 - General Meeting Outline
This section will detail the specific meetings and their preparation requirements. It will be presented in chronological order, based on the general meeting outline as presented in Table 1. The identified social events will be covered later in this section.
Heads of Delegation (HoD) Initial Meeting
Normally, the agenda for the initial HoD meeting is informal and consists generally of a review of the proceedings for the GTSC and GRSC meetings. The agenda is determined prior to the meeting during the HoD teleconference that normally takes place about a year before the event.  It is based on discussion with session Chairs and the host organisation Head of Delegation (HoD).

The initial HoD meeting is held on the day before main meeting start. The purpose of the meeting is to reach consensus with the HoD on the broad directions of the meetings. 

GTSC and GRSC Management Meeting

This meeting normally follows the HoD initial meeting. It is an opportunity for the GTSC and GRSC Chairs to meet with the representatives of the various delegations to adjust and finalize the agendas for the joint GTSC and GRSC meetings as well as the respective GTSC and GRSC plenary sessions. 
GSC Opening Plenary
On the first day of meetings, normally there is a joint GTSC and GRSC opening plenary session. This plenary serves two functions

To provide an overview of developments since last GSC; and

To set directions and identify key issues for the current meeting.

Here is a typical opening plenary agenda:

	Welcome and Administration 
	Host Organization

	Broad review since last meeting
	Host/Meeting Chair

	Detailed reports

· From ITU-T and ITU-R

· From GTSC/GRSC Participating Standards Organisations (PSOs)


	These should be primarily papers distributed in advance, with limited time for presentation at the meeting



	Report from Special Working Groups
	Working Group Chairs

	Update on Fora and Consortia
	Report, if necessary, on TTC Japan Project


Table 2 – Typical GSC Opening Plenary Agenda

Joint GTSC and GRSC Opening Plenary Session
Following the opening GSC plenary, time should be set aside to allow the participants to discuss areas of mutual interest between GTSC and GRSC. This is an opportunity for the special working groups to present on issues that affect both meetings and to cover areas of common work. 

The initial session should be held for an hour following the GSC Opening Plenary and follow on to the second day as an introduction to the GTSC and GRSC plenary sessions. The proposed agenda for this meeting is presented below.

	JOINT GTSC AND GRSC SESSION 

(begins at 4 p.m  and continues Tuesday morning)

	ITEM
	TOPIC

	1
	Opening Comments by the GTSC and GRSC Chairs

	2
	Approval of Agenda

	3
	Organization Arrangements

	4
	Joint Topics

	4.1
	Public Safety and Disaster Relief

	4.2
	IMT-2000

	4.3
	Identification and Location Services

	4.4
	Measurement Uncertainties in Radio, Terminal, and Transmission     Equipment

	4.5
	Broadband Evolution and Deployment

	4.6
	Security - Critical Infrastructure Assurance

	4.7
	Lawful/legal Interception

	4.8
	Consolidation of Forums and Consortia 

	5
	Summary, Resolutions, Conclusions, Draft Report to GSC Plenary

	6
	Follow-up meetings discussion: split sessions, possibility of closing joint session to re-visit any additions, finalize Joint Resolutions and  Report to GSC Plenary


Table 3 - TypicalJoint GTSC and GRSC Plenary
GTSC and GRSC Plenary Sessions

The GTSC and GRSC sessions are normally held on the second and third days of the meetings. Essentially they are structured to address issues and themes that flow on from the joint opening Plenary and to resolve issues specific to their areas of interest. These sessions normally last at least one half-day.

Normally, the agendas for these meetings are developed through the HoD teleconference and/or from decisions made at the previous GSC. Here are typical agenda outlines for both GTSC and GRSC.

	Report from the previous GTSC and resulting actions
	

	Activities at International, Regional and National levels since the previous GTSC.
	

	GTSC Continuing Topics__________* David to Look up on his documentation notes

	Some of these items may have been covered in the joint opening plenary

	ITU Matters
	

	Future GTSC work
	


Table 4 – Typical GTSC Opening Plenary
	Opening of the meeting, Chair’s address, etc
	

	Report from the previous GRSC and resulting actions 
	

	Activities at International, Regional and National levels since the previous GRSC.
	

	GRSC Continuing Topics

	These are areas that were approved at the previous GRSC meeting and can be found in the GRSC resolution on the next agenda



	ITU Matters
	

	Next meeting
	

	Reports, future meetings, etc
	


Table 5 – Typical GRSC Agenda

GTSC and GRSC Breakout Sessions

 Throughout the meeting times of both the GTSC and the GRSC, there may be a need to provide for ad hoc breakout sessions. In the past, similar sessions have been established to respond to specific actions under GSC resolutions. These breakouts will be determined at the discretion of the Session Chairs.

Heads of Delegation (HoD) Mid-Course Meeting

This was a new addition to the 7th GSC. It was convened in an attempt to focus the Heads of Delegation on strategic issues that have been raised during the main meetings and to discuss future directions and themes for upcoming GSC meetings. This session was set up in the style of a brainstorming exercise. This allowed for a very quick turnaround on ideas and directions. 

Special Working Groups Sessions
In addition, there are usually some special working group sessions that are set up on an as-required basis. They are normally held in the afternoon of the third day. Some of these may include

i) Electronic Working Group

ii) Intellectual Property Rights Working Group

iii) User Working Group

Joint GTSC and GRSC Closing Plenary

The afternoon of the third day should be reserved for a closing session of a joint GTSC and GRSC. At this session, both groups present their respective resolutions to be presented at the closing joint plenary. 
GTSC and GRSC Management Closing Meeting

Prior to the closing GSC Plenary, the Chairs of the GTSC and the GRSC should meet to finalize the resolutions arising from the GTSC and the GRSC as well as review the GSC Communiqué.
GSC Closing plenary

On the fourth day of the meetings, both the GTSC and GRSC come together in a joint closing plenary. This plenary ties together the work of both the GTSC and  the GRSC and approves the resolutions and communiqué that flow from the four days. In addition, this plenary attempts to address the future direction of GSC and to formally announce the next GSC host organization.

Here is a typical agenda for the closing plenary.

	GSC-8 Closing Plenary

	Time
	Discussion

	
	Reports from the Working Groups

	
	IPR

	
	EWG

	
	User Working Group

	
	Report from GTSC

	
	Report from GRSC

	
	Approval of Resolutions

	
	Approval of Communiqué

	
	Next Meeting

	
	Close


Table 6 – Typical GSC Closing Plenary

Heads of Delegation (HoD) Closing Meeting

A closing meeting of the HoD is required to bring the final outcomes of the GSC together especially any items that may have arisen from the mid-course meeting. It is an opportunity for representatives from the new Host Organization to meet with those of the incumbent Host Organization to review the proceedings.

Developing A Special Workshop

A User Workshop was added to the agenda a few sessions ago to respond to the need, expressed by the User Working Group, for input from telecommunications user groups. Over time, the User Workshop has covered different topics, including, at the GSC 7, accessibility issues. 

The host, usually with the assistance of some issue-oriented organization, may organize a special workshop. It is an optional activity and is normally no more than a one-day session that should be self-financing and self-administering. 

How is this workshop organized?

The host organisation normally appoints a special coordinator for the event. It can be organized around the results from the previous workshops or it can be a new topic.

Who has responsibility for this workshop?

The host organisation usually organizes the event through a separate workshop coordinator.

What is the format and theme of the workshop?

The format and theme is left with the host. It is suggested, though, that the theme be focused.

Should the workshop theme continue from the last GSC?

This depends. The host can either establish the theme or the host may take recommendations from its special working groups. 

SOCIAL EVENTS

Generally speaking, there are three social events tied directly to the GSC activities. They include

· An opening reception (normally the night before the opening plenary),

· An opening dinner (normally the evening of the opening plenary), and

· A closing dinner/event (normally the evening before the closing plenary)

It should be noted that holding the Closing dinner on the evening before the closing plenary can create problems for those delegates who are preparing papers for the final day.  

Events for the spouses have been left to the host. In this guide, we will propose that consideration be given to preparing some program for those who travel with the delegates.

Opening Reception


Traditionally, the host organization sponsors the opening reception. The reception is normally held the evening before the first day of meetings. This has turned out to be the Sunday evening. The reception tends to be held in the venue to be used for the meetings, although there is no fast rule on this.

Opening Dinner


The opening dinner has been held traditionally in the evening of the first day of meetings. A national private sector company who is related to the telecommunications industry has normally sponsored the event. The venue can be away from the meeting place, although, if this is done, the hosts will need to plan for transportation. 

Closing Dinner


The closing dinner has been used traditionally as an informal opportunity to unwind after a very intensive three days. The major planning difficulty with this event is that it impinges on the time needed by some delegations to complete resolution drafting for the closing plenary. Some consideration should be made to accommodate this. 

INVITATIONS

The Participating Organizations consist of the following:

· International Telecommunication Union 

· European Telecommunications Standards Institute (ETSI) 

· Australia: Australian Communications Industry Forum (ACIF) 

· Canada: Telecommunications Standards Advisory Council of Canada (TSACC) 

· Korea: Telecommunication Technology Association (TTA) 

· Japan: Telecommunication Technology Committee (TTC) 

· Japan: Association of Radio Industries and Businesses (ARIB) 

· United States: Committee T1 

· United States: The Telecommunications Industry Association (TIA)

In the past, the following Observer Organizations have been invited, but this is at the discretion of the host:

· ANSI 
· ATM Forum
· China Communications Standards Association
· IETF
· ISO/IEC JTC1
· APT/ASTAP 
· CITEL 
· OMA
· 3GPP 
· 3GPP2
Invitations are normally sent out by the Host Organization. They are sent to the respective Heads of Delegation and Head of the Observer Organizations. It is the responsibility of the Heads of Delegation and Observer Organizations to organize their delegations and to send invitations to their respective participants. The HoD Coordinators will be looked to by the Host Organization to coordinate the registrations and to send in the responses.
What is the normal size of delegations and is there a limit?

Generally speaking, PSO delegations were requested to restrict themselves to 10 delegates. There is no firm rule as such. 

Observer Organisations were invited to send one or two delegates

Who decides on what organization can be a Participating Standards Organization (PSO)?

Membership is determined through the consensus of the current PSOs. 

Meeting Officials

For the joint GTSC and GRSC meetings and for each of the GTSC and GRSC sessions, the host organization normally appoints a session Chair. Therefore, the host should organize three senior representatives; the GSC Host Chair, the GTSC Chair and the GRSC Chair. They are normally selected from key stakeholders in the host organization or country. The organizational structure of the meeting officials is shown below:
In addition, it is recommended, but not essential, that the host consider appointing a Vice-Chair to assist the Chair in the planning and conduct of the meetings. This person can act on behalf of the Chair and be available should the Chair be unable to continue in the role. 

In previous meetings, both a Rapporteur and a technical resource supported each of the Joint GTSC and GRSC, GTSC and GRSC plenary sessions. In Sydney, during the November 2001 GSC, the technical resource proved invaluable for the smooth transition of PowerPoint slides and in the support of editing documents presented on the screen. There will be more on the administrative and technical support in subsequent sections under Administration. 
[image: image1]
Table 7 - Meeting Officials
Host Organization Chair

The Host Organization Chair is a senior representative of the host organization and/or stakeholder in the host country. The Host Chair is responsible for the overall organization of the meetings and for the appointment of the Session Chairs, Vice-Chairs, Rapporteurs and Coordinator.

What are the responsibilities of the Host Organization Chair?

The Host Organization Chair is the chief planner for the GSC meetings. He has, as his responsibilities, the organization of some of the key meeting elements – the opening and closing plenary sessions, the Heads of Delegation meetings and the special events. 

The Host Chair acts as the direct liaison with the Heads of Delegation and the Invited Observers. Through the Host Organization Coordinator, he establishes the form and format for contributions and submissions, resolutions and other official reports from the meetings. 

In addition to organizing these elements, he works with the two Session Chairs to design the program format and agendas. The three Chairs become the key focal point for the timely organization of the meeting planning process including calls for papers, organization of HoD intercession meetings and teleconferences, and program development support.

During the meetings, the Host Chair manages and leads the overall progress of the meetings, ensuring that maximum benefit is derived from the overall outputs from the meetings.

At the conclusion of the meeting, and until the convening of the next GSC, the Host Chair is responsible for the intercession work and the handover to the new Host Chair.

Host Organization Coordinator

The Host Organization Coordinator assists the Host Chair by managing the administration and logistics for the meeting. It is the responsibility of the Coordinator to establish links to the Participating Standards Organizations, organize the accommodations, logistics and hospitality arrangements for the meeting. The Coordinator executes the timetable and process on behalf of the Host Chair and the Session Chairs.

The Coordinator is responsible for the collection and dissemination of meeting material and the creation of an electronic working environment before, during and after the meetings.
Session Chair

The selection of the GTSC and GRSC Session Chairs is left to the host organization. Normally, senior representatives of the host organization and/or stakeholders in the host country are selected. 

What are the responsibilities of the Session Chair?

The Session Chair will assist the host organization to plan the agenda for his or her session and to identify key elements that will be required for the smooth flow of the session. For the GRSC and GTSC, this is normally identified in advance from their previous meetings. For example, in the case of the GRSC, the agenda and action plan was identified at the previous GRSC meeting. Please note that the incumbent host (the host from the previous meeting) is responsible for initiating the planning process and handing over the key issues raised from the previous GSC.

The Session Chair assumes the responsibilities associated with the Host Chair for his or her respective session. As such, the Session Chair liaises with the equivalent representative of the Participating Standards Organizations (PSOs). 

The Session Chair manages the Session in much the same manner as the Host Chair, ensuring maximum benefit and output is achieved. In addition, the Session Chair is responsible for the development and drafting of session-specific resolutions and for input into the GSC communiqué.

What is the purpose of a Vice-Chair?

The office of Vice-Chair has been established for both the Host and Session Chairs to assist the respective Chair in the planning for the session, based on the proposed agenda as outlined in the beginning of this section. In the event that the Chair is unable to perform his or her functions, the Vice-Chair is able to step in and maintain a smooth flow.

What is the purpose of the Rapporteur?

The Host and Session Rapporteurs will assist the respective Chair and Vice-Chair in the details of the session,  in particular, what to anticipate in terms of papers, attendees, issues and other pertinent information (i.e. taking minutes, preparing a report to the closing plenary, finalizing wording of the Resolutions). The Rapporteur may be called upon by the Chair to represent the meeting and its outcomes at the closing GSC Plenary. Generally speaking, the Rapporteur should be someone who has had experience in more than one GSC. He or she can be someone from outside the host organization and country. In the case of GRSC, for example, a representative from the United States TIA has volunteered to work in this capacity in the past. 

Section 2 - Administration

The host organization should establish an administrative support unit both to assist in the planning and to manage the event. The program preparation will take a full-time resource, so it is recommended that a full-time coordinator of administration be established. 

With the increasing reliance on technology, it is also recommended that the administration include a group to establish an electronic presence for the meetings. The meetings have evolved from reliance on paper documents to an increasing reliance on electronic documents and exchanges. The Sydney meeting used a combination of a web site, a restricted local area network and a CD-ROM service to exchange information. At the Sydney GSC, the participants called for a more comprehensive service including a full local area network and electronic exchange of information.

Human Resource Support


What human resources are needed to prepare and execute the meetings? 

It is recommended that the host organization consider two full time coordinators, one for the program and one for event management. 


[image: image2.wmf]GSC-8 Administration Support

LAN & Technical Support

2- Technicians contracted to provide computer support to the delegates for the first two days

Technical Support

PRIMES - Charlene Laundrie and David Gibson

- To provide ongoing LAN support, handle any technical systems issues and provide guidance to users

- assist in LAN setup and liaison with Nortel technicians to ensure that technical needs were met

Office Administration

- 1 person minimum document control, intranet updates and CD-ROM updates

- 1 person minimum for office admin assistance to delegates

- up to three persons for initial delegate registration

Meeting Administration

- 2-3 people as slide changers - static in the meeting rooms

- 3-4 meeting room attendants, interchangeable with Office Administration people

- 2-3 roaming administrative support to assist meeting room attendants

Administrative Support

Barbara Paul

(12 volunteers scheduled to rotate between all support functions over the four days)

- Liaison with hotel staff, GSC-8 delegates and officials to ensure smooth running of GSC-8

David Clemis

GSC-8 Coordinator


Besides the coordinators and the session Chairs, what other resources are required?

The host organization should consider the following resources:

a. Session Support

· a session Rapporteur to record the minutes and to assist the Chair and Vice-Chair (if appointed) in the planning of the meeting.

· a session technical resource to change slides for participants and to modify presentations as required.

b. Promotions and Publicity

· a resource to develop the different material required to inform the participants such as the delegate information kits, registration, hotel and accommodation information, and local tourist information

c. Sponsorship

· a resource to solicit funds (if necessary) to defray costs of the event

d. General Administration Support

· an administrative coordinator to provide general administration services to the session officials and participants. Normally, the host organization establishes a meeting office (see Logistics).

· a document control resource to manage the document changes and to distribute modified and new text to the delegates. This person should have some general knowledge of the discussion areas.

e. Other Support

There may be a need from other groups (HIS and ISS groups, special working groups, ad-hoc groups) for additional support. This will be determined as the program itself is finalized.

LOcal Area Network (LAN) Support

At the Sydney GSC meeting, the participants requested that subsequent events incorporate a local area network into the main sessions. Many requested that the host organization configure a wireless LAN. Many of the PSOs already have such systems in place. However, there may be those who do not have ready access to this technology. Some of the PSOs have offered to assist those who require these services. 

In planning for LAN support, the host organization should consider not only the equipment and infrastructure but also support and maintenance. It is important for the smooth flow of the meetings that an accessible resource be available to help individuals who may be having problems. 

In terms of the services, the host organization should consider the following.

Meeting Service

The meeting service should consist of internal access to all available documents, a repository for new and modified documents, access to slide presentations and notes, and messaging capabilities between and among the delegates. Optionally, the service may provide access externally, but this may be constrained by security requirements.

If the host organization opts to use a wireless infrastructure, it should consider the security implications and provide the appropriate protections. 

Cyber Café Service
It has been a traditional part of every GSC to host a cyber café for the convenience of the participants. This allows them to be able to collect their electronic messages at their convenience. It was suggested that the meeting service should include access to the Internet and to email.

Pre- and Post-Meeting Support

In order to facilitate the collection and distribution of documents, the host organization should set up a dedicated web service. This service can be used to distribute the instructions for submission of documents, collect and disseminate the documents, and (optionally) provide on-line collaboration.

PUBLICITY and Promotion


An important component of the meeting is a plan for publicity and promotion. As was mentioned in the Human Resource Support above, the host organization may wish to consider some campaigns for both publicity and promotion

Media campaign prior to meetings could consist of:

determining the newsworthiness of individual delegates and organizations;

obtaining approval and willingness for media interviews while at the event;

issuing media releases and circulating media kits and delegate profiles a week prior to meetings; and

chasing up media and organise interviews.

Because attendance at the meetings is by invitation only this may place some restrictions on a publicity campaign. However, a suggested schedule might be

a. initial announcement - 7 days prior to meetings

b. follow-up schedule - Another press release circulated to media on the day after the meetings conclude.  This release would incorporate the GSC Communiqué.

c. creation of web hosting and document repository service 

In past GSCs there were some time constraints affecting the communications plan. These included ensuring the confirmation of any VIP participants and their availability.  

One area of important communications is letters of appreciation. These should be included in the plan.

Section 3 - Logistics

Logistics is another important consideration. There are several considerations for logistics. The most important is, of course, the location of the meeting and sufficient meeting rooms. In addition, the host organization should be prepared to find affordable accommodations for the participants and may wish to consider hospitality and social requirements.

ROOM REQUREMENTS


Meeting Rooms

There are three general requirements for rooms. First, the host organization will need to book for the opening and closing joint GTSC and GRSC plenary sessions. Second, there will be a need for two rooms for each of the GTSC and GRSC plenary. Third, there may be a need to book breakout rooms for the HIS and ISS discussions and special working groups such as the Intellectual Property, Electronic Working Group and User Working Groups. Additional logistics consideration should include such things as the cabling/power outlets for laptops and equipment, display screens, staging etc. These rooms should be booked at least one year in advance

In addition, the host organization may wish to secure space for administration and a cyber café.

At the Ottawa GSC, the following rooms were booked:

Day 1 – one room with meeting accommodation for up to 120 delegates for the joint opening plenary, set in plenary arrangement for the full day.

Day 2 – two rooms with meeting accommodation for up to 60 delegates for each of the GTSC and GRSC opening plenary sessions. Up to five rooms for breakout sessions of HIS, ISS and special working groups.

Day 3 - two rooms with meeting accommodation for up to 60 delegates for each of the GTSC and GRSC closing plenary sessions. Up to five rooms for breakout sessions of HIS, ISS and specialty groups. One room for accommodating the Special Workshop.

Day 4 - one room with meeting accommodation for up to 120 delegates for the joint closing plenary, set in plenary arrangement for the full day.

Participant Accommodations
The host organization should organize hotel accommodations for the participants. Normally, this is arranged through the hotel housing the meeting. In the case of the Ottawa GSC, an accommodation block booking of 100 rooms was established. Participants were required to book their own rooms at a guaranteed rate with provision on the registration form a provision for delegate’s personal credit card details. In this way, TSACC was not liable for deposits.  With the personal credit card information against the reservation, the hotel cancellation fee and or loss of deposit became the delegate’s responsibility.    

CATERING REQUIRMENTS


Catering should be considered as an optional activity by the host. There are both ongoing considerations as well as specific social events. For the ongoing considerations, the host organization may opt to provide, in order of priority, coffee and health breaks for the morning and afternoon sessions, luncheon, and continental breakfast.

There have been traditionally three social events; the opening reception, the opening dinner and the closing dinner

OPENING RECEPTION 

 The objective of the opening reception is to provide an informal welcome where delegates could mingle and renew their contacts.  Both the Australian and Canadian GSC opening receptions included a brief informal welcome speech by the host.  In terms of catering for this event, optionally the host may consider an open bar and hors d’oeuvres. This event should take place on the evening before the opening joint plenary. Typically, a majority of the delegates will have arrived, so the host should plan for approximately 60 – 100 participants.

OPENING DINNER 

Traditionally, the GSC has included a formal welcome dinner that is normally sponsored by a member of the host organization.  It is an opportunity to extend a formal welcome by the Host Chairman plus the opportunity for the sponsor to provide an after dinner speaker.  

CLOSING DINNER 

The closing dinner has been used traditionally as an informal opportunity to unwind after a very intensive three days. In the past an offsite location has been selected. Normally, there are no formal speeches, but delegations have the opportunity to express their appreciation.  It is normally sponsored by an Industry representative of the host organization.  

ONGOING CATERING

In the past, it has been the responsibility of the participants to find their own meals. However, the host organization may wish to consider providing some catering. The host may arrange for special rates for meals or may opt to seek sponsorship for them. 

a. continental breakfasts,

b. luncheons, and / or

c. coffee and tea breaks for the morning and afternoon sessions 

DOCUMENTATION CONTROL


In the past, GSC meetings have depended on the publishing of position and contribution papers. As technology advanced, so did the document control aspects of the GSC. Now, the objective is to create an all-electronic meeting and to reduce the paper burden.  For the Sydney GSC, the documents were transcribed to both the host organization web site and to CD-ROM for the participants. Participants were asked to bring a PC with the ability to read both a CDROM and floppy disk. The dissemination of documents during the meeting was accomplished by distributing update CD-ROM images. After the meeting, final versions of the documents were made available on the host web site. 

One of the assumed responsibilities of the host organization is to preserve the meeting documents. This means maintaining a copy of all of the documents on line. ETSI has taken the responsibility of providing links to all of the previous GSC document repositories.

Before The Meetings

The host organization is responsible for organizing the documentation formats, informing the participants, establishing an electronic link, and determining the schedule and process for the submission of contributions, including delegate information, agendas and participant papers. 

Document Layout

Documents have been structured in the same way, without much variation. A sample document layout is provided in the annexes. 
 In the main, organizations provide their documentation in Microsoft Word format. It is suggested, however, that the host organization consider translating the documents into Adobe Acrobat PDF format to preserve the “look and feel” of the original submission. 

The host organization is responsible for ensuring that the format is consistent and all submissions are correctly structured and numbered. The traditional numbering of the documents is based on a numeric sequence identifying the order in which they arrive.   . For example, if the document is the third one to arrive,  the numbering would look like, “GSC-8  003”. A sample document register is attached at the annexes. 
 

Document Submission Schedule

The host organization should establish a schedule for the submission of contributions. It should be remembered that the participant submissions are voluntary and may, in some cases, be an additional activity for individuals. Some flexibility should be considered in adhering to any timing you might create. It is not unusual for submissions to arrive on the day of the meetings. The following is a sample schedule:

	Document/Submission
	Required 
	Notes

	Call for papers (includes document format instructions, submission instructions, web site location information)
	Six to eight months prior to meetings
	Host organization responsibility

	First draft submissions
	Two to three months prior to meetings
	

	Final draft contributions
	One month to two weeks prior to meetings
	To provide host time to compile, reformat and post submissions


Table 8 – Sample Document Schedule

As mentioned above, the host organization should take into account that submissions may be received later than the proposed requirement. The host should be prepared to accept these submissions from the participants at registration.

During the Meetings

Because of the intensive nature of the meetings, there are many documents struck and amendments made to existing documents. The host organization needs to be prepared for this eventuality and to plan for distribution to participants when changes occur. At the Sydney GSC, for example, the host organization used a portable CD-ROM writer to record changes and to distribute these changes to the delegates. This becomes critical during the final stages of the meetings as participants deliberate over resolutions and the communiqué. 

At the conclusion of the meetings, the host organization may wish to consider providing the Heads of Delegations with copies of the latest documents, resolutions and communiqué. At the Sydney meetings, the host provided a CD-ROM to each delegation.

Following the Meetings (Between GSC Meetings)

The host organization is responsible for ensuring that the documents reflect the proceedings of its meetings. The host should consider distributing final draft copies of all output documents (resolutions, communiqué, meeting summaries) to the Heads of Delegation for their review. Final documents should then be posted to the host web site for public access.

Resource Requirements

As mentioned in the section on Human Resource Support, the host organization should have a knowledgeable person available to perform these tasks. At the Sydney GSC one person was assigned to receive, edit and prepare submissions for the website. The person selected was someone who understood the deliberations in the GSC and who had some experience with previous GSC meetings.

Section 4 - Financial

A. INITIAL BUDGET


[to be completed]

B. START-UP EXPENSES


[to be completed]

C. CATERING AND ACCOMODATION


[to be completed]

D. SPONSORSHIP PROGRAM


[to be completed]

Section 5 - Other Issues or Questions

1. Was a timer provided to the Moderator for the sessions? Should one be provided?


The Chair’s Assistant worked with each Chair to whatever approach they agreed. As Programme Co-ordinator, Peter Darling discussed and agreed approximate running arrangements with each main session Chair

2. What should be the schedule for HoD teleconferences and who should be responsible for organizing them?


We need to discuss this separately. From a logistics point of view, a call-in conference bridge in North America may be the easiest arrangement.

3. How should we organize for this proposed “Troika” arrangement and who should be responsible?


Based on previous practice ACIF should have prime responsibility up until the next meeting. We will, of course, let you do as much as you like! [rather, we need to work out details]

4. How were gifts and mementos handled?


A meeting memento was included in each delegate pack (ie leather embossed CD holder) and each accompanying partner received a small gift as well (given out at Partners Lunch or room dropped).  Special thank you gifts were also purchased by host for meeting chairs and heads of delegation.

5. Should we provide a more structured spousal program?


This really depends on location of venue for the meetings – if being held at a hotel in the central business district – there is really no need for a structured program.  If venue is located outside of city – say in country/rural setting – then there would definitely be need for some sort of daily social program for accompanying partners of delegates.

Annex “XX” – Document Formats

Contribution Document

The contribution document layout used in previous GSC meetings is attached to this annex. Instructions to follow.

Also, a sample resolution layout is attached. Instructions to follow.

	SOURCE:
	[source organization, e.g., TSACC]

	
	

	TITLE:
	

	
	

	AGENDA ITEM: 
	


	Decision

	

	Discussion
	

	Information
	


DOCUMENT FOR:

1. Decision or Action Requested

2. References

3. Issues for Discussion

RESOLUTION G(T/R)SC xxx/00 (Venue):  [TITLE OF RESOLUTION]


The Global Standards Collaboration xx meeting (GSCxx)

recognizing 

A background statement or statements reflecting the nature of the resolution.

concludes

A statement or statements of need arising from the above.

resolves

1) one or more resolutions/actions to be taken

[in addition, the drafters can add annexes for clarification or illustration]
Host Organization Chair





GTSC Session Chair





GRSC Session Chair





Host Organization Coordinator





Host Organization 


Vice-Chair





GTSC Vice-Chair





GTSC Rapporteur





GRSC Vice-Chair





GRSC Rapporteur





















































�  Please add in an example in the annexes


�  Please add to the annexes
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