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1
Background

The working methods of the Radiocommunication Assembly (RA) and the Radiocommunication Study Groups are contained in Resolution ITU-R 1*. In turn, Resolution ITU-R 1, § 8, refers to Guidelines issued by the Director to provide additional information on contributions to the Radiocommunication Study Groups. 

This edition of the Guidelines replaces that distributed in Administrative Circular CA/117 (29 April 2002) and takes effect from 1 August 2004.

2
Meetings

2.1
Radiocommunication Assembly (RA)

Article 13 of the Constitution and Article 8 of the Convention describe the duties and functions of Radiocommunication Assemblies. The working methods for RAs are given in § 1 of Resolution ITU-R 1.

Soon after an RA, an Administrative Circular (CA) is dispatched to ITU Member States, Sector Members and Associates** inviting them to participate in the work of the Radiocommunication Study Groups and their subordinate Groups***, and in the Special Committee on Regulatory/Procedural matters. In addition to listing all current Study Groups and their subordinate groups, the Circular requests members to notify the Bureau of the circulars and related documentation of the Study Groups they wish to receive.

2.2
Conference Preparatory Meeting (CPM)

As indicated in § 4 of Resolution ITU-R 1, Resolution ITU-R 2 describes the duties and functions of the CPM. Annex 1 of Resolution ITU-R 2 details the working methods of the CPM and indicates that two sessions of the CPM are normally held between WRCs, the first to organize the work and the second to prepare the Report to the WRC. The CPM also makes preliminary preparations for studies in support of the subsequent WRC.

Resolution ITU-R 1 (§ 4) also states that an RA may adapt the provisions of Resolution ITU-R 2, as appropriate, regarding preparatory work for a Regional Radiocommunication Conference (RRC).

2.3
Study Group Chairmen and Vice-Chairmen

Section 5.1 of Resolution ITU-R 1 provides information on the holding of these meetings.

2.4
Study Groups*, their subordinate Groups (Working Parties (WP), Task Groups (TG), Joint Working Parties (JWP), Joint Task Groups (JTG), Rapporteur Groups (RG), Joint Rapporteur Groups (JRG), Correspondence Groups (CG)) and Rapporteurs 

Articles 11 and 20 of the Convention describe the duties, functions and organization of Radiocommunication Study Groups. The working methods for Study Groups and their subordinate Groups are described in § 2 of Resolution ITU-R 1. In particular, §§ 2.13 to 2.18 describe in detail the difference between, and the provisions applying to Rapporteurs, Rapporteur Groups, Joint Rapporteur Groups and Correspondence Groups.

It should be noted that Rapporteur Groups and Joint Rapporteur Groups are subservient to Working Parties and Task Groups, and as a consequence are subject to limited budgetary and secretarial support.

Rapporteurs and Correspondence Groups conduct their work entirely by correspondence and no meetings are required.

As far as possible, meetings of related Groups should be held in "blocks", if justified, in the same location and during the same time period.

Study Group meetings and, when necessary, joint Study Group meetings should, wherever appropriate, be held immediately following meetings of their subordinate Groups (e.g. WPs and TGs). In this case, the provisions of § 2.25 of Resolution ITU-R 1 should be observed as regards the agenda of the Study Group meeting.

When several subordinate Groups of a Study Group meet simultaneously, it is advantageous to hold an informal coordination meeting of the steering group (see § 2.20, Resolution ITU-R 1) to discuss organizational matters at the working level of the Study Group.

It should be noted that, exceptionally, a meeting of a Study Group may be arranged at any time where there is an urgent need to meet the provisions of Resolution ITU-R 1.

2.4.1
Participation at meetings

Member States and Sector Members are entitled to participate in the meetings referred to in these Guidelines. Member States and Sector Members have full rights of participation (see Article 3 of the Constitution), but with certain limitations on the involvement of Sector Members in the adoption and approval of texts such as Resolutions, Recommendations and Questions.

Associates are permitted to participate in the work of a selected Study Group (and of its subordinate Groups) without taking part in any decision-making or liaison activities within those Groups; (see No. 241A and 248B of the Convention).

The Director may, in consultation with the Chairman of the Study Group concerned, invite an organization which does not participate in the Sector to send representatives to take part in the study of a specific matter in the Study Group concerned or its subordinate Groups; (No. 248A of the Convention; see also §6. Experts and Observers are defined in Nos. 1001 and 1002 of the Annex to the Convention).

2.4.2
Calendar of meetings

Meetings of Study Groups and their subordinate Groups are scheduled in accordance with the plan of meetings prepared by the Director in consultation with Study Group Chairmen. This plan is developed with due consideration to the ITU-R Operational Plan and to the budget allocated to Study Group meetings. An up-to-date calendar of meetings is maintained on the ITU-R website at:
http://www.itu.int/ITU-R/ (select: "ITU-R Meetings Schedule").

Meetings may be added or re-scheduled for urgent reasons, with the approval of the Director and the Chairmen of the Study Group and subordinate Group concerned.

2.4.3
Announcement of meetings

2.4.3.1
Radiocommunication Assembly

Accompanied by an invitation from the Secretary-General, an RA is announced by Administrative Circular (CACE) well in advance of the event (e.g. at least six months). The Circular is sent to all Member States and Radiocommunication Sector Members and contains, inter alia, information on expected documentation, a provisional committee structure, and contributions and arrangements for participation.

2.4.3.2
Study Group meetings

Study Group meetings are announced by Administrative Circular (CACE) at least three months beforehand. The Circular is sent to all Member States, Radiocommunication Sector Members and Associates (for the relevant Study Group) and contains, inter alia, information on:

–
the date and place of the meeting;

–
the starting time of the opening session;

–
the deadline for receipt of contributions;

–
the meeting programme which should include:

–
details of those draft Recommendations for adoption at the Study Group meeting, (supported by an Annex listing the Recommendations with summaries of their contents);

–
details of possible draft Recommendations which might be proposed for adoption by correspondence, (supported by an Annex containing a list of topics to be addressed by those subordinate Groups meeting just prior to the Study Group and for which draft Recommendations may be developed, (see § 2.25, Resolution ITU-R 1));

–
participation.

Annexes should provide:

–
a draft agenda;

–
a list of draft Recommendations and their summaries for consideration at the Study Group meeting;

–
a list of topics to be addressed at meetings of subordinate Groups held prior to the Study Group meeting and for which draft Recommendations may be developed;

–
form for announcing participation in the Study Group meeting.

The final agenda is distributed at the opening of the meeting as an administrative document (ADM) (on green paper), prepared by the Chairman on the basis of all available contributions and related information.

2.4.3.3
Subordinate Groups (WPs, TGs, etc.)

Meetings of Working Parties, Task Groups, etc. are announced at least three months in advance by Circular Letter (LCCE) sent to those Member States, Sector Members and Associates who have registered with BR their intent to participate in the work of the concerned Group(s). Shorter notice may sometimes be necessary in cases of urgency, (e.g. an urgent Task Group meeting).

The announcement of meetings of several Groups related to one Study Group is normally consolidated in one Circular Letter, with separate Annexes providing particulars for the individual meetings. For each Group meeting, the announcement contains, inter alia, information on:

–
the date and place of the meeting;

–
the starting time of the opening session;

–
the submission of contributions (with a BR e-mail address);

–
the deadline for receipt of contributions;

–
travel and accommodation when the meeting is outside of Geneva;

–
participation.

Annexes should provide:

–
the draft agenda;

–
a hyperlink to the Questions assigned to the Group (and any other relevant documentation);

–
a hyperlink to the coordinates of the Chairman and Vice-Chairmen of the Study Group, and of the Chairman/Chairmen of the subordinate Group(s) concerned;

–
details on the venue and accommodation (if outside Geneva), with a named contact person in the host administration;

–
a form for announcing participation.

2.4.4
Arrangements for meetings held at ITU in Geneva

General information for participants is contained in an information document (INFO) issued at the start of each meeting (or block of meetings). As well as providing information of a domestic nature, the document also gives guidance on items such as the reservation of rooms, documentation used during the meeting(s), the preparation of documents for processing, and the time-scales to be respected for the production of documents.

2.4.4.1
Registration of participants

Registration takes place near the meeting rooms, typically from 08:30 hours on the first day of each meeting. Participants are strongly encouraged to register in advance for meetings by returning the form contained in the announcement letter. However, the option to register at the meeting is always available, in accordance with the requirements for participation described in § 2.4.1.

2.4.4.2
Document availability at meetings

All contributions for ITU-R meetings are made available on the ITU website as soon as practicable after their receipt by the secretariat in Geneva, (see §§ 3.1, 3.3 and 3.4 below). Paper copies of the contributions can be made available at the meetings themselves. 

"Temporary" documents are available in both paper and electronic form, and can be accessed from the ITU website during the course of the related meetings and up to one week after their closure.

Administrative (ADM) documents are made available in both paper and electronic form.

Computers are available in ITU headquarters that enable all delegates to access ITU-R documents, whether or not they are TIES registered users. (See also § 3.4).

2.4.4.3
Interpretation

Simultaneous interpretation amongst the working languages of the Union may be provided at meetings, within the financial resources available. Member States requiring this facility are requested to advise the Bureau well in advance (i.e. at least three months) of the meeting concerned. Due to limited financial resources, subordinate Groups normally work in one language only.

2.4.5
Arrangements for meetings held outside Geneva

For meetings held outside Geneva, the provisions of § 2.23 of Resolution ITU-R 1 apply. These in turn refer to Resolution 5 (Kyoto, 1994) which resolves that the host government agrees to defray any additional expenditure involved and to provide the necessary facilities. Guidelines for the holding of meetings outside Geneva are given in Annex 1 and it is the responsibility of Counsellors to liaise with the host to ensure that these are satisfactorily met for the particular Group, or Groups, concerned.

3
Documentation

The guidelines below apply, mutatis mutandis, to the preparation and submission of documents to the Radiocommunication Assembly, and to Study Groups and their subordinate Groups. Some differences may apply as regards the CPM and Special Committee (e.g. these do not use Temporary documents).

3.1
Submission of contributions to meetings

§ 8 of Resolution ITU-R 1 gives information concerning contributions to Study Group studies. In particular, it should be noted that contributions for meetings of Study Groups and their subordinate Groups should be sent to the BR by electronic mail, the relevant e-mail address appearing in the meeting announcement letter, (see § 8.12 of Resolution ITU-R 1). 

In addition, Resolution ITU-R 1 requests that a copy of each contribution be sent to the Chairman of the Group concerned, as well as to the Chairman and Vice-Chairmen of the relevant Study Group.

3.2
Preparation of document contributions

Because of the variety of topics dealt with in ITU-R, there is no prescribed style or format for document contributions. However, certain guidelines are proposed that will help the Secretariat in the preparation of documents and in turn optimise clarity for the reader. Thus, it is recommended that:

–
contributions be limited in length, with a maximum of ten pages;

–
the name of the contributor be clearly indicated, i.e. the Member State, Sector Member or Associate;

–
the Group to which the contribution is intended be clearly indicated;

–
the subject to which the document refers be clearly indicated, e.g. a Question number;

–
where appropriate, the contribution include a section entitled "Proposal" with a clear indication of what is being asked from the Group;

–
the document be prepared using standard word processing software commonly used in ITU, for the text, the figures and for the equations;

–
the document not use any auto-formatting facility such as automatic section numbering;

–
modifications to an existing text be indicated by means of revision marks (using the "track changes" tool in the word processing software and not "underline" and "strike-out");

–
references to other ITU-R texts be up-to-date, e.g. reference to an Annex to a Chairman's Report rather than an old TEMPORARY document.

Clearly it will not always be possible to conform to these guidelines, in particular that concerning the length, e.g. a document containing the text of a draft Handbook.

3.3
Deadlines for submission of contributions

Obviously, the date by which contributions are received in BR has a major influence on their availability to members – the earlier they are submitted, the earlier they will be available on the ITU website. For each meeting, the following deadlines are set by BR for the submission of contributions, viz.:

–
where translation is required, contributions should be received at least 3 months prior to the meeting, and will be made available not later than four weeks before the meeting. For later contributions, no commitment can be made by the Secretariat to ensure the document will be available at the opening of the meeting in all the required languages;

otherwise, for documents not requiring translation,

–
contributions received up to 7 days prior to the meeting are made available for the opening of the meeting in the original working language and, if possible, in English;

· contributions received less than 7 days prior to the meeting are not guaranteed to be available for the opening of the meeting. 

Whilst every effort is made to ensure that all contributions are available, the secretariat cannot accept submissions later than the deadline stated in the announcement letter (LCCE) of the meeting, this deadline having been decided by the Chairman of the Group concerned, in consultation with the BR Counsellor.

Documents not available at the opening of a meeting cannot be discussed at the meeting. With the agreement of the submitting organisation, such documents will be forwarded to the subsequent meeting of the Group.

3.4
Electronic posting of documents

All document contributions received in the recommended electronic form are posted on the ITU-R website, as far as possible within 24 hours of their receipt in Geneva. (Go to 
http://www.itu.int/ITU-R/ and then select the desired Group.) For Study Groups and their subordinate Groups, access is possible only by TIES registered users. (See also § 2.4.4.2 regarding electronic document availability during meetings).

TIES registered participants are strongly advised to make use of the "ITU Web Notification System" (accessible from http://www.itu.int/TIES/index.html) which will alert them immediately, by e-mail, of any new document (including circular letters) posted on the ITU-R website.

3.5
Document series, Chairman's reports and liaison statements

3.5.1
"White" document series

Where a Group has its own series of documents, these appear on white paper. This series continues throughout a study period, i.e. from one RA to the next, and contains all the contributions submitted to that Group and its Chairman's reports. When the deadline for contributions to a meeting is reached, the white document series is suspended and TEMPORARY documents only are used. An exception to this rule is liaison statements sent to the Group from other Groups during its meeting which become part of the white document series of the Group concerned.

3.5.2
Temporary ("yellow") documents

Documents produced during a meeting are designated TEMPORARY and published on yellow paper. As the name implies, they are working documents which provide a means to record thoughts and ideas developed during the course of a meeting and, moreover, to prepare texts for eventual adoption by the Group. At the end of the meeting, those temporary documents containing material for retention are then used for the preparation of white documents, four typical examples being

–
draft new or revised Recommendations, or Questions, for subsequent consideration by the Study Group;

–
preliminary draft Recommendations (e.g. PDNRs) which become Annexes to the Chairman's report;

–
material for Reports and Handbooks;

–
liaison statements for other Groups.

Temporary documents therefore exist only during the period of the meeting. Afterwards, the corresponding material, with any subsequent amendments, should be referenced using the appropriate white document number (e.g. Doc. 1/99, Annex X to Doc. 1A/99). This is important to ensure that the most recent version of the text is carried forward for further study – a version which often contains modifications in relation to the original temporary document. In this context, see § 3.5.5 below concerning Annexes to Chairmen's reports.

3.5.3
Administrative documents
Printed on green paper, this series of documents is used for agendas and for matters of a managerial nature relating to the organization of the work of a group or groups, e.g. terms of reference of sub-groups, document distribution, etc.

3.5.4
Executive report to the Study Group

Each Working Party and Task Group prepares an Executive report for consideration at the next meeting of the parent Study Group. It is a document in the Study Group's white document series. The Executive report should describe the status of work within the Group, highlighting progress and conclusions achieved since the previous Study Group meeting. The Executive report should be concise in nature (typically less than 5 pages), omitting details of documentation, arrangements and deliberations during meetings of the subordinate Group.

3.5.5
Chairman's report to the next meeting of the Group

The Group's Chairman's report to the next meeting is a document in the Group's white document series. This report should be made available to BR within one month after the close of a meeting. As well as a detailed account of the status of the Group's work, the Chairman's report contains Annexes comprising material for further consideration at its next meeting, e.g. PDNRs, and material for preserving a permanent record of the Group's activities such as copies of liaison statements prepared during the Group's meeting. The annexing of unmodified document contributions should be avoided and the appropriate ITU-R website address used instead.

Because of the inevitable delay before publication of the entire Chairman's report, BR posts on the ITU-R website, as soon as practicable after the meeting, the Annexes to the Chairman's report. The Annexes are posted separately to allow selective downloading from the web-site.

The Chairman may wish to update the report with an Addendum prior to the next meeting of the Group which reports on further progress made in the intervening period. For other matters or significant developments since the last meeting, the Chairman should make a separate contribution.

3.5.6
Liaison statements

Liaison statements may be prepared to convey important information to, or request information from, other Groups. They should clearly indicate the source and recipient Group(s), the subject of the liaison and the action needed, if any. In the case of multi-destination liaison statements, it is helpful to indicate, when appropriate, i) any "principal" recipient Group, ii) those Groups from which action is required, iii) those Groups to which the document is sent for information only. It is also helpful if the statement includes a date by which the recipient Group(s) should respond and a contact point for informal discussions.

The BR Counsellors are responsible for keeping track of liaison statements for their respective Groups and for ensuring their transmission to the recipient Group as soon as possible after the close of the meeting at which they were written.

3.5.7
"Blue" document series

This series of documents, formerly produced on blue paper but now dispatched on CD-ROM, is used for the approval of draft Recommendations by consultation. The designation for this series is "BL". 

3.5.8
"Pink" document series

This series of documents which, when printed, appear on pink paper, is used for contributions to the RA from a Study Group and Study Group Chairmen. They typically contain draft Recommendations and draft Questions for approval, as well as draft versions of those ITU-R Resolutions associated with the specific work of a Study Group. (N.B. Other ITU-R Resolutions of an administrative nature use the PLEN document series; see § 3.5.9).

3.5.9
"PLEN" document series

This series of documents, produced on white paper, is used during RAs for all documentation other than that appearing as "pink documents". In particular, it is used for contributions from the membership.

4
Procedures related to Study Group meetings

4.1
Consideration of draft Recommendations

4.1.1
Adoption of draft Recommendations at a Study Group meeting

In order for draft Recommendations to be adopted at a Study Group meeting (§ 10.2.2 of Resolution ITU-R 1), the relevant texts must be prepared sufficiently far in advance of the meeting so as to be available in the working languages, at least four weeks prior to the start of the meeting. In addition, the intention to seek approval of the draft Recommendations through the procedure of adoption at a Study Group meeting must be announced by the Director by way of an Administrative Circular (CACE) at least three months beforehand, the announcement also containing summaries of the draft Recommendations concerned; (see § 2.4.3.2 above).

4.1.2
Adoption of draft Recommendations by correspondence

When a draft Recommendation is not prepared in time to appear in the announcement of a Study Group meeting, or when there is insufficient time for the text to be prepared in the working languages, (for example, when it is prepared at a WP or TG meeting held just prior to the Study Group meeting), the Study Group can consider the text and decide to seek adoption by correspondence; (see § 10.2.3 of Resolution ITU-R 1). Furthermore, the Study Group may also decide to apply the procedure for simultaneous adoption and approval (PSAA) as described in § 10.3 of Resolution ITU-R 1. In such cases, the draft text would normally be available at the Study Group meeting only in its original language.

Immediately following the Study Group meeting, the texts of the draft Recommendations in their original language are distributed on CD-ROM to those Member States, Sector Members and Associates participating in the work of the Study Group under cover of a Circular Letter (either LCCE or CAR in the case of PSAA) announcing the start of the consultation period. These texts will contain any modifications agreed at the Study Group meeting and will be published as revisions to the original white document, e.g. Rev. 1 to Doc. 1/101, and posted on the ITU-R website. The Circular Letter will inform members that the texts in the remaining working languages will follow (also on CD-ROM) under cover of an Addendum to the Circular Letter (LCCE or CAR) which will also announce the precise date on which the consultation period will end.

Thus, once the texts in the remaining languages have been prepared, they are dispatched with the aforementioned Addendum, which in turn gives a termination date for the consultation period. If adoption is being sought by correspondence according to § 10.2.3 of Resolution ITU-R 1, this date will be one month after the date of the Addendum to the LCCE . If the PSAA is being applied in accordance with § 10.3 of Resolution ITU-R 1, the date will be two months after the date of the Addendum to the CAR.

To take full advantage of the consultation period, Member States are strongly advised to use the "ITU Web Notification System" (accessible from http://www.itu.int/TIES/index.html) to draw their immediate attention to the dispatch of the Circular Letters, and related documents, concerning the adoption process.

If any objections are received during this period, the provisions of § 10.2.1.2 of Resolution ITU-R 1 will apply.

4.1.3
Decision on approval procedure

At its meeting, the Study Group shall decide on the eventual procedure to be followed for seeking approval for each draft Recommendation in accordance with § 10.4.3 of Resolution ITU‑R 1.  Approval may be sought by submitting the draft Recommendation to the next Radiocommunication Assembly, or by consultation of the Member States; alternatively, the Study Group may decide to use the PSAA procedure described in § 10.3 of Resolution ITU-R 1.

If, at its meeting, a Study Group decides that a draft Recommendation resulting from the study of a Question identified as suitable for the Alternative Approval Procedure (AAP) has no policy or regulatory implications, the approval process of Resolution ITU-R 45 may be applied, (see § 4.2 below). In such cases, the draft Recommendation should be considered for adoption using the correspondence procedure described above in § 4.1.2. Once adopted by this procedure, such a Recommendation shall then be considered approved in accordance with Resolution ITU-R 45. (See § 5 below).

4.2
Treatment of Questions by a Study Group

4.2.1
Guidelines for Study Group Questions

Guidelines to be used by Study Groups when reviewing the Questions assigned to them are contained in Resolution ITU-R 51. The guidelines (contained in resolves 1) address two issues: i) that the Questions are within the mandate of the ITU-R (in accordance with CV150-154 and CV159), and ii) that the Questions do not duplicate studies undertaken in other international entities. Moreover, the Resolution (resolves 2) asks Study Groups to evaluate draft new Questions proposed for adoption against these guidelines and to include such evaluation when submitting the draft Questions to Administrations for approval. 

To satisfy this requirement, each draft new Question submitted for approval should be preceded by a brief text justifying the adoption of the draft Question in accordance with the aforementioned guidelines.

It would be wholly appropriate for subordinate groups to address the guidelines in Resolution ITU‑R 51 when developing draft new Questions. In addition, it would be useful for them to draft the brief text providing justification for eventual approval.

4.2.2
Adoption and approval of Questions

In accordance with § 3 of Resolution ITU-R 1, new or revised Questions, proposed within Study Groups, may be adopted by a Study Group and approved either by a Radiocommunication Assembly, or by consultation amongst the Member States. In the first case, the draft Question is submitted to the RA as a pink document, having been adopted by the Study Group concerned. In the second case, following adoption at a Study Group meeting the draft Question is circulated to Member States and, for information, to Sector Members and Associates participating in the work of the Study Group under cover of an Administrative Circular (CAR). The consultation period lasts three months, at the end of which the Director informs the Member States, Sector Members and Associates of the results through an Administrative Circular (CACE).

An additional duty of the Study Group is the identification of Questions considered suitable for the Alternative Approval Process (AAP); (see Resolutions ITU-R 5 and ITU-R 45). This process allows the possibility for Recommendations resulting from these Questions, once adopted by the Study Group, to be considered approved. An over-riding condition for the process is that the Questions and resulting Recommendations have no policy or regulatory implications. Thus, in accordance with Resolution ITU-R 5, Study Groups should identify which, if any, of their Questions are suitable for AAP and that a list of these Questions should be approved by consultation, without opposition, amongst the Member States. The consultation process is undertaken by way of an Administrative Circular (CAR) and, as for the approval of draft Questions, the consultation period lasts three months. The results of the consultation are then published by way of an Administrative Circular (CACE) to the Member States, Sector Members and Associates.

The current status of Questions assigned to each ITU-R Study Group is maintained in Document 1 of the Study Group series of white documents, with Addenda added as necessary. The Questions can also be accessed from the relevant Study Group web pages.

4.3
Approval of Handbooks

In accordance with § 2.31 of Resolution ITU-R 1, Study Groups may approve Handbooks. In order to expedite the procedure, it is recognised practice for a Study Group to give authority to the subordinate Group preparing the Handbook to approve the final text, subject to the agreement of the Chairman of the Study Group and of the subordinate Group concerned. This is especially the case when the material is in an advanced stage of preparation.

Handbooks are published as soon as possible within available resources. To avoid unnecessary delays, Handbooks are published as they become available in each of the ITU working languages.

4.4
Treatment of draft Resolutions, Decisions, Opinions and Reports by Study Groups

The provisions of § 2.30 of Resolution ITU-R 1 apply for the adoption of draft Resolutions. The provisions of § 2.31 of Resolution ITU-R 1 apply for the approval of Decisions, Opinions and Reports.

4.5
Editorial work

At some stage, it is necessary to undertake editorial work on the principal output texts of a Study Group. This is particularly important for draft Recommendations. The editorial work serves several purposes:

–
to ensure accuracy and consistency with other texts of the ITU;

–
to ensure the text is self-contained and refers to existing approved texts, e.g. Recommendations, Reports and to other standards. (It should be noted that, normally, reference should be made only to publications of the ITU, or to texts of other organizations in accordance with Resolution ITU-R 9. See also § 6 below.);

–
to ensure that no reference is made to subordinate Groups (e.g. Working Party); Study Groups may, however, be referenced where necessary;

–
to align the texts in the working languages in which they will be published.

It is for each Study Group to find the most expeditious manner in which to organize its editorial work. One approach is to establish a small editorial group that works by correspondence after a Study Group meeting with the aim of incorporating editorial improvements into the draft Recommendations prior to their dispatch for approval as blue documents. The editorial work is coordinated by the BR Counsellors who are responsible for ensuring that editorial modifications are carried forward to the final version of the texts.

Following approval of the blue document versions of the Recommendations by Member States, the texts proceed to the stage of publication processing.

4.6
Updating of maintained Recommendations

Resolution ITU-R 44 directs each Study Group to update editorially their maintained Recommendations and instructs the Director, BR, to prepare lists of necessary editorial amendments for submission to the relevant Study Group meeting for its consideration. Once approved by the Study Group, a list of the titles of the editorially amended Recommendations is included in the same Administrative Circular (CAR) used for proposing the approval of draft Recommendations; (see § 5.2).

5
Approval of Recommendations

5.1
Alternative process for the approval of Recommendations according to Resolution ITU-R 45 (AAP)

If, at its meeting, a Study Group decides that a draft Recommendation resulting from the study of a Question identified as suitable for AAP has no policy or regulatory implications (see § 4.2 above), the approval process of Resolution ITU-R 45 may be applied. In such a case, the draft Recommendation should be considered for adoption using the consultation procedure described in § 4.1.2 above. Once adopted by this procedure, such a Recommendation shall then be considered approved in accordance with Resolution ITU-R 45.

5.2
Application of the procedure for simultaneous adoption and approval (PSAA)

If the Study Group has decided to apply the procedure for simultaneous adoption and approval of draft Recommendations according to § 10.3 of Resolution ITU-R 1 (see § 4.1.2 above), and if during the statutory consultation period no objections are received from Member States, then at the end of this period the draft Recommendations shall not only be considered adopted but also approved. 

5.3
Traditional procedure for the approval of Recommendations

Once a draft Recommendation has been adopted by a Study Group by either of the two procedures described above in § 4.1.1 and § 4.1.2 (but not by applying the PSAA), there are two procedures for approval of Recommendations by Member States – approval by consultation and approval at a Radiocommunication Assembly; (see § 10.4 of Resolution ITU-R 1). In both cases, the Study Group must have decided at its meeting which of the procedures it wishes to follow for each draft Recommendation, (see § 4.1.3). The decision to pursue approval by consultation must be unopposed.

In the case of approval by consultation, draft Recommendations are dispatched on CD-ROM to ITU Member States, within approximately one month of their adoption, as blue documents under cover of an Administrative Circular (CAR); the draft Recommendations are also sent to Sector Members and Associates participating in the work of the Study Group for information. The Circular also contains the summaries of the draft Recommendations concerned and, where necessary, information on any objections raised during the adoption procedure. As with previous versions of the draft Recommendations, the blue documents are posted on the ITU-R website.

The blue document versions of the draft Recommendations will contain editorial corrections identified during the adoption period and so will be as technically accurate and editorially correct as possible; (see § 4.5 on editorial work).

If instead a Study Group decides to forward a draft Recommendation for approval at the next Radiocommunication Assembly, the document is dispatched to Member States and Sector Members as a pink document at least one month before the RA. Approval at an RA is advised only in cases of difficulty where, for example, objections have been raised during the adoption procedure. Otherwise, approval by consultation is considered the most expedient manner by which draft Recommendations are approved.

6
Liaison and collaboration with other organizations

This aspect of liaison is addressed in Resolution ITU-R 9. In particular, the Resolution cites examples of entities with which Study Groups may liaise and exchange information according to principles given in its Annex. Whilst the Resolution resolves that ITU-R Recommendations may reference approved standards maintained by other organizations, it also points to guidelines developed by the Director that address:

–
document contributions to ITU-R groups from other organizations who are non-members;

–
use of documents of other organizations and their non-normative referencing in ITU-R documentation;

–
normative referencing to, and acceptance of, deliverables (e.g. standards) of other organizations in ITU-R Recommendations;

–
participation of non-members in the work of ITU-R.

The aforementioned guidelines, developed in accordance with Resolution ITU-R 9, are published separately.

7
Policy on Intellectual Property Right (IPR)

ITU-R policy on IPR is described in the Statement of Radiocommunication Sector Patent Policy contained in Annex 1 of Resolution ITU-R 1. In accordance with this policy, Sector Members are obliged to draw the attention of the Director, BR, to any known patent, or to any known pending patent application, associated with a draft ITU-R Recommendation under consideration. Forms to be used for the submission of patent statements and licensing declarations by patent holders are available from http://www.itu.int/ITU-R/study-groups/patents/ where background information on the matter can also be found. 

ANNEX 1

Guidelines for meetings of ITU-R Groups outside of Geneva
1
General

As indicated in §2.23 of Resolution ITU-R 1, the provisions of Resolution 5 (Kyoto, 1994) apply for meetings held outside Geneva.

Irrespective of these provisions, hosting organizations are often willing to contribute to BR staff costs in order to reduce the burden on the BR budget.

The actual participation of ITU/BR staff will be evaluated on a case-by-case basis taking into account the expected number of participants and workload, particularly in terms of on-site document production.

2
Basic facilities for meetings held outside Geneva

In order to provide adequate facilities for the smooth running of a meeting (or meetings) outside of Geneva, the following list represents an aide memoire of those items requiring detailed discussion with the host organisation.

Accommodation and travel:
hotel reservations, visas, travel to and from airport, etc.

Meeting rooms and offices:
the number and size of rooms according to the expected number of participants, access to the rooms and building (including outside normal working hours)

Photocopying facilities:
number of machines and their performance

Local secretarial assistance:
number of persons required and their expected duties

Computer facilities:
number of machines and peripherals, operating system, application software, Internet access, power points for laptops, LANs, CD-ROM production, etc.

Telephone, fax and e-mail facilities

Pigeon-holes

Notice board

Presentation material:

e.g. black or white boards, overhead projection

Paper for documentation: 
predicted number of sheets - white, yellow, green, red, blue

Coffee breaks

Lunch facilities

Miscellaneous: 

group photo, provision of local information, social events, etc.

__________________________

* 	As noted in the footnote to resolves of Resolution ITU-R 1, the Radiocommunication Advisory Group (RAG) adopts its own working procedures in accordance with No. 160G of the Convention.


** 	See § 2.4.1 regarding the participation of Associates.


***For convenience, the term "subordinate Group", or simply "Group", is used in this document to describe such entities as Working Parties, Task Groups, etc.





* 	In accordance with Resolution ITU-R 38, the Special Committee on regulatory/procedural matters shall adopt the working methods of the Radiocommunication Study Groups, wherever applicable.
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