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	-
To the Chairmen and Vice-Chairmen of all ITU-T Study Groups, TSAG, tariffs groups and focus groups
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	Copy to: 

-
Administrations of Member States of 

the Union

-
ITU-T Sector Members
-
ITU-T Associates
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-
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	Subject:
	Tutorial for leadership teams (Chairmen, Vice-Chairmen) of ITU-T study groups, TSAG,  tariff groups and focus groups 
Geneva, 15 and 16 December 2008


Dear Sir/Madam,

1
As agreed by TSAG at its 2-9 July 2008 meeting and as I announced at the closing of WTSA-08 in Johannesburg, TSB is organizing a tutorial for all chairmen and vice-chairmen on 15 and 16 December 2008 at ITU Headquarters in Geneva. 
The meeting will open at 0930 hours on the first day. Participant registration will begin at 0830 at the Montbrillant entrance. Detailed information concerning the meeting room will be displayed on screens at the entrance to ITU Headquarters.

2
WTSA-08 was unique in that the term limit agreed at the WTSA-2000 applied for the first time and many of the chairmen and vice-chairmen had completed two terms by WTSA-08. The goal of the event is to give an overview of ITU-T’s working methods, procedures and tools to the new management teams of ITU-T study groups, TSAG, tariff groups and focus groups. 
3
The draft programme is contained in Annex 1.
4
Please note that pre-registration for this meeting is carried out online at the ITU-T website: 
http://www.itu.int/ITU-T/tsag/index.asp  .
I look forward to seeing you at the event.

Yours faithfully,



Malcolm Johnson
Director, Telecommunication 
Standardization Bureau
Annex: 1
ANNEX 1
(to TSB Circular 3)

Draft programme

1 Opening
2 Overview of the programme
3 Overview of WTSA-08 Resolutions and their impact on ITU-T Study Groups
4 Overview of Recommendations of the ITU-T A-series

5 Working methods and best practices of ITU-T (Resolution 1, Recommendation ITU-T A.1)

5.1 High level overview of ITU CS/CV/GR, Council
5.2 Role of chairmen, rapporteurs, editors, liaison officers etc.
5.3 Interplay between Study Groups and TSAG

5.4 Creation of groups

5.5 Modifying or creating new Questions

5.6 Types of meeting document and their usage

5.7 Coordination of the work (liaisons, GSI, JCA …)
5.8 Working with outside organizations: A.4, A.6 and A.5; A.23

5.9 Focus Groups

5.10 Workshops, seminars
5.11 Meetings outside Geneva

5.12 Electronic meetings

5.13 Rapporteur meetings 

5.14 Participation of non-members

5.15 Languages
6 Approval processes: process overview and management duties 

6.1 TAP (Res.1 §9)

6.2 AAP (Rec. A.8)
6.3 Determination of approval process (Res.1 §8, Res. 40)
7 Intellectual Property Rights
7.1 Overview of the main principles of IPR

7.2 Patents

7.3 Software copyright

7.4 Marks
8 Roundtable on chairing meetings
8.1 Meeting preparation

8.2 Consensus

8.3 How to break deadlocks

9 How the secretariat works

10 Tools of ITU-T
10.1 ITU-T Work programme database (www.itu.int/ITU-T/workprog)
10.2 ITU-T Recommendation database (www.itu.int/ITU-T/recommendations)
10.3 ITU-T AAP database (www.itu.int/ITU-T/aap)
10.4 ITU-T A.5 justification database (this database is integrated in the work 
programme database)
10.5 ITU-T IPR Repository database (www.itu.int/ipr)
10.6 Other database applications (SANCHO, ASN.1, etc.)
10.7 ITU-T meeting documents
10.7.1 DMS
10.7.2 New IFA
10.7.3 Archiving (SG and RG documents)
10.8 General user accounts
10.9 Mailing lists – new system
11 Templates and style guides
11.1 ITU Style guide
11.2 ITU-T author’s guide
11.3 Templates for the new study period
12 Future plans on internal work methods

12.1 Processing and posting of documents

12.2 Liaison Statements

13 Strategic views for the sector

13.1 Strengths, weaknesses in a changing environment

14 Visit of ITU facilities (meeting rooms, staff rooms, repro, document distribution, etc)

15 Closure
______________
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