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1
Introduction 

Document CVC-13/2
 collects the suggestions regarding electronic working methods that have been noted in the discussions of the correspondence group on the structure of the study groups, as presented in Attachment 1 to Document RAG2002-1/19 and Attachment 1 to Document RAG2001‑1/24. In addition, there are the aspects of the experience of the correspondence group itself by working electronically, as presented in Attachment 2 to Document RAG2001-1/24. 

Since working by electronic correspondence is so new in ITU-R, it would be useful to produce some simple guidelines for correspondence groups so that everyone is aware of how to properly use the facilities and thus make the most productive use of the medium. In general, the behavior would be similar to a face-to-face meeting, only the mechanics are a bit different.

2
Draft guidelines

For these proposed draft guidelines Attachment 2 to Document RAG2001-1/24
 is taken as the basis, but generalizing. Also, it should be noted that depending on the nature of the correspondence activity some of the points below may not be required, so they should be considered as optional.
1)
The correspondence group is set up by a group in ITU-R during the normal course of the work with a clear mandate, objectives and timeline. A "chairman" for the correspondence activity is appointed, who can be referred to by other names, such as Rapporteur, facilitator, convener, etc.

2)
A TIES reflector list is established for the correspondence activities. This can provide an automatic archive of all the correspondence. (Note: only those who subscribe to the TIES e‑mail reflector are able to send messages to the reflector and receive the messages sent by others.)

3)
The chairman should open the discussion with an outline for the work, which may include an agenda, timelines, objectives, sub-tasks, etc.

4)
The chairman should ask the participants to introduce themselves, indicating the Member
 that they represent in the correspondence group and any other information that may be useful.

5)
When participants contribute to the work, they should indicate in what capacity is the contribution, that is, a personal opinion, a member contribution, or in some other capacity such as a Liaison Rapporteur or chairman of another group.

6)
A website should be created for the electronic correspondence work, to establish a focal point and facilitate the exchange of documents.

7)
The website may contain the following information:

a)
Introductory information about the work of the correspondence group.

b)
Links to the Circular Letters and other ITU documents that may be needed for the work.

c)
Participants' self-introductions.

d)
Digest of Contributions, that is, a file containing the relevant text from e-mail contributions in an organized manner, including e-mail attachments, to facilitate the quick review of current and previous discussions.

e)
Link to the TIES reflector archive, with the possibility of organizing the messages by either date or thread.

f)
E-mail addresses that became invalid during the correspondence work and had to be removed.

g)
Contact name and e-mail address of the chairman.

h)
Last date when the website was updated.

8)
The correspondence group discussions follow the same format as a face-to-face open meeting, except that no one needs to ask for the floor because e-mails may be sent to the reflector at any time. The chairman helps in the discussions by providing schedules/agendas and summaries as required.

3
Proposal

Canada proposes that guidelines for electronic correspondence groups be prepared by the RAG as part of the working methods.

_____________







�	� HYPERLINK "http://www.itu.int/itudoc/itu-r/cvc/13/002e.html" ��http://www.itu.int/itudoc/itu-r/cvc/13/002e.html�.


�	� HYPERLINK "http://www.itu.int/itudoc/itu-r/rag/rag2001/24.html" �http://www.itu.int/itudoc/itu-r/rag/rag2001/24.html�.





�	Here the term "Member" refers to a Member State, Sector Member, or Associate.
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