

- 2 -
[Group]/xx-E

	Radiocommunication Study Groups
	[bookmark: ditulogo][image: ]

	
	

	
	

	[bookmark: recibido][bookmark: dnum]
	Document XX/-E

	[bookmark: ddate]
	Date

	[bookmark: dorlang]
	English only

	[bookmark: dsource][Source] 

	[bookmark: drec][bookmark: _Hlk81838291]Meeting Report of [GROUP NAME]

	[bookmark: dtitle1]


[bookmark: dbreak][Note by the Secretariat: This document provides just an example of possible items to be included in a meeting report, which could simply serve as a guidance for the Chairs. This document is not exhaustive and may not cover all the possible options and content of a meeting report because it depends very much on the type of meeting, its agenda as well as other aspects.]
[Group name] met in [no. of] sessions during Working Party (WP) [XX] meeting. 
The main objectives/tasks of [Group name] are:
[Objective/task assigned] 
The meeting considered the below [no. of] input contributions.
	Items
	Contributions 

	[Subject 1]
	[Group]/xx ([Contributor]), [Group]/xx ([Contributor])

	[Subject 2]
	[Group]/xx ([Contributor]), [Group]/xx ([Contributor]), [Group]/xx ([Contributor])

	[…]
	[…]


[Subject 1]
– 	The report should include the progress made on [Subject 1], actions and any problems encountered.
– 	The meeting agreed that the ITU-R [Report/Recommendation] is mature enough and it is suggested to elevate the [Working Document] to [Preliminary Draft].
– 	A workplan was also prepared. 
– 	A draft liaison statement to inform [Group(s)] is also presented for consideration.
– 	Other information.
[Subject 2]
– 	The report should include the progress made on [Subject 2], actions and any problems encountered.
– 	It was decided that further discussion is required on the following points:
• 	[…] 
Documents proposed for approval
[Group]/TEMP/xx			[Document title]
Documents proposed to be attached to the WP [Group] Chair’s Report
[Group]/TEMP/xx			[Document title]
[Group]/TEMP/xx			[Document title]
Documents carried forward to next WP [Group] meeting
[Group]/xx			[Document title]
Other considerations of relevance for the WP [Group] Plenary (if any)
[…]
The [Group] chair would like to thank all the participants for their support during the meeting. Special thanks to Management Team, Counsellor, the Secretariat and IT staff for their help. 
										[Chair name]
									Chair, [Group name]
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