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	[bookmark: drec]REPORT ON THE [#] MEETING OF WORKING PARTY [#]

	[bookmark: dtitle1][Venue, Date]


[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.]
[bookmark: _Toc77667797][bookmark: _Toc88486444][bookmark: _Toc141260917][bookmark: _Toc141261026][bookmark: _Toc172117332][bookmark: _Toc172191180][bookmark: _Toc213226485]1	Introduction
The [meeting #] meeting of Working Party (WP) [Group] was held [venue (city and country)], from [date] to [date], with [Chair's name] serving as Chair. The meeting was conducted in a “physical meeting with remote participation” format.
A total of [#] delegates attended, representing [#] Member States (Administrations), [#] Sector Members, [#] Associates to the SG [#], and [#] Academic institutions. Of these, [#] delegates were physically present.
During this meeting, a total of [#] input documents ([#] new and [#] carried over from the previous meeting) were considered and a total of [#] temporary (TEMP) documents were produced.
[bookmark: _Toc77667798][bookmark: _Toc88486445][bookmark: _Toc141260918][bookmark: _Toc201240062][bookmark: _Toc213226487]2	Objectives and specific focus of the meeting
[bookmark: _Toc77667799][bookmark: _Toc88486446][bookmark: _Toc141260919][bookmark: _Toc201240063]2.1	Objectives
[Brief description of the objectives of the meeting]
[bookmark: _Toc77667800][bookmark: _Toc88486447][bookmark: _Toc141260920][bookmark: _Toc201240064]2.2	Administrative aspects of meeting [#]
Document [#] outlines the daily schedule for the meetings and specific sessions that were organised. 
Document [#] provides the structure of Working Party [#] as well as the Chairs of Working Groups, Sub-Working Groups and Drafting Groups.
Document(s) [#] contain(s) the agendas of the plenary session(s).
2.3	Activities related to WRC agenda items
[This section is applicable to WPs which have been identified as responsible or contributing group to WRC agenda item(s).]
[bookmark: _Toc77667801][bookmark: _Toc88486448][bookmark: _Toc141260921][bookmark: _Toc201240065]3	Summary of results
[bookmark: _Toc77667802][bookmark: _Toc88486449][bookmark: _Toc141260922][bookmark: _Toc201240066]3.1	Opening Plenary Specific Matters
3.2	WRC agenda item(s) for which WP [#] is identified as the responsible group
[This section is applicable to WPs which have been identified as the responsible group for WRC agenda item(s).]
3.3	Other WRC agenda item(s)
[This section is applicable to WPs which have been identified as contributing groups for WRC agenda item(s).]
[bookmark: _Toc141260933][bookmark: _Toc201240067]3.4	Working Group activities 
This section summarises the work of the Working Groups. It is intended to provide an overall snapshot of their work.
3.4.1	Working Group [Group name]
3.4.2	Working Group [Group name]
[bookmark: _Toc77667806][bookmark: _Toc88486453][bookmark: _Toc141260951][bookmark: _Toc201240071]3.5	Interim and closing Plenary Specific Matters
[bookmark: _Toc201240072]3.5.1	Documents addressed in Plenary 
The Plenary considered the following documents:
	Document
	Source 
	Title
	WP [#] action

	
	
	
	


[bookmark: _Toc201240073]3.5.2	Meeting reports of Working Groups
The closing Plenary received reports from all the Working Groups which were noted. The written reports of the meetings, prepared by the Chairs of each Working Group, can be found in the relevant annexes to this Chair’s Report, as indicated below:
	Doc. [Group]/TEMP/
	Title
	Chair’s Report 

	
	
	


[bookmark: _Toc201240074]3.5.3	Documents to be submitted to Study Group [#] for consideration
The documents listed in the table below were reviewed for agreement to be elevated in status among the TEMP documents produced by the three Working Groups. They were then submitted to Study Group [#] for consideration and subsequent approval under Resolution ITU-R 1-9 process.

	Study Group [#]
Input Document
	Title
	Doc. [Group]/TEMP/
	WP [#] action

	WG [# - Name]

	
	
	
	


[bookmark: _Toc201240075]3.5.4	Documents approved for distribution
The Plenary discussed several liaisons relating to the work of the Working Groups.
A summary of the liaison statements considered and the agreed course of action is provided below.
	Input Doc.
	Title
	Doc. [Group]/TEMP/
	WP [#] action

	WG [# - Name]

	
	
	
	


[bookmark: _Toc201240076]3.5.5	Documents carried forward in Chair’s Report 
The list of documents to be attached to the Chair’s report is provided below.
	Doc. [Group]/TEMP/
	Title
	Output document

	WG [# - Name]

	
	
	


[bookmark: _Toc201240077]3.5.6	Work plan documents carried forward for inclusion in Chair’s Report
At the closing plenary, it was agreed that all the detailed work plans developed by the respective Working Groups would be included as an annex to the Chair’s Report.
Please, note that the completion date in each detailed work plan is of indicative, as it depends on the progress of the work and the extent of any possible contributions. Each work plan may therefore be adjusted at each meeting.
	Doc. [Group]/TEMP/
	Title
	Output document

	WG [# - Name]

	
	
	


[bookmark: _Toc201240078]3.5.7	Input documents carried forward
The closing plenary agreed to carry forward the input documents listed below.
	Working Group
	Inputs carried forward Document [Group]/

	[Group name]
	


[bookmark: _Toc88486456][bookmark: _Toc141260954][bookmark: _Toc201240079]4	Objectives for the [#] meeting of Working Party [#]
This section provides a high-level view of the main objectives for the [#] meeting of WP [#]. Further details can be found in the relevant Working Group reports. Members are invited to review the relevant annexes and to provide input documents to facilitate the ongoing work of WP [#].
	Anticipated Milestones

	WG [# - Title] 

	–	[Objective 1]
–	[Objective 2]
–	[...]


[bookmark: _Toc77667812][bookmark: _Toc88486461][bookmark: _Toc141260959][bookmark: _Toc201240081]5	Next meeting information
[bookmark: _Toc77667814][bookmark: _Toc88486462][bookmark: _Toc141260960][bookmark: _Toc201240082]5.1	[#] Meeting of Working Party [#]
The [#] meeting of Working Party [#]is currently planned to take place from [date] to [date], with the following details: 
	Group
	Type of Meeting/Location
	Deadline for contributions
@ 1600 hours UTC
	Opening 
Plenary Session

	WP [#] and meeting [#]
	Physical meeting  
with remote participation
[Venue]
	[Date & hour]
	[Date & hour]



[bookmark: _Toc141260961][bookmark: _Toc201240083]5.2	Input contributions for the next meeting
Input contributions must be received at least 12 calendar days before the start of the meeting. This deadline only applies to contributions from Member States, Sector Members and Associates. Meeting this deadline ensures that the documents can be considered at the meeting. Documents received after this deadline will be forwarded to the next meeting.
Members are encouraged to submit their contributions (including revisions, addenda, and corrigenda to contributions) as early as possible, in order to balance the workload of the Secretariat and to allow participants to consider the contributions before the meeting begins. 
Contributions should be submitted by electronic mail to: [email]@itu.int.
Due to the often uncertain effects of virus scanning and e-mail quarantine software, which are becoming more common in enterprise organizations, please ensure that the submission of input documents to the ITU are made in accordance with the instructions in the announcement circular letter, and that the contributions are copied to the Chair and Vice-Chairs of Study Group [#] as well as the WP [#] Chair. The relevant addresses can be found at:
[websites]
Contributions will be posted “as received” on a dedicated SG [#] webpage within one working day. The official versions will be posted at [website] within three working days. After submitting, submitters are urged to regularly check the ITU document website to ensure that their document has been posted. They will also receive an acknowledgement from the ITU Secretariat confirming receipt of their contribution.
Contributions to this meeting can be accessed on the ITU website by selecting the “Contributions” link on the WP [#] homepage at this address: [website].
[bookmark: _Toc77667823][bookmark: _Toc88486471][bookmark: _Toc141260968][bookmark: _Toc201240084]6	Concluding remarks
[Please add any insights about the meeting held. Acknowledgements could also be added in this section].
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