GUIDELINES FOR WG/TG CHAIRS 
Interim WG/TG e-meetings documents management
1. E-Meeting announcements
· The e-Meeting announcements are processed by TSB into the mailing list of FG-EAI (no changes).
· The announcement calls for Contributions to be submitted to the Chair for processing and copied to TSB for info.
2. Documents (contributions, agenda, output documents and report)
· The Chair will process and post the contributions for his/her meetings (see formatting principles at FGEAI-I-034).
· The Chair will prepare and post his/her agenda after the contribution deadline.
· The Chair will make sure that the output documents are prepared by editors within one week after the meeting. The editor will send the outputs to the Chairs for posting.
· The Chair will draft the meeting report using the skeleton template and make sure the output documents are mentioned in the report.
3. Deadlines
· If the contribution is submitted after the deadline, the Chair posts the contribution and marks it as late in the title (e.g. “Late – Proposals to initiate XXX”). Late contributions will be included in the agenda only if time allows.
· The output documents and draft report are expected to be finalized and posted on SharePoint within one week after the meeting.
4. Templates and Format
· For WG/TG, there is only one series of documents. Please use the WG/TG doc template.
· Contributions proposing new work items should include the justification for new work items.
· To develop deliverables, either technical reports (TR) or technical specifications (TS), the related templates should be used: TR / TS.
· Input/Output – series are only used for Plenary meetings. WG/TG output documents are distinguished from input documents by adding the prefix “Output – ” to the document title.
· Make sure to check the heather carefully and include the Doc number, source, title, abstract and contact.
· The source for contributions should be either the affiliation (company name), or the expert's name followed by "(individual)".
· The source for output documents is normally the Editor, while the source of the report is the WG/TG Chair.
· The title and abstract should refer to the correct work item (identified by its acronym and title). The purpose of the document should be clear: (e.g. update existing baseline text, initiate new work item, etc.).
· Doc number: Once the document is ready for posting, assign the next available sequential number and insert it in the header (see below).
[image: ]
5. Important checks
· Make sure the acronym and the title are correct throughout the whole document.
· For new work items, please make sure to start the acronym with “TR-” or “TS-” followed by letters reminding the title. Check in the live Work Programme that the new acronym has not been already used.
· If the meeting agrees to change the acronym or title for an existing work item, make sure to record this in the meeting report. TSB will update the Work Programme accordingly.
· If you find any error in the live Work Programme, ask the Secretariat to fix it.
6. Post
· Go to the FG-EAI SharePoint.
	· Select the WG on the left side of the webpage.
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	· Go to the bottom and click 
“+ Add document”.
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	· Choose file from your computer.
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	· Select the respective WG/TG.
· Type in the document number exactly as written in the header (e.g. FGEAI-WG5-012, or FGEAI-TG6.3-014).
For a revision, add R1, R2 etc (e.g. FGEAI-WG5-012R1, or FGEAI-TG6.3-014R2)
· Copy and paste the title and source from the file.
· Important: Select the meeting date.
· Click “Check In” at the bottom.
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	The document should then be successfully uploaded onto SharePoint. It’s recommended to check that the document appears correctly in the repository, and to open it to ensure that the correct file is uploaded.


7. Contact Secretariat
· To protect the document archive from unwanted mistakes, the Chairs are only granted rights to post documents, and are not granted rights to delete documents. Please contact Secretariat if any file needs to be deleted.
· No need to inform Secretariat after posting contributions and agenda, but it’s recommended to inform Secretariat after posting the output documents and the report so that Secretariat can update the live Work Programme accordingly.
· If you have any question, require clarification, or encounter any technical issues, please do not hesitate to contact the Secretariat. We will do our best to support and post documents on your behalf if needed.
Secretariat contact: tsbfgeai@itu.int
________________________
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FG-EAI Plenary

* TG 0.1: Administration (Chair: Yuntao Wang)

* TG 0.2: Outreach and Engagement (Chair: Yuntao Wang)

* TG 0.3: Roadmap, Liaisons and Collaboration (Chair: Ms Yukiko Nakatsu, Dentsusoken, Inc. Japan)
Management of TGs of the Plenary

* TG 0.1 Chair: Yuntao Wang (CAICT, China)

* TG 0.2 Chair: Yuntao Wang (CAICT, China)

* TG 0.3 Chair: Yukiko Nakatsu (Dentsusoken, Inc. Japan)

* TG 0.3 Vice-Chair: Shin-Gak Kang (ETRI, Rep. of Korea)

For more information on FG-EAI structure and the scopes of the TGs of the plenary: FGEAI-0-001

Meetings

Management and Contacts
Chair:

* Yuntao Wang (CAICT, China)
Vice-Chairs:

* Shin-Gak Kang (ETRI, Rep. of Korea)
* Avinash Agarwal (Ministry of Communications, DoT, India)

Secretariat:

* Stefano Polidori, Counsellor
© Hiba Tahawi, Assistant

Contact:

* Email: tsbfgeai@itu.int
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