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Executive  
Summary 
 

To support the goal of full participa‑
tion by developing countries in inter‑
national ICT standardization, ITU‑T 
has embarked upon an ambitious 
effort called Bridging the Standardi‑
zation Gap (BSG) between develop‑
ing and developed countries. One of 
the BSG action items is to assist de‑
veloping countries in establishing a 
National Standardization Secretariat 
to coordinate standardization activi‑
ties and participation in ITU‑T study 
groups. 

Recognizing that areas of interest in 
ICT standardization continue to un‑
dergo evolution and change, and 
as they are addressed in multiple 
standardization bodies, coordination 
among a national government and its 
industry players becomes more and 
more important. Without a means to 
address these complex technical ar‑
eas in a unified and coordinated way, 
national players from government and 
industry may find their effectiveness 
and influence diminished through un‑
coordinated and conflicting positions 
in key international standardization 
bodies such as the study groups of 
ITU-T.

It is therefore in the interest of a de‑
veloping country to provide national-
level perspectives, coordination and 
actions for the benefit of both its pub‑
lic and private sectors. One way to 
achieve these goals is to establish a 
national-level standardization secre‑
tariat. Such a National Standardiza‑
tion Secretariat would also serve to 
clearly indicate who is authorized to 
speak for the developing country at 
the international level, avoiding con‑
fusion and conflicting views which 
could possibly delay or negate the 
country’s positions.

Some of the benefits of having a Na‑
tional Standardization Secretariat 
to manage these activities include 
increased effectiveness, avoidance 
of conflicting positions in the same 
or in different ITU‑T study groups, 
improved awareness regarding ex‑
change of information with ITU-T, 
national dissemination of information 
from the ITU to appropriate national 
experts and increased efficiency in 
use of limited human and financial re‑
sources. 
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Once a National Standardization 
Secretariat for ITU‑T has been es‑
tablished, it can provide a number 
of ITU-T-related functions such as 
preparation for international meet‑
ings, development and submission 
of contributions, authorization and 
management of national delegations, 
development of national responses 
to consultations from ITU-T, devel‑
opment of national strategies and 
policies for ICT standardization, dis‑
semination of information from ITU‑T 
to appropriate national stakeholders 
and authorization of requests to join 
ITU‑T by private sector entities from 
their country. How such a national 
secretariat can be established is de‑
scribed in this Guidelines document.

The Guidelines on Establishment of a 
National Standardization Secretariat 
(NSS) for ITU‑T takes into account 
the different capability levels for 
standardization across the developing 
countries, showing how it is possible 
to establish an NSS at a basic level 
with very little new cost or resource 
requirements. At this “NSS-General 
Level”, the developing country would 
focus mainly on the general, high-
level activities of ITU-T, such as the 
World Telecommunication Standardi‑
zation Assembly (WTSA) and the Tel‑
ecommunication Standardization Ad‑
visory Group (TSAG). It would also 
accommodate involvement in a limit‑
ed number of the ITU‑T study groups 
through creation of ad hoc groups on 
an as-needed basis.

Moving to a level of greater involve‑
ment in ITU‑T when a developing 
country is engaged in several of the 
ITU‑T study groups on a continuous 
basis, the NSS can easily evolve from 
an “NSS-General Level” to an “NSS-
Study Group Level” by adding some 
additional national committees to 
cover study groups of interest, add‑
ing some additional support staff and 
upgrading former ad hoc national 
groups to permanent national study 
groups.

Finally, for developing countries en‑
gaged in all or nearly all of the ITU‑T 
study groups, the Guidelines show 
how an NSS can smoothly evolve 
from an “NSS-Study Group Level” to 
an “NSS-Full Sector Level”. For the 
option of an NSS-Full Sector Level 
structure, there would be a national 
study group for each of the ITU‑T 
study groups, with a corresponding 
increase in secretariat support func‑
tions, including maintenance of a 
website and a document archive sys‑
tem.

In all three options (i.e., NSS-Gen‑
eral Level, NSS-Study Group Level 
and NSS-Full Sector Level), the same 
Responsible Agency of the govern‑
ment which has been given author‑
ity for relations with the ITU‑T would 
be responsible for the organization 
and operation of the NSS. Each of 
the subordinate national commit‑
tees comprising the NSS, relating to 
e.g., WTSA, TSAG or particular ITU‑T 
study groups, reports its proposals 
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and advice to the Responsible Agency 
for formal approval on behalf of the 
Member State. Estimates of human 
and financial resources for each of the 
three NSS options are provided.

The Guidelines show, for each group 
within the NSS, information on its 
responsibilities, leadership, mem‑
bership and working methods. The 
Guidelines also include a step-by-
step roadmap to assist develop‑
ing countries to establish a National 
Standardization Secretariat from the 
initial determination of the legal basis 
for the Responsible Agency to organ‑
ize and manage an NSS process, to 
determination of human and financial 
resource requirements and establish‑
ment of the appropriate national level 
committees and appointment of their 
leadership.

The Annex document of the Guidelines 
provides examples on the operation 
of the three NSS options for prepar‑
ing and submitting contributions to  
ITU-T, for approval of Recommenda‑
tions, for approval of study Questions, 
for approving applications for ITU‑T 
Sector Membership or participation 
by Associates and Academia, for ac‑
crediting delegations and for author‑
izing applications for TIES accounts. 
Additional information on standardi‑
zation capacity building and training, 
and on the volume and types of for‑
mal written communications from the 
ITU‑T are included in the Annex docu‑
ment appendices.
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The International Telecommunication Un‑
ion’s Telecommunication Standardization 
Sector (ITU-T) remains at the forefront of 
efforts to improve the capacity of develop‑
ing countries to fully participate in the de‑
velopment and implementation of informa‑
tion and communication technology (ICT) 
standards. Inequality in national capabili‑
ties to fully participate in ICT standardiza‑
tion continues to be a contributing factor 
to the persistence of the digital divide be‑
tween the developed and developing worlds 
and to reduced opportunities for economic 
development and technological innovation. 
This guideline document is part of an ITU‑T 
programme to assist developing countries 
to overcome these deficiencies and to reap 
the benefits of greater involvement in the 
ITU‑T standardization process. 

Introduction
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To support the goal of full participa‑
tion by developing countries in inter‑
national ICT standardization ITU‑T 
has embarked upon an ambitious ef‑
fort called Bridging the Standardiza‑
tion Gap (BSG)1 between developing 
and developed countries. This docu‑
ment is one of the deliverables of the 
Bridging Standardization Gap pro‑
gramme.

The standardization gap is defined as 
disparities between developing and 
developed countries in the ability to 
access, implement, contribute to and 
influence international ICT standards, 
specifically ITU Recommendations. 
Resolution 442 (Bridging the Stand‑
ardization Gap between developing 
and developed countries) of the ITU‑T 
World Telecommunication Standardi‑
zation Assembly recognizes that the 
disparity in standardization between 
developing and developed countries 
includes disparities in human resourc‑
es skilled in standardization and in ef‑
fective participation in ITU‑T activi‑
ties. Resolution 44 also recognizes 
that:

•	 “[I]t is of high importance for de‑
veloping countries to increase their 
participation in the establishment 
of telecommunication standards”

•	 “[E]stablishment of national standar
dization secretariats could enhance 

both the standardization activities at 
national level and the contributions 
in ITU‑T study groups” 

These Guidelines directly address 
these two points.

The Resolution 44 Action Plan on 
Bridging the Standardization Gap 
defines four programmes to achieve 
these objectives. Two of the action 
items in the Action Plan are to assist 
developing countries in establishing 
a standardization secretariat to coor‑
dinate standardization activities and 
participation in ITU‑T study groups, 
and to conduct consulting projects 
designed to support developing coun‑
tries in the development of standardi‑
zation plans, strategies, policies, etc. 

The first phase of the BSG programme 
developed indicators and presented 
concrete recommendations and best 
practices for improving standards ca‑
pabilities in developing countries. It 
was observed during this phase that 
the standardization gap can be made 
smaller if there is an understanding of 
the importance of ICT standards 
which leads to adequate levels of 
funding for standardization work 
along with corresponding levels of co‑
ordination at the national level for 
participation in international stand‑
ards fora. Two ITU-T reports, “Meas‑
uring and reducing the standards 

1.	  http://www.itu.int/en/ITU-T/gap/Pages/default.aspx

2.	  http://www.itu.int/pub/T-RES-T.44-2012 

http://www.itu.int/en/ITU-T/gap/Pages/default.aspx
http://www.itu.int/en/ITU-T/gap/Pages/default.aspx
http://www.itu.int/pub/T-RES-T.44-2012
http://www.itu.int/en/ITU-T/gap/Pages/default.aspx
http://www.itu.int/pub/T-RES-T.44-2012
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gaps” (2009)3 and “ICT Standardiza‑
tion Capabilities of developing coun‑
tries” (2012)4 were published in the 
first phase of the BSG programme.

In the second phase, the ITU has 
produced these Guidelines to assist 
developing countries to establish a 
National Standardization Secretariat 
for ITU‑T (NSS). With such a National 
Standardization Secretariat for ITU-
T, the developing countries would be 
able to enhance their standardization 
activities at the national level, their 
interface with the ITU‑T study groups 
and their contributions to ITU‑T 
standardization activities.

These guidelines are organized in the 
following Sections:

•	 Section 1: Describes the benefits 
and functions of a National Stand‑
ardization Secretariat (NSS) for 
the ITU-T.

•	 Section 2: Defines three struc‑
tural options for a National Stand‑
ardization Secretariat for ITU‑T 
that could be applied by develop‑
ing countries at different capabil‑
ity levels, with an organizational 
structure, funding and resource 
estimate for each of the three op‑
tions.

•	 Section 3: Provides details on the 
roles, responsibilities, leadership, 
membership and working methods 
for the committees comprising the 
National Standardization Secretar‑
iat options and how to smoothly 
evolve from one NSS level to the 
next.

•	 Section 4: Presents a roadmap 
with steps to establish a National 
Standardization Secretariat. 

•	 Section 5: Official points of con‑
tact with ITU.

•	 Abbreviations: Shows abbrevia‑
tions used in these Guidelines

An Annex (avalailable as a separate 
document) to the Guidelines provides 
information and detailed procedures 
for submitting contributions to ITU‑T 
meetings, implementing national pro‑
cedures for approval and deletion of 
Recommendations and study Ques‑
tions, applying for Sector Member‑
ship, authorizing delegations to ITU‑T 
meetings and requesting TIES ac‑
counts.

3.	  http://www.itu.int/dms_pub/itu-t/oth/32/02/T32020000010001PDFE.pdf 

4.	  http://www.itu.int/dms_pub/itu-t/oth/0B/1F/T0B1F0000013301PDFE.pdf 

http://www.itu.int/dms_pub/itu-t/oth/32/02/T32020000010001PDFE.pdf
http://www.itu.int/dms_pub/itu-t/oth/0B/1F/T0B1F0000013301PDFE.pdf
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1. Benefits 
and functions 
of a National 
Standardization 
Secretariat
1.1.  	 Benefits  of  a  National  Standardization  

Secretariat  for ITU-T

When a developing country sees 
that there is a growing awareness 
and use in its national environment 
of information and communication 
technologies (ICTs) and their associ‑
ated international standards, there is 
a corresponding need to implement 
a national-level process to address 
those existing and emerging stand‑
ards. Areas of primary interest to the 
Member States and areas of primary 
interest to industry players are con‑
stantly undergoing change and are 
the subjects of work across multiple 
standardization bodies including the 
ITU‑T study groups, so coordination 
across all interested and affected par‑
ties becomes more and more impor‑
tant. 

Without a means to address these 
complex topics in a unified and co‑
ordinated way, national players from 

government and industry may find 
their effectiveness and influence di‑
minished through uncoordinated and 
conflicting positions in key interna‑
tional standardization bodies such as 
the ITU-T.

It is therefore in the interest of a de‑
veloping country to enable national-
level perspectives, coordination and 
actions for the benefit of both its 
public and private sectors. One way 
to achieve these goals is to establish 
a national-level standardization sec‑
retariat. Such a national standardi‑
zation secretariat would also serve 
to clearly indicate who is authorized 
to speak for the developing country 
government at the international lev‑
el, avoiding confusion and conflicting 
views which could possibly delay or 
negate the country’s positions.
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Such a National Standardization Sec‑
retariat would provide benefits to the 
developing country, including:

•	 Increased effectiveness through 
coordinated participation and po‑
sitions by industry and govern‑
ment players across multiple ITU‑T 
study groups.

•	 Avoidance of conflicting positions 
which would tend to neutral‑
ize each other in the same ITU‑T 
study group and across different 
but related study groups.

•	 Improved awareness through a 
centralized national interface for 
exchange of information with 
ITU‑T and national dissemination 
of information to the appropriate 
national experts. 

•	 Increased efficiency in the use 
of limited technical resources 
through management of national 
delegations to ITU‑T meetings and 
required reporting on results of 
international meetings to the ap‑
propriate sets of national experts 
who do not personally attend the 
international meetings.

•	 Lower costs through coordinated 
purchasing of ITU‑T publications.
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1.2.  	Functions  of  a  National  Standardization  
Secretariat  for ITU-T

The National Standardization Secre‑
tariat for ITU-T may be established 
under the government agency or of‑
ficial governmental position that has 
been assigned responsibility for ITU, 
or any other government organization 
designated by the Member State. That 
body will hereafter be referred to as 
the Responsibly Agency in this docu‑
ment. Each Member State would re‑
place the term “Responsible Agency” 
by its own appropriate term.

In some countries, the Responsible 
Agency might be the Ministry of For‑
eign Affairs, or equivalent, since the 
ITU is an intergovernmental organi‑
zation governed by an international 
treaty. In other countries, respon‑
sibility for ITU might be assigned to 
the Ministry of Communications, or 
equivalent. This is discussed in more 
detail in the Section “Evolution of the 
National Standardization Secretariat”.

Domestic functions of the National  
Standardization Secretariat 

The National Standardization Secretariat would provide a number of ITU-T-re-
lated functions for activities that take place domestically. These include, e.g.:

Management of a centralized national secretariat organization structure 
(e.g., funding, legal authority, establishment of national advisory commit‑
tees, appointment of committee chairmen, appeals processes)

Dissemination of information from ITU‑T to appropriate national stake‑
holders

Development of national strategies and policies for ICT standardization

Coordination of capacity building for international standardization activi‑
ties, including standardization forums aimed at bridging the standardiza‑
tion gap
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Through appropriate enabling legisla‑
tion only the Responsible Agency of 
the government can speak for the 
Member State at the ITU. The pro‑
posals for Member State submissions 

to the ITU-T, whether as a response 
to a request for information or as a 
contribution to an ITU‑T meeting, 
are agreed at the appropriate NSS 
committee as recommendations sub‑

Coordination functions of the National Standardization  
Secretariat with the ITU-T

The National Standardization Secretariat for ITU-T would provide a number 
of ITU-T-related functions on behalf of the Responsible Agency for activities 
that take place internationally. These include, e.g.:

Preparation process for international meetings, including developing na‑
tional positions, contributions and representation

Accrediting national delegations to international meetings

Heading national delegations to international meetings

Representing the Member State at the international meeting

Delegation management policies for before and during an international 
meeting

Reporting after the international meeting

Developing responses to inquiries from ITU‑T (e.g., response to question‑
naires, response to Formal Consultation of MSs, Alternative Approval Pro‑
cess (AAP) and Traditional Approval Process (TAP) approval decisions)

Authorizing requests to join ITU‑T by private sector entities from their 
country

Authorizing requests for a TIES account
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ject to approval by the Responsible 
Agency prior to being communicated 
outside the national process. It is ex‑
pected that the subject matter ex‑
perts participating in the NSS com‑
mittees will reach their agreements 
by consensus and that all views will 
have been addressed and considered 
fairly, so that in nearly all cases, the 
recommended advice would go for‑
ward without change or rejection by 
the Responsible Agency. Thus, the 
committees that are described in the 
following sections of these guidelines 
are referred to as advisory commit‑
tees.

A best practice found in countries with 
years of experience and broad cover‑

age of issues throughout the ITU‑T is 
that most submissions related to the 
technical work of ITU‑T would be de‑
veloped and agreed at the advisory 
committee level and the Responsibly 
Agency would only get involved when 
there are policy issues or internal dis‑
agreements to be resolved.

Nevertheless, the rules of procedure 
for the National Standardization Sec‑
retariat must include at least a short 
time, usually no more than a few 
days, for recommendations of the ad‑
visory committees to be considered 
by the Responsible Agency to obtain 
official Member State agreement,  
as necessary.

1.3.  	Administrative  functions

The Responsible Agency and the vari‑
ous levels of advisory committees of 
the National Standardization Secre‑
tariat for ITU‑T would address mat‑
ters of ITU‑T policy, strategy and 
technology; examine the actions and 
proposals of other Member States 
and Sector Members; determine ac‑
tions to be taken and authorize par‑

ticipation at ITU‑T meetings. To do 
so effectively, it is essential that ap‑
propriate administrative support be 
provided by a Secretariat Bureau for 
the individuals, organizations, com‑
mittee leaders and national processes 
authorized to represent the Member 
State to the ITU-T.
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Secretariat Bureau functions

Monitor Circular Letters from the ITU-T

Track due dates for Member State response to ITU and ITU‑T (e.g., ques‑
tionnaires, formal consultations of Member States for the Recommenda‑
tion approval procedures, proposals to delete Questions, proposals to de‑
lete Recommendations, consultations of Member States on WTSA date and 
venue)

Collaborate with the appropriate national committee chairmen to ensure 
timely responses to ITU‑T Circulars and formal consultations

National distribution of ITU‑T related information, documentation, an‑
nouncements, etc

Host and maintain a web site

The web site could contain, e.g., national rules of procedure, national 
and international meeting calendars, archived national meeting reports 
and documentation, contact information for the National Standardiza‑
tion Secretariat committee leaders 

Maintain e-mail reflector lists

Arrange for appropriate training of ITU‑T delegates

Assist with organizing meetings of the National Standardization Secre‑
tariat committees

Administrative support for National Standardization Secretariat committee 
meetings, e.g.:

Meeting announcement
Meeting room
Teleconference bridge
Document distribution

Record keeping

Process and submit inputs to ITU-T

Ensure annual Member State dues are paid to ITU

Ensure timely payment for ITU publications purchased by the Member 
State 
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2. Evolution of  
the National 
Standardization 
Secretariat
This Section of the Guidelines de‑
scribes how the functions described 
above could be translated into an or‑
ganizational structure that supports 
the Member State’s ITU‑T involve‑
ment, and provides options for advi‑
sory committee structures to imple‑
ment those functions. Since every 
country would be at its own level of 
capability and resources, no single 
organizational structure would fit all 
cases. Some developing countries 
would have a minimal level of cur‑
rent capabilities, some would have an 
advanced capability level, and many 
would be somewhere in between. 
Three levels of options for a National 
Standardization Secretariat are pre‑
sented to accommodate these situa‑
tions. These three levels are referred 
to as:

•	 General Level (see Section 2.1) 
– for developing countries with a 
high-level, general interest in ITU‑T 
but minimal involvement with any 
of the ITU‑T study groups.

•	 Study Group Level (see Sec‑
tion  2.2) – for developing coun‑
tries that are engaged in some 
ITU‑T activities and that partici‑
pate in one or more of the ITU‑T 
study groups.

•	 Full Sector Level (see Section 
2.3) – for developing countries 
that are engaged throughout the 
ITU‑T activities and actively partic‑
ipate in many or most of the ITU‑T 
study groups.

These National Standardization Secre- 
tariat options, including their groups 
and processes, are designed to allow 
a graceful evolution from one level to 
the next. It is not necessary that eve‑
ry country must move to the highest 
level presented in these Guidelines. 

The Member State’s role in establish‑
ing a National Standardization Sec‑
retariat for ITU‑T is to bring all in‑
terested parties together to support 
national interests at the ITU-T, includ‑
ing representatives of both the public 
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and private sectors. The government 
could initiate programmes, with as‑
sistance from the ITU‑T Bridging the 
Standardization Gap Programme for 
example, to support capacity build‑
ing efforts that bring the benefits of 
standardization to the country.

The initial establishment of a National 
Standardization Secretariat for ITU‑T 
presented in these Guidelines recog‑
nizes that new, dedicated resources 
and funding for such an effort might 
not be available, so the starting point 
builds on existing structures and 
functions. Even at the most basic lev‑
el, the mere act of establishing a na‑
tional structure at the General Level 
would reflect the government’s com‑
mitment to take action and to move 

up on the Standards Capability Scale, 
but does not have to imply commit‑
ments to build a new bureaucracy or 
to seek large financial outlays.

At each of the three National Stand‑
ardization Secretariat options, an ap‑
propriate critical mass of standards 
experts will be needed to carry out 
the work and to represent the Mem‑
ber State at the ITU-T. Experts could, 
and should, come from both the pub‑
lic and private sectors to take advan‑
tage of the widest range of expertise 
as possible. Use of electronic docu‑
ment handling and electronic work‑
ing methods will enable direct and 
indirect engagement with the ITU-T, 
so expenses for travel could be mini‑
mized as much as possible. 
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If there is an insufficient number of 
appropriate experts in the policy and 
technical areas, then the initial steps 
for creation of the National Stand‑
ardization Secretariat for ITU‑T could 
still be taken with near-term goals 
related to awareness-raising, net‑
working with other Member States 
and standardization capacity build‑
ing. As knowledge of the issues grows 
and contacts with the ITU‑T stand‑
ardization system matures, the Re‑
sponsible Agency should seek new 

resource commitments from national 
stakeholders whose success could 
be enhanced by participation in in‑
ternational standardization, such as 
network providers, service providers, 
manufacturers, type approval organi‑
zations and regulators.

The following sections describe the 
three option levels of a National 
Standardization Secretariat and how 
a Member State could evolve smooth‑
ly from one level to the next.

2.1.	 National  Standardization  Secretariat  for  
ITU‑T  at  the  General  Level

The NSS-General Level is appropriate 
for a developing country that has had 
minimal involvement with ITU‑T and its 
study groups, and other than the gov‑
ernment agency that is the Responsi‑
ble Agency for ITU (RA), it might not 
have a dedicated organizational group 
responsible for ITU-T. At this stage, a 
general, informal structure could be 
established by consensus among ex‑
isting government agencies and within 
the existing responsibilities for those 
agencies.

Interest in the ITU‑T might be lim‑
ited to the World Telecommunication 
Standardization Assembly (WTSA) and 
to the study groups addressing mat‑
ters with policy and regulatory impli‑
cations, such as ITU‑T SG3 on tariff 
matters. 

The government should take advan‑
tage of resources in place without 
having to add new resources or secure 
significant amounts of new funding. 
The initial implementation of a struc‑
ture and process to relate to ITU‑T 
might be achieved by informal agree‑
ment among the responsible agency 
(RA), the regulatory authority and 
other concerned agencies. 

The RA would be responsible for the 
higher level ITU meetings and policy 
issues. These include:

•	 ITU Plenipotentiary Confer-
ence: An international treaty level 
conference of the Member States 
held once every 4 years; also called 
the Plenipot and abbreviated as PP.

•	 ITU Council: A representative 
body of one quarter of the Mem‑
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ber States, elected by the Plenipot 
on a regional basis once every four 
years; Council acts for the Plenipot 
at annual Council meetings held 
between Plenipots. Member States 
that are not Council Members can 
attend Council as observers.

•	 ITU budget: Council sets the 
budget for the ITU Sectors, moni‑
tors the annual financial plan of the 
ITU and can adjust Member State 
dues within limits specified by the 
Plenipot.

The main, working level advisory com‑
mittee at the heart of all the National 
Standardization Secretariat options is 
the National Advisory Committee for 
ITU‑T (T‑NAC). The T‑NAC is created 
and its leadership is appointed by the 
RA. Participation in T‑NAC is open to 

all interested public and private or‑
ganizations. This T‑NAC addresses 
all matters of interest in ITU‑T and it 
could create smaller ad hoc groups 
as needed to address particular ITU‑T 
matters. T‑NAC is responsible for the 
ITU‑T WTSA, the ITU‑T advisory group 
(TSAG) and the ITU‑T study groups. 

Secretariat Bureau functions could be 
provided from within the RA, as the 
necessary activities would not be very 
extensive at this point. 

Figure 1 shows this very simple, 
two-level structure for the National 
Standardization Secretariat – General 
Level.

One of the first tasks for the T‑NAC 
should be drafting of written rules of 
procedure for the national process, 
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adapting this Guidelines document to 
their own particular national require‑
ments and laws. The draft rules of 
procedure would be submitted to the 
RA for approval. 

Characteristics of the National 
Standardization Secretariat – 
General Level include: 

•	 There is an agreement on which 
agency becomes the Responsi‑
ble Agency (RA) for the National 
Standardization Secretariat;

•	 There are minimal national re‑
sources, limited international ex‑
perience and interest in only a 
small set of international telecom‑
munication standards matters;

•	 There is a National Advisory Com‑
mittee for ITU‑T (T‑NAC); 

•	 Involvement and activities re‑
garding ITU‑T matters are on an 
as-needed basis for WTSA, TSAG 
and issues arising in ITU‑T study 
groups; 

•	 Secretariat Bureau functions are 
provided, or contracted, by the 
Responsible Agency.

Figure 1 – National Standardization Secretariat for ITU‑T at the General Level

Responsible
Agency

RA
(PP; Council; budget, Member State dues; ....)

(includes secretariat bureau functions)

national Advisory committee 
for itu-t

T-NAC
(Sub-committees as needed, e.g., WTSA, 

TSAG, single SG)
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Figure 1 – National Standardization Secretariat for ITU‑T at the General Level

Responsible Agency (RA)

Responsibilities

Establish the national structure for ITU-T

Appoint the Chairman of the National Advisory Committee for ITU-T

Establish national procedures

Approve Member State contributions to ITU-T

Official communication point with ITU on behalf of the Member State

Approve submission of private sector applications to become Sector Mem‑
bers, Associates and Academia participants

General Level
 Components

National Advisory Committee for ITU‑T (T‑NAC)

Organization

Chairman appointed by RA

Open to public and private sector participation

Responsibilities

Propose policies related to ITU‑T participation for RA approval

Manage preparatory process for ITU‑T meetings

Adjudicate ITU-T, WTSA and cross-SG issues

Provide representation to regional telecommunication groups and regional 
groups of ITU‑T study groups

Monitor activities
Respond to inquiries
Participate in meetings
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T‑NAC Ad hoc groups

Organization

Established on an as-needed basis by T‑NAC 

Terms of reference and chairman approved by T‑NAC 

Open to public and private sector participation

Responsibilities

Consider matters for ITU‑T study group, working party and regional group 
meetings, e.g.:

Prepare contributions
Propose national delegation members
Report on ITU‑T meeting results

Consider national matters, e.g.:
Draft national process procedures
Develop national positions on topics not associated with a specific ITU‑T 
meeting

Secretariat Bureau

Organization

Provided by or contracted by the Responsible Agency

Responsibilities

Monitor Circulars (The Annex shows a listing of types of Circulars and the 
expected volume)

National distribution of information, documentation, announcements, etc

Development and maintenance of a National Organization web site

Record keeping

Submit responses from MS to ITU-T

General Level
 Components  (cont inued)
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2.2.	 National  Standardization  Secretariat  for  
ITU‑T  at  the  Study  Group  Level

The National Standardization Secre‑
tariat for ITU‑T at the Study Group 
Level is appropriate for a developing 
country that has public and private 
entities participating on a regular ba‑
sis in some of the ITU‑T study groups, 
there is a legal basis assigning re‑
sponsibility for ITU to a Responsible 
Agency of the government and there 
are sufficient human and financial re‑
sources to support a set of national 
committees and functions.

Countries that were at the General 
Level could move to the Study Group 
Level when the informal arrange‑
ment among government agencies 
for the national process leadership is 
replaced by a clearly designated Re‑
sponsible Agency, national interests 
extend to the ITU as well as the ITU 
Sectors, and secretariat administra‑
tive functions are extensive enough 
to benefit from dedicated resources. 

The Responsible Agency would create 
a National Advisory Committee for 
the ITU (NAC) and appoint its lead‑
ership. The T‑NAC from the General 
Level would continue but now report‑
ing to the NAC, along with an R-NAC 
which relates to the ITU-R and a  
D-NAC which relates to the ITU-D. 

The internal ad hoc groups of the 
T‑NAC that had been formed to ad‑
dress study group issues on an as-
needed basis would become perma‑
nent advisory committees reporting 
to the T‑NAC , operating as National 
Study Groups (NSG), each relating 
to one of the ITU‑T study groups. A 
National Study Group would only be 
created for an ITU‑T study group in 
which the country actively partici‑
pates. The T‑NAC Chairman appoints 
each NSG Chairman. 

The T‑NAC itself could establish per‑
manent, internal sub-committees for 
matters affecting the whole ITU‑T 
Sector such as WTSA, TSAG or mat‑
ters of interest affecting all the ITU‑T 
study groups. Matters that are specific 
to a particular ITU‑T study group are 
addressed in the appropriate NSG.

The evolution from the General Level 
to the Study Group Level could be 
done smoothly by enhancing existing, 
informal arrangements and establish‑
ing formal committees with clear re‑
sponsibilities and authorities in place 
of ad hoc groups utilized at the Gen‑
eral Level.
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Figure 2 shows the structure for the 
National Standardization Secretariat 
– Study Group Level, with the RA, 
NAC, T‑NAC and NSG levels.

Characteristics of the National Stand‑
ardization Secretariat – Study Group 
Level include:

•	 A Responsible Agency (RA) with 
overall responsibility for ITU mat‑
ters is assigned under enabling 
legislation specific to ITU;

•	 There is a National Advisory Com‑
mittee for ITU (NAC), reporting to 
the Responsible Agency;

•	 There is a National Advisory Com‑
mittee for ITU‑T (T‑NAC) with sub‑
committees on broad, general ar‑
eas of ITU‑T (e.g., WTSA, TSAG, 
all SGs), reporting to the NAC;

•	 There are permanently estab‑
lished National Study Groups with 
involvement and activities associ‑
ated one-to-one with a number of 
the ITU‑T study groups;

•	 Member State delegations, Sec‑
tor Members, Associates and Aca‑
demia participants contribute to 
the work of several ITU‑T study 
groups and their regional groups, 
and to the approval procedures for 
ITU‑T Recommendations;

•	 There are dedicated resources 
from the public and private sec‑
tors;

•	 There is a permanent Secretariat 
Bureau provided, or contracted, 
by the Responsible Agency;

•	 There is stable funding for the RA 
and the National Standardization 
Secretariat.
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Figure 2 – National Standardization Secretariat for ITU‑T at the Study Group Level

NSG x NSG y

Responsible
Agency

RA

National Advisory Committee 

NAC
(PP; Council; budget; Member States dues; …)

Funding

Secretariat
 Bureau

D-NAC R-NAC T-NAC

(Subcommittees for WTSA, 
TSAG, SGs)
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Responsible Agency (RA)

Responsibilities

Establish the national structure for ITU and ITU-T

Appoint the Chairman of the National Advisory Committee for ITU (NAC)

Appoint the Chairman of the National Advisory Committee for ITU‑T (T‑NAC)

Establish national procedures

Approve Member State contributions to ITU-T

Official communication point with ITU on behalf of the Member State

Approve submission of private sector applications to become Sector Mem‑
bers, Associates and Academia participants

Study Group Level
 Components 
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Study Group Level
 Components 

National Advisory Committee (NAC) for ITU

Organization

Chairman appointed by RA

Chairmen of T‑NAC and National Study Groups are members of the NAC

Open to public and private sector participation

Responsibilities

Manage the preparatory process for ITU-level events such as Plenipotentiary 
Conference, ITU Council, World Conference on International Telecommunica‑
tions

Maintain national procedures for ITU

Adjudicate ITU and cross-ITU Sector issues

Parent body to the national advisory committees for:
ITU‑T matters: T‑NAC 
ITU-R matters: R-NAC
ITU-D matters: D-NAC
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National Advisory Committee for ITU‑T (T‑NAC)

Organization

Chairman appointed by RA

T‑NAC shall include the Chairmen of the National Study Groups for ITU‑T 

Open to public and private participation

Responsibilities

Propose policies related to ITU‑T participation for RA approval

Maintain written procedures for ITU-T:
Domestic process
International delegation management

Manage preparatory process for ITU‑T level meetings such as WTSA and TSAG

Adjudicate ITU-T, WTSA and cross-SG issues

Provide representation to regional telecommunication groups

Monitor activities
Respond to inquiries
Participate in meetings

Create permanent subcommittees (SC) of T‑NAC , for example:

ITU‑T policy matters and WTSA: SC-WTSA
ITU‑T TSAG: SC-TSAG
ITU‑T general study group matters: SC-SGs

Parent body to National Study Groups corresponding to ITU‑T study groups

Study Group Level
 Components  (cont inued)
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Secretariat Bureau

Organization

Provided by or contracted by the Responsible Agency

Responsibilities

Monitor Circulars (The Annex shows a listing of types of Circulars and the 
expected volume)

National distribution of information, documentation, announcements, etc

Development and maintenance of a National Organization web site

Record keeping

Submit responses from MS to ITU-T

National Study Groups

Organization

One National Study Group for each ITU‑T study group of interest

Chairman appointed by the T‑NAC Chairman

Open to public and private sector participation

Responsibilities

Preparatory process for ITU‑T study groups and regional groups of ITU‑T 
study groups

Prepare contributions
Propose national delegation members
Report on ITU‑T meeting results

Study Group Level
 Components  (cont inued)



30

2.3.	 National  Standardization  Secretariat  for  
ITU‑T  at  the  Full  Sector  Level

The National Standardization Sec‑
retariat for ITU‑T at the Full Sector 
Level is appropriate for a developing 
country that has public and private 
entities participating on a regular 
basis in all or almost all of the ITU‑T 
study groups, there is a legal basis 
assigning responsibility for ITU to a 
Responsible Agency of the govern‑
ment and there are sufficient human 
and financial resources to support a 
set of national committees and func‑
tions.

Countries that were at the Study 
Group Level could move to the Full 
Sector Level when the country’s par‑
ticipation expands to nearly all of the 
ITU‑T study groups, and the sub-
committee of the T‑NAC addressing 
general study group matters could 
be replaced by other, specialized sub-
committees, as appropriate, address‑
ing issues spanning multiple ITU‑T 
SGs, such as policy issues, network 
technology issues, or service and ap‑
plication issues. 

The Responsible Agency would create 
a National Advisory Committee for 
the ITU (NAC) and appoint its lead‑
ership. The T‑NAC from the Study 
Group Level would continue, report‑
ing as before to the NAC, along with 
an R-NAC which relates to the ITU-
R and a D-NAC which relates to the 
ITU-D. 

The internal subcommittee of the  
T‑NAC that had been formed to ad‑
dress general study group issues 
would be replaced by more special‑
ized subcommittees, as required, to 
address matters that involve multi‑
ple ITU‑T study groups, such as net‑
work technology-related issues and 
service-related issues, or that might 
be Sector-wide, such as telecommu‑
nication policy matters. The T‑NAC 
subcommittees for WTSA and TSAG 
would continue unchanged. 

The National Study Groups for some 
of the ITU‑T study groups would be 
expanded to include National Study 
Groups for all or nearly all of the 
ITU‑T study groups. As in the Study 
Group Level of a National Standardi‑
zation Secretariat, the T‑NAC Chair‑
man would appoint each NSG Chair‑
man. 

The evolution from the Study Group 
Level to the Full Sector Level could 
be done smoothly by (1) replacing 
one T‑NAC subcommittee on general 
study group matters by one or more 
T‑NAC subcommittees on more spe‑
cialized areas that involve multiple 
study groups - these would serve as 
a means to coordinate sensitive or 
complex matters across study groups 
so the Member State could imple‑
ment a coordinated strategy across 
all ITU‑T study groups and it would 
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not inadvertently take conflicting po‑
sitions in two or more of the ITU‑T 
study groups; and (2) by adding Na‑
tional Study Groups as needed until 
there is one NSG for each of the ITU‑T 
study groups. 

Figure 3 shows the structure for the 
National Standardization Secretariat 
– Full Sector Level, with the RA, NAC, 
T‑NAC and NSG levels.

Characteristics of the National Stand‑
ardization Secretariat – Full Sector 
Level include:

•	 A Responsible Agency (RA) with 
overall responsibility for ITU mat‑
ters is assigned under enabling 
legislation specific to ITU;

•	 There is a National Advisory Com‑
mittee for ITU (NAC), reporting to 
the Responsible Agency;

•	 There is a National Advisory Com‑
mittee for ITU‑T (T‑NAC) with sub‑
committees addressing major cat‑
egories of ITU‑T work (e.g., WTSA, 
TSAG, policy matters, network 
technology matters, service and 
application matters), reporting to 
the NAC;

•	 There are permanently estab‑
lished National Study Groups with 
involvement and activities associ‑
ated one-to-one with each of the 
ITU‑T study groups;

•	 Member State delegations, Sec‑
tor Members, Associates and Aca‑
demia participants contribute to 
the work of all or nearly all ITU‑T 
study groups and their regional 
groups, and to the approval pro‑
cedures for ITU‑T Recommenda‑
tions;

•	 There are dedicated resources from 
the public and private sectors;

•	 There is a permanent Secretariat 
Bureau provided, or contracted, 
by the Responsible Agency;

•	 There is stable funding for the RA 
and the National Standardization 
Secretariat.

The components of the National 
Standardization Secretariat for ITU‑T 
– Full Sector Level are the same as 
the components at the Study Group 
Level, except the subcommittees of 
the T‑NAC become more specialized 
and address higher level policy mat‑
ters of the ITU-T.

2.4.	 Funding
To support the additional functions 
and committees, a stable funding 
arrangement will be needed. Best 
practice in many countries with an 
established National Standardization 

Secretariat is that the government 
agency that has been given the re‑
sponsibility to serve as the Respon‑
sible Agency would also be allocated 
sufficient funds to carry out that role. 



33

Figure 3 – National Standardization Secretariat for ITU‑T at the Full Sector Level

The funds would be used to support, 
for example, required staff, travel, 
communications facilities, website, 
membership dues and a Secretariat 
Bureau. In other countries, financial 
support is contributed from other 
involved government agencies and 
some countries have either solicited 
funds or imposed fees on some or all 
of the private sector entities wishing 
to participate. The latter arrangement 

might be useful when there is only a 
small number of major players, such 
as an incumbent network provider, 
but it is not sustainable nor recom‑
mended when there are multiple, 
competing private sector companies, 
some of whom are required to pay 
and some who are not. The recom‑
mended arrangement is that the nec‑
essary funding is provided for under 
the Responsible Agency budget.

NSG  
2

NSG  
3

Responsible
Agency

RA

National Advisory Committee 

NAC
(PP; Council; budget; Member States dues; …)

Funding

Secretariat
 Bureau

D-NAC R-NAC T-NAC

(Subcommittees for WTSA, 
TSAG, policy, etc)

NSG 
17
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General Level  
Headcount

Study Group Level 
Headcount

Full Sector Level 
Headcount

Senior  
manager 

0.2 headcount (ITU‑T only):

e.g.: Top manager of National 

Standardization Secretariat; 

chair of T‑NAC; Head of Del-

egation to ITU level meetings, 

conferences and assemblies

0.2 – 1.0 headcount:

 e.g.: Top manager of National 

Standardization Secretariat; 

chair of NAC; Head of Del-

egation to ITU level meetings, 

conferences and assemblies 

1.0 headcount: 

e.g.: Top manager of National 

Standardization Secretariat; 

chair of NAC; Head of Del-

egation to ITU level meetings, 

conferences and assemblies

Manager 0 0 – 1 headcount  
(for ITU‑T only):

e.g.: Chair of T‑NAC ; Head of 

Delegation to TSAG & some SG 

meetings

or

0 – 3 headcount  
(for ITU-T, ITU-D, ITU-R)

1 headcount  
(for ITU‑T only): 

e.g.: Chair of T‑NAC ;  

Head of Delegation to TSAG & 

some SG meetings

or

3 headcount  
(for all three ITU Sectors)

•	 1 for ITU-T
•	 1 for ITU-R
•	 1 for ITU-D

Assistant 
manager 

1 headcount: 

e.g.: Manager support; admin-

istrative functions; establish-

ment of national process; 

website; financial matters; 

reporting; contact point for 

ITU‑T communications.

1 – 2 headcount 
(for ITU and ITU‑T only) 
for:

•	National processes and ITU-
relate matters

•	 ITU‑T related matters
or

1 – 4 headcount  
(for ITU and the three ITU 
Sectors) for: 

National processes and ITU-
related matter:

•	 ITU‑T related matters
•	 ITU-R related matters
•	 ITU-D relate matters

2 headcount  
(for ITU and ITU-T):

1 for national processes and 
ITU-related matters

1 for ITU‑T related matters

or

4 headcount  
(for ITU and the three ITU 
Sectors):

•	 1 for national processes and 
ITU-related matters

•	 1 for ITU‑T related matters
•	 1 for ITU-R related matters
•	 1 for ITU-D related matters

Support  
staff

0.4 headcount: 

Secretarial support;  
recordkeeping

0.4 – 2.0 headcount:

Manager support; ITU 
contact point for Circu‑
lars,  Collective letters, AAP 
Notifications; responses to 
ITU-T; standards library; 
web site

2 headcount:

Manager support; ITU con‑
tact point for Circulars, Col‑
lective letters, AAP notifica‑
tions; web site; responses 
to ITU-T

Secretariat 
Bureau

0 1 headcount:

•	Administrative functions: 
e.g., meeting logistics; e-mail 

reflectors; recordkeeping; docu-

ment distribution

Approx 2 headcount: 

•	 Administrative functions: 
e.g., meeting logistics; e-mail 

reflectors; standards library; 

document distribution

Figure 4 – Estimated human resource headcount for National Standardization Secretariat options
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2.5.	 Resource  estimates
It is important to keep in mind that 
each country’s situation is unique, 
each country’s requirements for a Na‑
tional Standardization Secretariat for 
ITU‑T will be its own, and the availa‑
bility of resources cannot be assumed 
to be the same for every country. 
With that in mind, Figure 4 shows an 
estimate of human resources for initi‑
ating a National Standardization Sec‑
retariat at the General Level, through 
an estimate of human resources for a 
fully mature National Standardization 
Secretariat at the Full Sector Level 
and further, for a structure that cov‑
ers all of the ITU. These estimates are 
based on interviews with developing 
and developed countries and on best 
practices of countries at the Full Sec‑
tor Level.

International standardization, by 
its very nature, will also incur addi‑
tional costs for international travel, 
communication (e.g., high-speed 
Internet access), telephone and tel‑
econference facilities, and occasional 
hosting of meetings. Such items will 
not be insignificant when compared 
with management base salaries and 

should be estimated as accurately as 
possible. An estimate of travel time 
as a percentage of total time is shown 
in Figure 5.

Other human resources, such as 
chairs and secretaries of National 
Study Groups, ad hoc groups and 
other national advisory committees, 
delegation members to ITU‑T meet‑
ings, and technical experts that sup‑
port the preparation process for na‑
tional delegations to ITU‑T (but who 
might or might not personally attend 
the ITU‑T meetings) would be pro‑
vided on a voluntary basis by those 
with an interest in the work. The Na‑
tional Standardization Secretariat 
would normally not provide funding 
to support those individuals although 
the government could provide finan‑
cial support to its own experts and 
consultants to represent government 
interests. This is distinguished from 
governmental support of the National 
Standardization Secretariat for ITU-T, 
which is for the benefit of the country 
at large.

Human Resources – 
travel time

General 
Level 
Travel time

Study Group Level 
Travel time

Full Sector 
Level 
Travel time

Senior manager 
travel

10% 10-30% 30-40%

Manager travel 0% 0-30% 30-40%

Assistant manager 
travel

0% 0-20% 20-30%

Figure 5 – Estimate of travel time for National Standardization Secretariat options
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3. 
Responsibilities, 
membership and 
rules of procedure 
for National 
Standardization 
Secretariat  
Committees

The National Standardization Secre‑
tariat for ITU‑T is presented in these 
Guidelines with three options — for 
those starting out with very limited 
capabilities and experience in ITU‑T at 
one extreme, for those with substan‑
tial involvement, experience and re‑
sources at the other extreme, and for 
everyone else somewhere in between 
the extremes. Information has been 
gathered from a number of countries 
in each of these situations to deter‑
mine best practices that could be em‑
ployed regardless of a Member State’s 
status on the Standards Capability 
Scale.

The three levels for implementation 
of a National Standardization Secre‑
tariat for ITU‑T are designed to allow 
all Member States, especially those 
from developing countries, to put in 
place a structure most appropriate to 
their current situation while preparing 
a smooth evolutionary path to expand 
up to the extent and at the speed they 
would find reasonable. 

The components of a National Stand‑
ardization Secretariat for ITU‑T pre‑
sented in this Section are described 
for each of the three options described 
above in the Section on Evolution of 
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the National Standardization Secre‑
tariat:

•	 National Standardization Secretar‑
iat for ITU‑T — General Level

•	 National Standardization Secretar‑
iat for ITU‑T — Study Group Level

•	 National Standardization Secre‑
tariat for ITU‑T — Full Sector Level

If the Member State implements at 
the General Level, it would not create 
all of the national advisory commit‑
tees found in the Full Sector Level hi‑
erarchy, but the necessary functions 
would be the same in both. An ad‑
vantage of the evolutionary approach 
of these Guidelines is that there is a 
place within each option associated 
with those necessary functions. For 
example, drafting of contributions for 
an ITU‑T study group meeting at the 
Full Sector Level is done in the Na‑
tional Study Group with submission to 
the ITU‑T being subject to approval 
by the Responsible Agency. If a Mem‑
ber State is, however, at the General 
Level, then the preparations are done 
by an ad hoc group of the T‑NAC cre‑
ated for that purpose with approval 
still required by the RA.

The Member States have choices to 
make regarding participation in the 
national advisory committees, and 
most of the following choices have 
been implemented at one time or an‑
other in various countries. Member‑

ship in any of the committees could 
be fully open to all interested parties, 
it could be restricted to citizens of the 
country, it could be open to govern‑
ment employees and representatives 
of ITU‑T Sector Members and Associ‑
ates, it could be open but with nu‑
merical limits on how many persons 
could participate from a given compa‑
ny or agency, or it could have a fixed 
membership with members appointed 
by the RA for fixed terms. Members 
of academia could be included or not, 
and members of the general public 
could be included or not. Best prac‑
tices favor processes which bring to‑
gether the best contributors from as 
wide a range of national interests as 
possible.

These Guidelines propose that the 
national advisory committee process‑
es be fully open, as:

•	 Standardization matters are com‑
plex and knowledgeable input and 
analyses from the broadest range 
of experts and interested parties is 
in the Member State’s best interest;

•	 Some experts developing techni‑
cal solutions and attending ITU‑T 
meetings for their company which 
is located in that Member State’s 
country are, in fact, citizens of an‑
other country;

•	 Some national companies and aca‑
demics contributing to the national 
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preparatory process are not ITU‑T 
Sector Members or Associates;

•	 All of the national committees are 
only advisory with final decision-
making authority residing in the RA.

Each advisory committee will have 
a Chairman and a Secretary. A com‑
mittee Secretary, usually a member 
of that committee, is responsible for 
recording activities of the committee, 
while the Secretariat Bureau provides 
support functions for the overall Na‑
tional Standardization Secretariat. 

The structure, responsibilities, lead‑
ership, participation and working 

methods for components of the Na‑
tional Standardization Secretariat are 
shown below. 

•	 Responsible Agency (RA) (Sec‑
tion 3.1)

•	 National Advisory Committee for 
ITU (NAC) (Section 3.2)

•	 National Advisory Committee for 
ITU‑T (T‑NAC) and subcommittees 
(Section 3.3)

•	 National Study Groups (NSG) 
(Section 3.4)

•	 Secretariat Bureau (Section 3.5)
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3.1.	 Responsible  Agency
Implementation of a National Stand‑
ardization Secretariat could begin in‑
formally with an agreement by con‑
sensus of the concerned government 
agencies about which agency has 
overall responsibility for a National 
Standardization Secretariat and pro‑
cess for ITU and ITU-T. This could be 
the agency with responsibility for in‑
tergovernmental organizations, such 
as the Ministry of Foreign Affairs, or 
the agency responsible for telecom‑
munications, such as the Ministry of 

Communications. This should evolve 
with enabling legislation specifically 
designating the Responsible Agency. 

Each Member State has a relationship 
at the ITU level and it has designated 
a responsible contact point for formal 
consultations of the Member States 
for matters at the ITU level. The Re‑
sponsible Agency would most likely 
be this contact point and would be 
listed in the ITU Global Directory. 

RA Responsibilities Include

Appoint the Chairman of the NAC

Appoint the Chairman of the T‑NAC (and R-NAC and D-NAC, if applicable)

Designate the Head of Delegation to ITU meetings

Approve Rules of Procedure for the National Standardization Secretariat

Secure appropriate funding

Approve submission of contributions to ITU‑T bodies, considering the recom‑
mendations of the appropriate advisory committee (e.g., T‑NAC for TSAG, 
NSG 2 for ITU‑T SG2)

Approve Member State delegations to ITU and ITU-T, ITU-R, ITU-D meetings

Adjudicate cross-Sector issues

Hear appeals and rule on complaints of improper procedural matters at the 
NAC level

Select and fund a Secretariat Bureau for the National Standardization  
Secretariat

Member State point of contact for ITU and ITU‑T 

Consider and, if appropriate, forward applications to ITU for national entities 
to become Sector Members, Associates and Academia participants



41

3.2.	 National  Advisory  Committee  for  ITU  
(NAC)

The National Advisory Committee for 
ITU (NAC) could be established when 
the Member State becomes involved 
with matters at the ITU level on a 
regular basis. This could be before or 
after it becomes engaged in work of 
one of the ITU Sectors, such as the 
ITU-T. When the Member State finds 
that there is sufficient national and 
international activity in two or more 
of the ITU Sectors, then establish‑

ment of a NAC is advised. The NAC 
addresses matters applying to the 
overall ITU, such as ITU Constitution 
(CS) and Convention (CV), Plenipo‑
tentiary Conference (PP) and ITU 
Council. The Chairman of the NAC is 
appointed by the Responsible Agency. 
An R-NAC for ITU-R and a D-NAC for 
ITU-D are outside the scope of this 
Guidelines document.

NAC Responsibilities Include

Harmonize policies, as appropriate, for the national processes for multiple 
ITU Sectors.

Coordinate national activities at the ITU level (e.g., preparations for ITU 
Plenipot, ITU Council)

Parent body for D-NAC, R-NAC and T‑NAC 

Hear appeals and rule on complaints of improper procedural matters at the 
T‑NAC level

NAC Chairman

Appointed by the RA
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Responsibilities of NAC Chairman Include

Provide overall management of NAC

Schedule meetings and propose agendas of NAC

In cooperation with Secretariat Bureau, determine due dates for contribu‑
tions to Plenipot, Council and other ITU groups under the responsibility of 
NAC 

Schedule a final contribution review meeting of NAC to approve contribu‑
tions at least 1 week before the relevant ITU meeting contribution due date, 
and schedule additional preparatory meetings as appropriate

Represent NAC to the Responsible Agency

Represent NAC to other bodies

Ensure timely distribution of documents to the NAC e-mail reflectors

Designate the TIES account contact point for the Member State

Announce meetings of NAC at least 14 days in advance. Meetings may be 
called on shorter notice with the agreement of the RA

Set up NAC sub-committees and ad hoc groups as needed, and appoint their 
chairmen

Following discussions within NAC, declare if and when consensus has been 
achieved

Ensure preparation of a report of each NAC meeting, including date and 
venue, names of participants, list of documents and their disposition, future 
meetings

Propose the Member State delegation members for ITU Plenipot, ITU Council 
and other relevant ITU meetings for RA approval. The Head of Delegation in 
each case is designated by the RA

Ensure timely submission by the Secretariat Bureau of approved documents 
to the appropriate recipient at ITU

Normally would assist the Head of Delegation to the relevant ITU meetings

NAC Participants Include

Open to all interested parties

NAC shall include the Chairmen of D-NAC, R-NAC and T‑NAC 

NAC shall include the Chairmen of the National Study Groups
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NAC Operating Procedures

Meetings are chaired by the NAC Chairman, assisted by the Secretariat Bureau

Participants may join remotely by electronic means

NAC meetings could be physical meetings or electronic meetings 

Documents being considered for approval by NAC should be available in advance 
of the NAC meeting considering the approval, with reasonable time for NAC par‑
ticipant review before its consideration

If there are objections to a proposal, the objector should be given the opportunity 
to express its concerns and to suggest possible amendments to resolve those 
concerns. If the proposed amendments have not been agreed, the same concerns 
should not be repeated in the same meeting

NAC should progress its work by consensus

Disputes claiming that NAC procedures have not been properly applied shall be 
addressed by the RA in a timely manner. Disputes over technical matters are not 
subject to such an appeals process

NAC Secretary

Number all NAC documents (e.g., input documents, meeting reports, output docu‑
ments, agendas, meeting calendars) in sequential order; a suggested format is:
NAC-yy (2-digit year)-N (sequential number) – Rx (Revision number)

Maintain a document log that includes:

NAC document number
Source
Title
Contact

Maintain a database with an electronic copy of each NAC document

Post a meeting calendar for NAC one year in advance and update as required

Ensure provision of facilities for remote participation at NAC meetings (e.g., tel‑
ephone conference bridge)

Distribute or post NAC documentation

NAC Participants Include

Open to all interested parties

NAC shall include the Chairmen of D-NAC, R-NAC and T‑NAC 

NAC shall include the Chairmen of the National Study Groups
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3.3.	 National  Advisory  Committee  for  ITU‑T  
(T‑NAC)

The National Advisory Committee for 
ITU‑T (T‑NAC) is the first component 
that is created for the National Stand‑
ardization Secretariat. At the General 
Level, it handles all ITU‑T related mat‑
ters, creating ad hoc groups as nec‑
essary to address issues, respond to 
ITU‑T inquiries and prepare for ITU‑T 
meetings. As the national organiza‑
tion matures, the T‑NAC may create 

sub-committees to address ITU‑T lev‑
el matters and it would become the 
parent body of National Study Groups 
(NSGs) that relate to each of the 
ITU‑T study groups.

The T‑NAC is open to all interested 
parties. T-NAC shall include the Chair‑
men of the National Study Groups.

T‑NAC Responsibilities Include

Coordinate the National Study Groups to:

•	 Enhance support for national positions and for national industry 
interests,

•	 Avoid conflicting or incompatible positions in different NSGs and 
duplication of work

Resolve issues arising between and among the NSGs

Develop proposed policies and strategies for ITU-T

Consider and recommend for RA approval all Member State contributions 
to WTSA, TSAG and other relevant ITU‑T bodies (e.g., Review Committee)

Encourage submission to T‑NAC for information and discussion any Sector 
Member, Associate or Academia participant contributions to WTSA, TSAG 
and other relevant ITU‑T bodies. SMs, Associates or Academia participants 
do not require T‑NAC approval to submit their contributions but are highly 
advised to submit them to T‑NAC for information

Respond on behalf of the Member State to inquiries from ITU‑T (e.g., ques‑
tionnaires, contact names)

Distribute to T‑NAC members, through use of appropriate reflectors, infor‑
mation from ITU‑T Circular Letters, Collective Letters and other announce‑
ments

T‑NAC Chairman

The T‑NAC Chairman is appointed by the RA; the Chairman could be from the 
public or private sector. 
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Responsibilities of the T‑NAC Chairman Include

Provide overall management of the T‑NAC 

Appoint the Chairman of each National Study Group

Schedule meetings and propose agendas of T‑NAC 

In cooperation with Secretariat Bureau, determine due dates for contri‑
butions to WTSA, TSAG and other ITU‑T groups under the responsibility 
of T‑NAC (e.g., ITU‑T Review Committee)

Schedule a final contribution review meeting of T‑NAC to approve contri‑
butions at least 1 week before the relevant ITU‑T meeting contribution 
due date, and schedule additional preparatory meetings as appropriate

Represent T‑NAC in the National Advisory Committee (NAC)

Represent T‑NAC to other bodies

Ensure timely distribution of documents to the T‑NAC e-mail reflectors

Announce meetings of T‑NAC at least 14 days in advance. Meetings may 
be called on shorter notice with the agreement of the NAC Chairman.

Set up T‑NAC sub-committees and ad hoc groups as needed, and appoint 
their chairmen

Following discussions within T‑NAC, declare if and when consensus has 
been achieved

Ensure preparation of a report of each T‑NAC meeting, including date 
and venue, names of participants, list of documents and their disposition, 
future meetings

Propose the Member State delegation for WTSA, TSAG and other relevant 
ITU‑T meetings for RA approval. The Head of Delegation in each case is 
designated by the RA

Ensure timely submission by the Secretariat Bureau of approved docu‑
ments to the appropriate recipient at ITU-T

Normally would be Head of Delegation to the relevant ITU‑T meetings

T‑NAC Participants Include

The T‑NAC is open to all interested parties

 T-NAC shall include the Chairmen of the National Study Groups
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T‑NAC Operating Procedures

Meetings are chaired by the T‑NAC Chairman, assisted by the Secretariat 
Bureau

Participants may join remotely by electronic means

T‑NAC meetings could be physical meetings or electronic meetings 

Documents being considered for approval by T‑NAC should be available in 
advance of the T‑NAC meeting considering the approval, with reasonable 
time for T‑NAC participant review before its consideration

If there are objections to a proposal, the objector should be given the op‑
portunity to express its concerns and to suggest possible amendments to 
resolve those concerns. If the proposed amendments have not been agreed, 
the same concerns should not be repeated in the same meeting

T‑NAC should progress its work by consensus

Disputes claiming that T‑NAC procedures have not been properly applied 
shall be addressed by the NAC in a timely manner. Disputes over technical 
matters are not subject to such an appeal process

T‑NAC Secretary

Number all T‑NAC documents (e.g., input documents, meeting reports, out‑
put documents, agendas, meeting calendars) in sequential order; a sug‑
gested format is:
T‑NAC -yy (2-digit year)-N (sequential number) – Rx (Revision number)

Maintain a document log that includes:

T‑NAC document number
Source
Title
Contact

Maintain a database with an electronic copy of each T‑NAC document

Post a meeting calendar for T‑NAC and its subordinate NSGs one year in ad‑
vance and update as required

Ensure provision of facilities for remote participation at T‑NAC meetings (e.g., 
telephone conference bridge)

Distribute or post T‑NAC documentation
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3.4.	 National  Study  Groups  (NSG)

A National Study Group would be cre‑
ated by the T‑NAC for each of the 
ITU‑T study groups in which there 
is sufficient interest to be engaged 
in that study group on a continuous 
basis. At the Full Sector Level of the 
National Standardization Secretariat, 
there could be a National Study Group 
for each of the ITU‑T Study Groups. At 
the General Level, for Member States 
with limited resources, the functions 
of a National Study Group could be 
carried out by an ad hoc group of the 
T‑NAC, as necessary. In the 2013-

2016 study period, there are ten ITU‑T 
study groups, so the Full Sector Level 
National Standardization Secretariat 
could include up to ten National Study 
Groups. 

The National Study Group is respon‑
sible to prepare for the corresponding 
ITU‑T study group meetings, approv‑
al procedures, nomination of Mem‑
ber State delegation members to the 
ITU‑T study group and reporting on 
the activities of the ITU‑T study group. 

NSG Responsibilities Include

Review and develop national positions on foreign contributions and other rel‑
evant documents (e.g., reports, liaison statements, draft Recommendations)

Consider and recommend approval of Member State contributions to the 
ITU‑T study group and its working parties

Encourage Sector Members, Associates and Academia participants to submit 
their proposed contributions to the ITU‑T study group to the NSG for discus‑
sion and information. Sector Members, Associates and Academia partici‑
pants do not require NSG approval to submit their own contributions but are 
highly advised to submit them to the NSG for information

Submit a proposed delegation membership list of names and affiliations to 
the RA for approval

Submit a draft response to relevant questionnaires to T‑NAC for approval 

NSG Chairman

The NSG Chairman is appointed by the T‑NAC Chairman. The NSG Chairman 
could be from the public or private sector
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Responsibilities of the NSG Chairman Include

Inform other NSG Chairmen of items of potential interest to their NSG in or‑
der to improve national coordination of views and to ensure mutual support 
for related proposals and to avoid conflicting proposals

Report grievances regarding procedural complaints to the T‑NAC for action

Provide overall management of the NSG

Schedule meetings and propose agendas of the NSG

In cooperation with Secretariat Bureau, determine due dates for contribu‑
tions to their ITU‑T study group or working party

Schedule a final contribution review meeting of NSG to approve contribu‑
tions at least 1 week before the relevant ITU‑T meeting contribution due 
date, and schedule additional preparatory meetings as appropriate

Represent NSG in the T‑NAC and NAC

Represent NSG to other bodies

Ensure timely distribution of documents to the NSG e-mail reflectors

Announce meetings of NSG at least 14 days in advance. Meetings may be 
called on shorter notice with the agreement of the T‑NAC Chairman.

Set up NSG ad hoc groups as needed, and appoint their chairmen

Following discussions within NSG, declare if and when consensus has been 
achieved

Ensure preparation of a report of each NSG meeting, including date and 
venue, names of participants, list of documents and their disposition, future 
meetings

NSG Chairman

The NSG Chairman is appointed by the T‑NAC Chairman. The NSG Chairman 
could be from the public or private sector

NSG Participants

NSG is open to all interested parties
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NSG Operating Procedures

Meetings are chaired by the NSG Chairman, assisted by the Secretariat  
Bureau

Participants may join remotely by electronic means

NSG meetings could be physical meetings or electronic meetings 

Documents being considered for approval by NSG should be available in 
advance of the NSG meeting considering the approval, with reasonable time 
for NSG participant review before its consideration

If there are objections to a proposal, the objector should be given the op‑
portunity to express its concerns and to suggest possible amendments to 
resolve those concerns. If the proposed amendments have not been agreed, 
the same concerns should not be repeated in the same meeting

NSG should progress its work by consensus

Disputes claiming that NSG procedures have not been properly applied shall 
be addressed by the T‑NAC in a timely manner. Disputes over technical mat‑
ters are not subject to such an appeals process

NSG x Secretary

Number all NSG x documents, where ‘x’ is the corresponding ITU‑T study 
group number (e.g., input documents, meeting reports, output documents, 
agendas, meeting calendars) in sequential order; a suggested format is: 
NSG-Tx-yy (2-digit year)-N (sequential number) – Rx (Revision number)

Maintain a document log with at least:

NSG-Tx document number
Source
Title
Contact

Maintain a database with an electronic copy of each NSG x document

Post meeting calendar 1 year in advance, and update as required, for NSG x

Ensure provision of facilities for remote participation at NSG x meetings 
(e.g., telephone conference bridge)

Distribute or post NSG x documentation
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Secretariat Bureau Responsibilities Include

Maintain e-mail reflector for the NAC including: officers of NAC, T‑NAC,  
R-NAC and D-NAC, NAC participants, other interested parties requesting to 
be included, and the Secretariat Bureau

Maintain e-mail reflector for the T‑NAC including: officers of NAC, T‑NAC, 
T‑NAC subcommittees and the NSGs, T‑NAC participants, other interested 
parties requesting to be included, and the Secretariat Bureau

Provide a template for a committee document log

Provide a template for a committee document database

Submit approved documents to the appropriate recipient at ITU‑T prior to 
the relevant deadline (See the NSS Guidelines Annex section on  “Preparing 
and submitting contributions to ITU-T SGs and TSAG”)

Assist Chairmen of the national committees as required

3.5.	 Secretariat  Bureau
The Secretariat Bureau functions at 
the General Level, when there are 
limited resources and funding, would 
be very light and could be provided 
from within existing resources of the 
Responsible Agency, or by resources 
volunteered by one of the other in‑
volved agencies. As the National 
Standardization Secretariat evolves 
and additional resources are availa‑
ble, more functionality would be pos‑

sible, and that could be provided by 
the Responsible Agency itself or un‑
der contract with an outside organi‑
zation. 

The Secretariat Bureau does not con‑
tribute to the substance of the ITU‑T 
related work but it is essential to the 
smooth and efficient functioning of 
the entire structure.
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4. Roadmap 
for developing 
countries to 
establish a National 
Standardization 
Secretariat
At the time a country’s government first decides to establish a National Stand‑
ardization Secretariat for ITU-T, the following steps could be taken to decide what 
level of a National Standardization Secretariat would be appropriate and to im‑
plement that decision. As this is a new undertaking, all elements of a National 
Standardization Secretariat for ITU‑T might not yet be in place, and the initial 
steps could be implemented while the permanent elements are considered for 
future implementation.
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STEP 1:	 
Determine if there is enabling legis‑
lation assigning responsibility for ITU 
and ITU‑T to a specific government 
position or government organization.

•	 If such authority exists, then that 
party would assume the role of 
the Responsible Agency for the 
National Standardization Secre‑
tariat for ITU-T.

•	 If such authority has not been as‑
signed, or if the situation is not 
clear, then the government agen‑
cies involved with areas such as 
telecommunications, regulation 
and foreign affairs should agree 
amongst themselves which agen‑
cy shall temporarily assume the 
role of the Responsible Agency 
until such legal authority is more 
clearly established. One possible 
starting point could be the gov‑
ernment agency already recog‑
nized in the ITU Global Directory5.

STEP 2:	 
Determine if there are sufficient hu‑
man resources.

•	 These Guidelines recognize that 
many developing countries have 
limited or no human resources 
identified for ITU-T, so the Na‑
tional Standardization Secretariat 
for ITU‑T at the General Level has 
been designed to have a very sim‑
ple, flat organizational structure. 
There is only one operational 
level, the National Advisory Com‑
mittee for ITU‑T (T‑NAC), provid‑
ing all of the advisory functions 
related to the Member State’s ini‑
tial engagement with ITU-T. The 
T‑NAC could include those cur‑
rently involved with technical and/
or policy matters under study by 
ITU‑T and it could meet on an as-
needed basis. The T‑NAC would 
provide advice and recommenda‑
tions to the Responsible Agency 
that represents the Member State 
to the ITU. Initially, very little new 
human resources would be dedi‑
cated to these activities, and the 
Responsible Agency could provide 
the minimal level of Secretariat 
Bureau support appropriate to 
this starting phase. 

5.	  The ITU Global Directory (http://www.itu.int/en/membership/Pages/global-directory.
aspx ) contains detailed information on the mailing addresses of the Focal Points within 
the Member States of the ITU

http://www.itu.int/en/membership/Pages/global-directory.aspx
http://www.itu.int/en/membership/Pages/global-directory.aspx
http://www.itu.int/en/membership/Pages/global-directory.aspx
http://www.itu.int/en/membership/Pages/global-directory.aspx
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•	 Meet with other government agen‑
cies and representatives of the pri‑
vate sector, whether or not they 
are ITU‑T Sector Members, to in‑
troduce the plans to establish the 
National Standardization Secretar‑
iat for ITU‑T and obtain resource 
commitments to support and par‑
ticipate in the national process. 

•	 Solicit nominations to serve as 
chairmen of the appropriate com‑
mittees.

STEP 3:	 
Determine if there are sufficient 
financial resources.

•	 At the National Standardization 
Secretariat for ITU‑T - General 
Level, which might not require any 
significant resources other than the 
time of the individuals taking part 
in this establishment phase, a dedi‑
cated budget would probably not 
be required. It should be expected 
that this situation would change 
shortly after the national process 
becomes operational, so funding 
should be one of the first issues 
addressed. 

•	 Some countries use a system that 
imposes fees on each government 
agency or other organization that 
participates in the national pro‑
cess, but that raises many practi‑
cal problems requiring additional 
resources to manage the financial 
aspects. It is more common that 
the Responsible Agency be given 
not only the responsibility for in‑
teractions with ITU, but also a 
budget to fulfill its responsibilities. 

•	 Consideration should be given to 
identifying a domestic group or 
company that is already support‑
ing national organizations engaged 
in technical matters, such as do‑
mestic standardization activities, 
or entities that provide logistical 
support to others for organizing 
meetings, maintaining documenta‑
tion and maintaining websites. The 
Responsible Agency could engage 
such an organization to provide 
the Secretariat Bureau functions for 
the National Standardization Secre‑
tariat for ITU-T.
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 If a Member State has been involved 
with ongoing ITU‑T activities and study 
groups, it might choose to implement 
its National Standardization Secretari‑
at for ITU‑T at the General Level, with 
a “light” national process, or it could 
implement the National Standardiza‑
tion Secretariat for ITU‑T at the Study 
Group Level to formalize and bring 
coherence to their existing prepara‑
tory and participation arrangements. 
The benefit of the Study Group Level 
is that establishment of permanent 
National Study Groups corresponding 
to the ITU‑T study groups of interest 
would provide more stability and more 
continuity, two important factors for 
success in standardization.

STEP 4:	 
Appoint support staff and a 
Secretariat Bureau

•	 The Responsible Agency would 
designate personnel (from its own 
agency or other government agen‑
cy, as agreed nationally) to serve 
as support staff for the National 
Standardization Secretariat.

•	 The Responsible Agency would 
designate government personnel 
or would contract with another 
organization to be the Secretariat 
Bureau for the National Standardi‑
zation Secretariat.

STEP 5:	 
Establish the necessary committees 
and appoint their leadership

Depending on the option chosen, the 
General Level, the Study Group Level 
or the Full Sector Level:

•	 The Responsible Agency would an‑
nounce creation of the NAC and 
T‑NAC and appoint the chairmen of 
the NAC and T‑NAC, as appropri‑
ate.

•	 The chairman of the T‑NAC would 
announce creation of the Nation‑
al Study Groups and appoint the 
chairmen of the National Study 
Groups, as appropriate.

STEP 6:	 
Begin operations

•	 The RA would assign responsibility, 
e.g., to the T‑NAC or other equiv‑
alent body, develop draft rules of 
procedure for RA approval for the 
National Standardization Secretar‑
iat for ITU-T.

•	 The ITU and ITU‑T would be in‑
formed of the appropriate contact 
names for communications be‑
tween ITU and the Member State 
(see Section 5 below). 
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5.  
Points of contact
The ITU will periodically request in‑
formation about the Member State 
and the names of those that the 
Member State has authorized to par‑
ticipate in the ITU under that Member 
States’ name. Some of the information 
requested is to identify to the ITU‑T 
the names and contact information of 
points of contact for various purposes. 

At the beginning of each four-year 
study period, each Member State, 
Sector Member, Associate and Aca‑
demia participant will receive a Circu‑
lar requesting contact names such as:

•	 Contact name for ITU‑T participa‑
tion by the organization.

•	 Contact names for ITU‑T commu‑
nications. The contacts receive Cir‑
culars, Collective Letters, reports.

•	 Contact name and postal address 
to receive a paper copy of Circu‑
lars, Collective Letters and reports. 
This is an “opt-in” service. If no 
request is made for a paper copy, 
none will be sent.

•	 TIES focal point – this person is 
contacted to approve requests for 
individuals to be assigned a TIES 
id and password under the Member 
State’s membership.

•	 AAP focal points - One contact point 
could be designated to receive all 
AAP Notifications or a different AAP 
focal point could be designated for 
each ITU‑T study group, regional 
group and TSAG. Designation of 
the AAP focal points is important 
for the membership, as an official 
response to an AAP Notification can 
only be submitted by the designat‑
ed focal point. Note that a technical 
contact name can also be included 
with the Member State’s response 
to an AAP Notification as the per‑
son who will be contacted for the 
comment resolution process.

E-mail notification of the post-
ing of AAP Notifications can be 
sent to any other TIES address 
requested.

Updates to most of these contact 
points can be made at any time on the 
online form found at http://www.itu.
int/en/ITU-T/info/Pages/circulars.aspx 

The Annex to the guidelines (which 
is available as a separate document)
shows an estimate of the volume of 
communications the RA and contact 
points should expect to handle during 
a typical 4-year study period, includ‑
ing Circulars, Collective Letters and 
Recommendation approval process 
notifications. This could be as high as 
approximately 500 communications 
every 4 years.

http://www.itu.int/en/ITU-T/info/Pages/circulars.aspx
http://www.itu.int/en/ITU-T/info/Pages/circulars.aspx
http://www.itu.int/en/ITU-T/info/Pages/circulars.aspx
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Abbreviations
AAP	 Alternative Approval Pro‑

cess

BSG	 Bridging the Standardiza‑
tion Gap

CS	 ITU Constitution

CV	 ITU Convention

D-NAC	 National Advisory Commit‑
tee for ITU-D

ICT	 Information and communi‑
cation technology

ITU	 International Telecommuni‑
cation Union

ITU-D	 ITU Telecommunication 
Development Sector

ITU-R	 ITU Radiocommunication 
Sector

ITU-T	 ITU Telecommunication 
Standardization Sector

MS	 Member State

NAC	 National Advisory Commit‑
tee for ITU

NSG x	 National Study Group for 
ITU‑T Study Group x

NSG	 National Study Group

Plenipot	 ITU Plenipotentiary Confer‑
ence

PP	 ITU Plenipotentiary Confer‑
ence

RA	 Responsible Agency for ITU

R-NAC	 National Advisory Commit‑
tee for ITU-R

SC	 Subcommittee

SG	 Study group

SM	 Sector Member

TAP	 Traditional Approval Process

TIES	 Telecommunication Infor‑
mation Exchange Service

T‑NAC 	 National Advisory Commit‑
tee for ITU-T

TSAG	 Telecommunication Stand‑
ardization Advisory Group

TSB	 Telecommunication Stand‑
ardization Bureau

WP	 Working party

WTSA	 World Telecommunication 
Standardization Assembly
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This report was written by Gary Fishman, Former Chairman of ITU-T 

Telecommunication Standardization Advisory Group (TSAG)

Please send your feedback and comments to bsg@itu.int.
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