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1
Management Team

The management team consists of the chairman and various vice-chairmen. The members can be found at http://www.itu.int/ITU-T/focusgroups/climate/index.html. 
2
Secretariat

TSB provides the Secretariat function for FG ICT&CC (tsbspd@itu.int).
3
Working methods and procedures

The working methods and procedures of the Focus Group shall comply with ITU-T Recommendation A.7 and as further elaborated in this document. 

4
Participation

Participation is in accordance with ITU-T Recommendation A.7 and as specified in TSB Circular Letter 228. A list of participants for each meeting is to be maintained for reference purposes.

5
Meeting frequency and venue
The frequency and location of meetings will be decided by the FG ICT&CC. In order to facilitate travel arrangements by participants (e.g. visa requirements, airline and hotel bookings), announcements for meetings should be made as soon as practical but not later than four weeks prior to the start of the meeting. Meeting announcement for the subsequent FG ICT&CC meeting shall be made at the preceding FG ICT&CC meeting and the respective information shall be made available via TSB Circular letter as well as the FG ICT&CC email reflector and the FG ICT&CC website. 
6
Working language

The language to be used in meetings and all documents shall be English. 
7
Document types and Deliverables 
FG ICT&CC has the following type of documents:

· Contributions from FG ICT&CC participants. Input documents shall give a point of contact(s) and should indicate intended working group(s). 
· Liaison statements from other organizations.
· Administrative documents from the Management/Leadership Team or the TSB.
· Documents: 
· Working Documents (WD) any text that is put in a WD shall have the consensus of the working group. The WD serves as a basis for discussion for the future FG ICT&CC meeting(s). Future changes to the WD shall be initiated via a written contribution. The working documents shall be approved at the closing plenary of the working group which owns it. Discussion on working group issues will not be done in the FG ICT&CC plenary if the WD is for work in progress. Exceptions may be made if the working group cannot develop a consensus position on its own with regards to the document. 
· Liaison statements: Liaison statements are prepared by the working groups or FG ICT&CC management. All liaison statements initiated by the working group shall be approved by the working group and then at the FG ICT&CC closing plenary. The management initiated liaison statements shall be approved at the FG ICT&&CC closing plenary. 
· Meeting reports of working groups: Leaders of each WG will submit a meeting report to their closing plenary for approval. 
· Meeting report of FG ICT && CC Chairman: The FG ICT&CC Chairman will submit a meeting report to the closing plenary for approval. 
Documents are each organized in a single series of documents and numbered using one continuous numbering series for all FG ICT&CC meetings.

All FG ICT&CC documents will be available only in electronic format. All FG ICT&CC documents will be made publicly available on the website. At times other SDOs and fora and consortia with a restricted publication policy may need to be alerted that their submissions would be made publicly available.
Templates to be used for all documents are available at 
http://www.itu.int/ITU-T/focusgroups/climate/ 
8
Submission and distribution of input documents

FG ICT&CC meetings shall operate in a paperless mode.
Participants shall submit documents for input to the Focus Group in electronic form to the TSB Secretariat at tsbspd@itu.int. Input documents shall reach tsbspd@itu.int at least 5 days prior to the scheduled meeting of FG ICT&CC. 
Incoming liaison statements are accepted at any time. 
9
Processing of input documents
Input documents will be assigned to working groups by the FG ICT&CC opening plenary. 

All working groups are responsible for the processing of input documents assigned to their groups. All submitted contributions shall be discussed and decisions need to be made regarding disposition of the document. No contribution shall be carried forward and meeting discussions should be limited to documents submitted into the current meeting. 

10
Transfer of documents to the parent study group

When a working group has agreed that work on a WD is complete and can be forwarded to its parent, TSAG, the document needs to be approved at both the working group plenary and the FG ICT&CC plenary.  When the FG ICT&CC closing plenary has approved the WD as being complete, the WD will be forwarded to TSAG. 
12
Patent policy

The ITU-T patent policy and patent declaration procedures shall be used (see www.itu.int/itu-t/dbase/patent/index.html). 

13 
Email reflectors and website 
The FG ICT&CC web site is http://www.itu.int/ITU-T/focusgroups/climate/index.html .
The FG ICT&CC email reflector is fixit@itu.int . To subscribe to the FG ICT&CC mailing list, a request needs to be sent to the FG ICT&CC Secretariat (fixit@itu.int). There are no separate email reflectors for the different working groups. When submitting an email it is recommended to include the WG’s number in the message subject header if the email is specific to a particular Working Group, e.g.
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