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Rapporteurs are encouraged to contact the SG 16 Chairman, the Vice-Chairmen, the Working Party Chairmen and the TSB staff if they have any questions.  We are here to help you!!








(Note:  This manual is meant to be a help to you in your activities as a Rapporteur.  We encourage comments to make it better.)





The use of EDH in your activities is encouraged.  TSAG has an active program to expand  the use of EDH in the ITU-T, and the ITU-T is in the process of implementing more EDH procedures.   We intend to keep you updated.  














TABLE OF CONTENTS





     0.  Draft recommendations to be translated





     1.  Introduction


          1.1  Purpose of Manual


          1.2  Study Group 16 Lead Role for MM


          1.3  Rapporteur Responsibilities


          1.4  Associate and Liaison Rapporteurs and Editors 


          1.5  Need to follow correct procedures


          1.6  Terms of Reference for Rapporteur





     2.  General work methods


          2.1  Meetings and correspondence


          2.2  Work Program


          2.3  Progress reports


          2.4  List of experts





     3.  Rapporteur Meetings


          3.1  Approval of terms of reference, dates and location


          3.2  Documents-Contributions


          3.3 Justification for meeting


          3.4  Who can attend  


          3.5  Final approval of the meeting


          3.6  Invitation to the meeting


          3.7  Conduct of the meeting - decisions


          3.8  Complying with the agenda, and "Other Business"


          3.9  Patents


          3.10  Liaison statements


          3.11  Rapporteur Meeting report





     4.  Working Party Meeting Reports





     5.  Preparation of Recommendations


          5.1  Basis of new or revised Recommendations


          5.2  Responsibility for text


          5.3  Quality


          5.4  Form, supplements, references


          5.5  Previously translated text





     6.  Defects in Recommendations and Implementor’s Guides





     7.  Relations with Forums and Consortia





     8.  Making Decisions - Consensus





     9.  Use of EDH





     10. Relevant ITU-T References





     








SPECIAL ATTENTION








O.  DRAFT RECOMMENDATIONS TO BE TRANSLATED





This section is put at the beginning of this manual because of its importance.  It deals with the subject of translation of draft recommendations.  Please read it now and whenever you submit a draft for translation.





The cost of translation is a very large part of cost of the production of a Recommendation.  Thus, to control this cost, the following is MANDATORY.





1.  Any draft recommendation for translation must be in the hands of the TSB at least four months before the starting date of the SG decision meeting.





2.  For any draft recommendation that has been previously translated, i.e., the present draft is a revision of a previously issued Recommendation or the present draft is a revision of a draft recommendation which was translated and then withdrawn from the approval process or was postponed, the following must be supplied to the TSB in paper form and/or electronically.  The revised version            (2, below) MUST be supplied in electronic form.





	1)  The original Recommendation or the previously translated draft 		recommendation with the changes from the previous version clearly 	marked, i.e., side bars, different type face, etc.





2)  The revised version with all revisions incorporated, i.e., the version to be decided by the SG.





	3)  A list of the changes with clear reference to their location.





Any departures from these rules could result in the postponement of the decision until a later Study Group meeting.








1. INTRODUCTION





1.1 Purpose of Manual





WELCOME and THANK YOU for taking on the job of a Rapporteur.  





This manual is meant to guide you in your day-to-day performance of the task given to you as a  Rapporteur - perhaps the most important position in the Study Group.  Your position is even more important in this new Study Group since SG 16 will be carefully watched to see if it represents an ITU-T which is more responsive to the rapid changes in telecommunications.





The manual covers the requirements for meetings, the preparation of Recommendations, and the necessary reports.  If  you have any questions, please contact the SG Chairman, any of the Vice-chairmen or Working Party


Chairmen, or the TSB Counselor.  Please make use of these people if you have any questions, problems or suggestions.  They are available to make your job easier.  We also welcome your comments on this manual.





The baseline documents you should be familiar with are listed below in Section 10.  They cover many areas not in this manual.  These documents are also referenced in the various sections below.





1.2  Study Group 16 Lead role for MM





SG 16 has been assigned as the Lead Study Group on Multimedia Services and Systems.  SG 16 studies the core questions and, in addition, "has the responsibility to define and to maintain the overall framework and to coordinate, to assign (recognizing the mandates of the Study Groups), and to prioritize the studies to be done by the SGs and to ensure the preparation of consistent, complete and timely Recommendations." (Res.1,Sect 2.1.7)  SG 16 will also coordinate with bodies outside of the ITU, e.g., other standards bodies and forums and consortia.





1.3  Rapporteur Responsibilities





You have been delegated responsibility for the detailed study of one or more Questions or parts of a Question. Generally, these studies result in new or revised


Recommendations, but you should not feel under any obligation to prepare a Recommendation  unless there is a clear need. Otherwise, work should be stopped. (Rec.A.1, Sect.2.2.3.7)





You are also responsible for liaison with other related groups unless Liaison Rapporteur(s) are appointed (Rec. A.1,Sect.2.3.3.4).





1.4  Associate and Liaison Rapporteurs and Editors





You may propose Associate Rapporteurs, Liaison Rapporteurs or Editors to assist you.  These must be endorsed by the Working Party.





1.5  Need to follow correct procedures





Normally, somewhat informal procedures are acceptable for Rapporteur Groups.  However, you must be particularly careful and follow the correct procedures if there is any possibility of conflict between the positions taken by participants in the Rapporteur Group, or between different Rapporteur Groups or different Working Parties or different Study Groups.





1.6   Your Terms of Reference





You must receive clear written terms of reference from the WP.  These terms of reference can be those prepared in the WP for the guidance of the Rapporteur meetings. (Rec.A.1, Sect 2.2.3.14) (See also section 2.2, below.)








2.  GENERAL WORK METHODS





2.1 Meetings and Correspondence





You and your group of experts are given much latitude with respect to work methods.  However, as a general principle, work by correspondence is preferred (including telephone FAX and EDH methods), and the number of actual meetings should be kept to a minimum.(Rec.A.1,Sect.2.3.3.5) See Section 9, below, for a discussion on the use of EDH.





2.2  Work Program





In consultation with your group of experts, you should prepare a work program which lists the tasks to be done, results anticipated, specific milestones, etc.  (See Rec.A.1 Appendix I for details.)  The work program should be updated at every Working Party meeting and documented in the report of the WP.





2.3  Progress Reports





You must prepare a Progress Report as a Temporary Document for each SG meeting (or WP meeting, if the WP meeting is held separately from the SG meeting).  


This report should reflect the activities, correspondence, conferences or meetings of your Rapporteur group since the last SG (or WP) meeting. If you have held Rapporteur meetings and have made reports (see 3.11, below) you should not duplicate them but should make reference to them in this Progress Report.





2.4  List of experts





You should maintain a list of active collaborators or experts with whom you correspond and who are specifically invited to and are provided with the details of any meetings. This list should be updated at each SG or WP meeting and the current list provided to the TSB.  You should indicate those experts which are not associated with an ITU-T member company.  The TSB can supply you with membership information.





3.  RAPPORTEUR MEETINGS





Organizing and chairing a Rapporteur Meeting (between SG meetings) is one of your most important jobs and the one most prone to problems.  Basically, such a meeting is held only when necessary, and it must be open to ALL ITU-T members, not just those experts referred to above.  In general, the rules below are meant to ensure that all meetings you call will be OPEN to ITU members.





3.1  Terms of reference, dates and location and approval





The specifics of a planned Rapporteur meeting should be approved at a WP meeting and included in the WP (and SG) Report.  These specifics include the terms of reference for the meeting, the tentative dates, location and host.





In exceptional cases, an unplanned Rapporteur meeting may be held when there is a proven need for it.  In this case, the SG and WP Chairmen and TSB must approve, and the proposed meeting announced (via the TIES system) at least two months before the meeting.





3.2  Documents-Contributions





Any document from a participant in the meeting should be available to you and to all the participants before the meeting through the use of EDH.  At a minimum you should have the source and title to include in the invitation letter.  A "late, unannounced" document hand carried to the meeting should be accepted only with the consensus of the meeting participants.  This policy should be stated in the invitation letter.





3.3  Justification for the meeting.





A meeting may only be held if there are a sufficient number of contributions in hand or promised.  The contributions should not be from only one or two members


or only from the Rapporteur.  If this is the case, no meeting should be held, and the progress of the studies should be by correspondence.





Since it may be difficult to cancel a meeting, you should discuss the situation with your WP Chairman early if it appears there will be few contributions.





 3.4  Who can attend?





All Rapporteur meetings are OPEN to ITU-T Members.  





The Rapporteur may also invite non ITU-T experts as appropriate (Res.1, Sect. 2.3.1).  These experts can only attend with your explicit invitation. This in no way is intended to exclude participation by those you believe will be valuable contributors.  Rather, you should know before a meeting just who is planning to attend, if only to plan the facilities needed.  If other experts show up  uninvited, it is suggested that you discuss their presence with the ITU-T experts (in private) to decide whether they should stay or not.  In the end, however, it is your decision.





An "uninvited expert" may not be familiar with the ITU-T procedures and the expert may have incurred considerable expense to attend the meeting.  Thus, "sending him home" should be a last resort.  You should organize your meetings so that this is a rare occurrence.





3.5  Final approval of the meeting.





AT LEAST FOUR weeks prior to the date of the meeting,  an e-mail message (or FAX) must be sent to the WP and SG Chairmen requesting final approval to hold the meeting. This request should  be a draft of the invitation letter which should include the final terms of reference, the identification of in-hand or promised contributions


by title and source, the dates and agenda, and the location and host of the meeting.  Note if the meeting is being held in conjunction with other meeting(s).





3.6 Invitation to the meeting





AT LEAST THREE weeks before the meeting, the invitation letter (see above)  must be sent to those on the list of experts, to those providing contributions and to the TSB and SG and WP Chairmen.  (A letter or FAX should be sent to those on your list who do not have access to e-mail.)  If the meeting is being held in conjunction with other meetings, a single invitation letter may be composed by the involved Rapporteurs .  





7  Conduct of the meeting - decisions





You are the chair of the meeting although you may delegate this responsibility to others for specific issues.    





Before the close of the meeting you must clearly sum up the significant aspects of the meeting including the points of agreement and disagreement.  These should be written so that there is very little chance for misunderstanding. It is particularly important to document any decision taken which was not unopposed (see Section 8, below).





3.8  Compliance with the schedule, and "Other business"





Some members may attend only a part of the Rapporteur meeting and base their attendance on the published agenda of study items.  Thus, it is important to adhere to the published schedule.  If it is absolutely necessary to make a change in the agenda, this should be transmitted to all as early as possible.





Also, the meeting should stick to discussions within the terms of reference, particularly if controversial issues might be discussed.  This is important because some members may rely on the terms of reference to determine whether or not to attend.  Do not discuss any controversial items under "other business".





3.9  Patents





At the beginning of every meeting you should ask whether anyone has knowledge of patents, the use of which may be required to implement the Recommendation being


considered.  The fact that the question was asked along with the responses must be in your report of the meeting. (Rec.A.1, Sect. 1.4.8)





3.10  Liaison Statements 





This subject has generated much discussion in many meetings but the rules are quite simple.





You are authorized to send agreed liaison statements directly from your Rapporteur meeting to other ITU SGs, WPs and Rapporteur groups and to ISO.  In fact, you personally should ensure that any liaison statements will be received in time by the appropriate Rapporteur when his/her related meeting is to be held in a short time.  The TSB Counselor will assist you in the distribution.  





If you wish to communicate with any other body, contact the Counselor, your WP Chairman or the SG Chairman.  Forums and consortia are covered in section 7, below.





The LS must include the information in Rec. A.1, Sect.1.4.5, and you must use the template for Liaison Statements in Figure 1.   It is important that you indicate in the APPROVAL section that the liaison statement has been "Agreed to at the Rapporteur Group Meeting".  This is to make sure that the receiving organization knows that it has not yet been approved by the WP or SG.  Send copies of any liaison statements to the SG Chairman, WP Chairmen and the TSB Counselor within one week of the conclusion of the meeting.





3.11  Rapporteur Meeting Reports





A meeting report must be prepared soon  (preferably within one week) after the conclusion of each meeting and submitted to the TSB.  The report should include:


	1.  Dates and venue


	2.  Chair of the meeting


	3.  Attendance list with affiliation


	4.  Agenda of meeting


	5.  List of documents considered with source


	6.  Summary of technical inputs


	7.  Summary of results


	8.  Liaison statements sent to other organizations





4.  WORKING PARTY MEETINGS AND REPORTS





You may be asked to chair a meeting of a working team during the time the SG or WP is meeting.  These meetings are not the same as the Rapporteur meetings described above and the more strict rules of the WP or SG apply - especially those


that relate to document submission and approval.  (Rec.A.1,Sect.1.4.4)





You will probably also be asked to prepare a portion of the WP Report in the standard format for SG 16.  Each WP report consists of two parts.       (Rec.A.1.Sect.1.5.1)





PART I of WORKING PARTY REPORT





     1. General, introduction





     2. Organization of work


          2.1 Documentation


          2.2 Division of work (if necessary)


               - terms of reference


          - allocation of documents





     3. Particulars of  Editors, of liaison Rapporteurs to ITU SGs and to other                                     standards organizations, and of those WP members who will follow the work of other organizations, such as forums and consortia. (NOTE:  The particulars of the Question Rapporteurs will be in the SG Report.)





(Parts 1,2 and 3 will usually be prepared by the WP Chairman.  The various pieces of part 4 will generally be prepared by the Rapporteurs.)





     4. Results


          4.1 General


          4.2 Question a/16 - Title


              4.2.1 Short report of the discussions


              4.2.2 Agreements reached


	  4.2.3 Reference to draft recommendations in part II


              4.2.4 List of liaison statements produced


	  4.2.5 General discussion of future work including meetings, specific work 


		items, requests for contributions, etc.





     (NOTE:  The SG Report will include the DETAILS for ALL questions and ALL 


	meetings.  The WP Report should draw attention to this.)





     5. List of attachments, e.g., general work plan for a question or draft 	recommendation,  baseline documents, etc. 





PART II OF THE WORKING PARTY REPORT





Part IIA





This part consists of the text of two types of draft recommendations:





IIA.1  Draft recommendations which have been “determined” and for which the final text will be supplied by the Rapporteur at least four months before the next SG meeting for translation.  This text may alternatively appear in some other document,e.g., a TD or a Delayed Contribution.


	


IIA.2  Draft recommendations for which the text is stable and which are planned for determination at the next SG meeting. This text may alternatively appear in some other document,e.g., a TD or a Delayed Contribution 





Part IIB





This part consists of the final text of draft recommendations which have been determined .  This text will be translated.





In addition, the WP will provide some or all of the following TDs to the SG Plenary for inclusion in the SG report.  





(Note, the reason for the many TDs is to permit easy merging for the SG report)





-One TD which incorporates all the liaison statements.





-One TD which is the update of the SG 16 Status Report for Recs.





	     -One TD which gives the details of future Rapporteur meetings.			


	     -One TD which gives the text of proposed draft new or revised questions.


 


	     -One or more TDs, each of which is the latest Implementor’s Guide for a 		particular Recommendation.





5. PREPARATION OF RECOMMENDATIONS





5.1  Basis of a new or revised Recommendation





You and/or the editor do the major work in the preparation of a Recommendation  This may include much of your original thought.  You must be careful and


make sure that a Recommendation is based on written contributions from ITU-T members, not just your own ideas.  (Rec.A.1,Section 2.3.3.9)





5.2  Responsibility for text





You are responsible for the quality of the text, even though the editor may have done most of the editing Your responsibility includes the final review of the original text prior to submission for publication. (Rec.A.1,Section2.3.3.8)  You should also verify that no errors were introduced during the processing of the text by the TSB.





5.3  Quality





TSAG is presently studying the issue of quality of Recommendations, e.g.., the extent to which a Recommendation can be implemented and interoperate.  More


will be said of this later in this study period.  For now, you should ensure, to the extent possible, that a Recommendation does not contain options which affect the


ability for systems to interoperate which are designed to the Recommendation.  (See Section 8 ). Again, to the extent possible, there should be evidence that one can actually implement the Recommendation.





5.4  Form, supplements, references





Recommendation A.3 specifies the form of the Recommendation. Resolution 5 discusses supplements to Recommendations. Basically, supplements are only informative, and should be limited in number and volume.





A Recommendation can refer normatively to standards produced by other recognized standards organizations.  You must be very cautious, however, to identify the relevant issue of the referenced standard unambiguously since the current standard may be updated by the other standards body.  There is still study going on in TSAG on what standards can be referenced, and a draft recommendation A.xx has been determined.  You should consult with the SG or WP Chairmen or the TSB.





5.5  Previously translated text





See Section 0, above.





6.  DEFECTS IN RECOMMENDATIONS and IMPLEMENTOR’S GUIDES (Res.1, Sect. 8.7)





You have the responsibility to keep a record of defects (e.g. typographical errors, ambiguities, editorial errors, omissions, inconsistencies, technical errors) which are found later in Recommendations.  An Implementor’s Guide should be prepared which records these defects and their status of correction.  The Guide may also contain helpful hints to the implementor.  This Guide will be periodically issued in the SG 16 Report. (Res.1, Section 8.7)





To the extent possible, defects which are identified since the last issue of the Guide should be provided to the TSB Counselor at least three months prior to the next SG meeting so that they can be referenced in the Director's invitation to the meeting.








7.  RELATIONS WITH FORUMS AND CONSORTIA )





Your responsibilities (or those of the Liaison Rapporteur) include communications with Forums and Consortia. Rec. A.4  addresses the process.  However, before you communicate with such an organization or enter into any formal dialog, you should first become familiar with Recommendation A.4 and also check with the SG Chairman or the TSB Counselor or your WP Chairman.





8. MAKING DECISIONS - CONSENSUS





One of the more difficult tasks that a Rapporteur faces is to determine when a draft recommendation has had sufficient discussion by the Experts Group and consensus


has been achieved.   Unfortunately, there is no single definition for consensus although it is genrerally agreed that consensus requires that all views and objections be considered and that an effort be made towards their resolution.   One definition states that consensus must be more than a simple majority but not necessarily unanimity.  Another definition states that there are no sustained objections.  





Since the discussion of the meaning of consensus is never ending, this section will not continue this discussion but will concentrate on procedures you might consider when the group of experts (or you) must make a decision. 





The following are some situations which could alert you that the time is ripe to make a decision and to forward the draft recommendation to the next level.





1.  The subject has already had full discussion in at least one other meeting, and no new material has surfaced.





2.  The positions of the experts have remained unchanged, despite full hearing of all viewpoints.





3.  The only objections remaining are from one or two experts and efforts at compromise have been unsuccessful.





Often in a meeting, only a few attendees will participate in the discussion on a controversial issue.  This makes it difficult for you to know the feelings of the meeting.  


  


If you do not need to decide at the present meeting, one useful decision making tool is to agree in the present meeting to make the final decision on the draft at the next meeting.  This can encourage the participants to work out their differences in the intervening period.





If the discussion seems to be going nowhere and time is running out or if there is a  general feeling that the group must move forward at this meeting,  you may, as a last resort, use a tool called indicative voting. You recess the meeting for a few minutes to allow each organization present to decide on their position and to write this on a piece of paper which they give to you.  The meeting is then  reconvened and you tally the votes - one vote per organization - and then announce the results.





The identity of the organizations need not be indicated.  There have been cases where, in a meeting, a vendor of products/services has one view while the customer of that vendor has another.  In public the vendor must support the customer.  In a private indicative vote, however, the real positions may emerge.





As mentioned, this method should be used when others fail.  Indicative voting will not, by itself, indicate that you can make a decision.  It may show, however, that the minority view is small, and this may induce this minority to give up the fight.





It is important that you do not accommodate a small minority view by including options in a Recommendation which will prevent interworking or unduly complicate the Recommendation.





Any unresolved issues should be clearly documented when forwarding a draft recommendation for consideration to the Working Party or Study Group.  





9.  USE OF EDH





This is discussed in Temporary Document 45 (Gen) of the March 1997 Study Group 16 meeting.





10. REFERENCES  (All from WTSC, Geneva 1996, unless otherwise noted)





Resolution 1 - Rules of procedure of the ITU-T


Resolution 2 - Study Group Responsibility and Mandates


Resolution 5 - Supplements to ITU-T Recommendations


Recommendation  A.1 - Work methods for Study Groups of the ITU-T


Recommendation  A.2 - Presentation of Contributions to the ITU-T


Recommendation  A.3 - Elaboration of text, etc., for ITU-T Recommendations


Recommendation  A.4 - Communication Processes - Forums and Consortia
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