T1M1oamp.X  XXX Meeting Report 





T1M1/200x-xxx, xx/xx/200x


T1M1oamp.x Subcommittee or T1M1oamp[.x] XXX Task Force Report

*** Text between < and > is a combination comment and information “fill in” guidance - to be removed in the final report ***

*** Text between *** and *** are comments to be removed in the final report. ***

*** This template should be used for Interim and Regular meetings.***

*** A ZIP file is recommended to consolidate Interim and Regular meetings (for a given quarter) for a given SC or TF – either in entirety or based on an intense work area as a subset of the total work – as appropriate. ***

1 CALL TO ORDER (INTRODUCTION, ATTENDANCE)

Chair:
<name, contact info>

Vice Chair:
<name, contact info>

Meeting Notes Preparer:
<name, contact info>

Meeting Dates:
<xx/xx/200x to xx/xx/200x>

Meeting Start Date/Time:
<xx/xx/200x; xx:xx AM/PM (xxx Time Zone)>

Meeting Type (e.g., F2F):
<face to face, virtual meeting , or conference call>

Meeting Location:
<location or NA>

Additional Meeting Info:
<host, conference bridge, etc.>

Attendance List:
See attached. 

2 PROPOSED AGENDA - REVIEW AND APPROVAL 

1. Call to Order (Introduction, Attendance)

2. Proposed Agenda - Review and Approval 

3. Previous Meeting Notes - Review and Approval 

4. Chair Comments/Report

5. General Liaison and Cross-Committee Reports

6. Meeting Plan and Schedule

7. Consideration of Issues and Work Items

For each Issue or work item: Issue (Title, Number), Contributions (documents) toward Issue, Discussion (key consensus and disagreements), Issue/Work Status Update, and Action Items

*** Add list of Issues or other details. ***

8. Closing Items and Summary (e.g., announcements, breakout team summaries, action summaries)

9. Upcoming Meetings

10. Adjournment

3 PREVIOUS MEETING NOTES - REVIEW AND APPROVAL 

*** Seek comments or objections to previous posted Meeting Notes. ***

*** If OK, state: “Approved as posted.” ***

4 CHAIR COMMENTS/REPORT

*** Optional Report/Comments  by Chair or Vice Chair on general interest to the Subcommittee or Task Force. ***

*** If no comments, state: “Comments will be provided as needed during the meeting.” ***

5 GENERAL LIAISON AND CROSS-COMMITTEE REPORTS

*** Brief reports by liaisons – as appropriate. Details can be postponed for Issue discussion. ***

*** If no reports, state: “Reports and information will be provided as needed during the meeting.” ***

6 MEETING PLAN AND SCHEDULE

*** Optional for use in a long meeting or multi-day meeting. ***

*** Optional: Add list of Issues and schedule for Issue consideration. ***

*** Bundle Issues/work as needed, e.g., 5 year ANS review Reaffirmation recommendations. ***

*** If plan is simply the structure of the next section, state: “The Meeting plan is reflected in the next section.” ***

7 CONSIDERATION OF ISSUES AND WORK ITEMS

*** Optional: Add list of Issues ***

7.1 < Issue Title>

Issue Number: <xxxx>

Issue Submission Date:  <xx/xx/200x>

Issue Acceptance Date:  <xx/xx/200x>

*** Optional: Provide other summary Issue info as needed. ***

7.1.1 Contributions for Issue/Work Item Consideration 

*** Provide a list of document numbers. An appendix can be provided that contains a two column table of all documents considered during the meeting (see attached). ***

*** Optional: Insert document table (see attached) for issue specific documents. ***

7.1.2 Discussion (key consensus, key disagreements, patent disclosures, etc.)

*** Capture just key points. If a company wants an explicit statement in the notes, then solicit help from them to write it ASAP. ***

7.1.3 Issue/Work Status

Issue/Work Condition – Not Accepted? Favorable? CONCERN? JEOPARDY? w/Comments (Note Changes)
Final Closure

Target Date

(Note Changes)
Additional Comments 

(Dependencies, etc.)

<Status: Not Accepted (yet) or Favorable or CONCERN or JEOPARDY>

<Add Comments as needed – especially for CONCERN or JEOPARDY>

*** Highlight the Issue/Work Status as needed. Green: Favorable; Yellow: CONCERN; Red: JEOPARDY ***

 *** Make note if an Issue Status change occurred or Issue/Work Condition change occurred. ***



7.1.4 Action Items and Requests

*** Interim Meeting requests details can be provided in Section 9 (“Upcoming Meetings”). *** 

*** See Section 9 Upcoming Meetings Table. ***

Actions (LB/DLB, Liaisons, Interim Meetings, ITU/USA Position, etc.)
Contact Person 


Details and Supporting Info  

(Primary Docs/Titles, LB Consideration Doc, Meeting Info, Issue Status Change, etc.)

























8 CLOSING ITEMS AND SUMMARY

*** Optional – use as needed – especially for a Subcommittee with Task Forces. ***

*** If no summary needed, state: “No summary requested or needed.”

9 UPCOMING MEETINGS

*** Use the following Table that is compatible with the Consolidated Meeting Document. ***

Meeting Date

xx/xx/0x
Meeting Time (ET - NYC)
Meeting Duration (Hours)
Meeting Purpose and/or Agenda


Meeting Contact


Additional Info (e.g., Conf Bridge)


















































10 ADJOURNMENT

<Adjournment Date/Time:   xx/xx/200x; xx:xx AM/PM (xxx Time Zone)>

Attachment – Attendance List

*** Note: The following table is compatible (e.g., copy/paste) with the integrated Committee Roster (spreadsheet). ***

Name 

(Last, First)

* Put  { } 

Around New * 
Company
Email
Phone
Meeting Attendance (Specific Dates, All Dates, etc.)























































































































































Attachment – Meeting Document List
**** Optional list. Copy and paste from document list from the Committee web site. The results from the Document Search provide the cleanest two column format for copying/pasting. ***

Contribution (doc number)
Contribution Title/Description









































































Attachment – Issue Consideration Template

10.1 < Issue Title>

Issue Number: <xxxx>

Issue Submission Date:  <xx/xx/200x>

Issue Acceptance Date:  <xx/xx/200x>

*** Optional: Provide other summary Issue info as needed. ***

10.1.1 Contributions for Issue/Work Item Consideration 

*** Provide a list of document numbers. An appendix can be provided that contains a two column table of all documents considered during the meeting (see attached). ***

*** Optional: Insert document table (see attached) for issue specific documents. ***

10.1.2 Discussion (key consensus, key disagreements, patent disclosures, etc.)

*** Capture just key points. If a company wants an explicit statement in the notes, then solicit help from them to write it ASAP. ***

10.1.3 Issue/Work Status

Issue/Work Condition – Not Accepted? Favorable? CONCERN? JEOPARDY? w/Comments (Note Changes)
Final Closure

Target Date

(Note Changes)
Additional Comments 

(Dependencies, etc.)

<Status: Not Accepted (yet) or Favorable or CONCERN or JEOPARDY>

<Add Comments as needed – especially for CONCERN or JEOPARDY>

*** Highlight the Issue/Work Status as needed. Green: Favorable; Yellow: CONCERN; Red: JEOPARDY ***

 *** Make note if an Issue Status change occurred or Issue/Work Condition change occurred. ***



Attachment – Agenda Template
1. Call to Order (Introduction, Attendance)

2. Proposed Agenda - Review and Approval 

3. Previous Meeting Notes - Review and Approval 

4. Chair Comments/Report

5. General Liaison and Cross-Committee Reports

6. Meeting Plan and Schedule

7. Consideration of Issues and Work Items

For each Issue or work item: Issue (Title, Number), Contributions (documents) toward Issue, Discussion (key consensus and disagreements), Issue/Work Status Update, and Action Items 

*** Add list of Issues or other details. ***

8. Closing Items and Summary (e.g., announcements, breakout team summaries, action summaries)

9. Upcoming Meetings

10. Adjournment
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