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Preface
The Industry Numbering Committee (INC) provides a forum for customers and providers in the telecommunications industry to identify, discuss, and resolve national issues that affect numbering.  The INC is responsible for identifying and incorporating the necessary changes into this document.  All changes to this document shall be made through the INC issue resolution process and adopted by the INC as set forth in the ATIS Operating Procedures.

This document is maintained under the direction of ATIS and the INC.  It is distributed exclusively by ATIS.

Disclaimer and Limitation of Liability
The information provided in this document is directed solely to professionals who have the appropriate degree of experience to understand and interpret its contents in accordance with generally accepted engineering or other professional standards and applicable regulations.  No recommendation as to products or vendors is made or should be implied.

NO REPRESENTATION OR WARRANTY IS MADE THAT THE INFORMATION IS TECHNICALLY ACCURATE OR SUFFICIENT OR CONFORMS TO ANY STATUTE, GOVERNMENTAL RULE OR REGULATION, AND FURTHER NO REPRESENTATION OR WARRANTY IS MADE OF MERCHANTABILITY OR FITNESS FOR ANY PARTICULAR PURPOSE OR AGAINST INFRINGEMENT OF INTELLECTUAL PROPERTY RIGHTS.  ATIS SHALL NOT BE LIABLE, BEYOND THE AMOUNT OF ANY SUM RECEIVED IN PAYMENT BY ATIS FOR THIS DOCUMENT, WITH RESPECT TO ANY CLAIM, AND IN NO EVENT SHALL ATIS BE LIABLE FOR LOST PROFITS OR OTHER INCIDENTAL OR CONSEQUENTIAL DAMAGES.  ATIS EXPRESSLY ADVISES THAT ANY AND ALL USE OF OR RELIANCE UPON THE INFORMATION PROVIDED IN THIS DOCUMENT IS AT THE RISK OF THE USER. 
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1. Issue Acceptance
INC subcommittees are delegated with the authority to accept INC issues on an exception basis in order to facilitate the subcommittee’s work. The general practice, however, is for INC to accept new issues during the General Session.

2. Issues in Initial Closure
INC subcommittees have been delegated the authority to place issues in Initial Closure. When an INC issue is placed in Initial Closure, industry participants have 21 calendar days from the date the initial closure resolution was posted to the ATIS website, and notification of Initial Closure was distributed via the INC e-mail exploder list, to raise objections. If no objections are raised pursuant to the ATIS Operating Procedures, the issue status automatically changes to Final Closure, and the INC Administrator notifies the INC via the exploder list that the issue has moved to Final Closure. 

Should an industry participant raise an objection to an Issue going into Final Closure, the participant shall provide to the administrator a rationale for the objection or bring new substantive information that directly impacts the resolution within the 21 calendar days prior to Final Closure: 

· The INC Administrator will notify the INC Leadership and affected Subcommittee Leadership that an objection to the Issue going into Final Closure has been received. 

· If the objection is administrative, the INC Administrator will work with the participant objecting to Final Closure and notify them that the change suggested may be made without formal objection to Final Closure. The administrative correction will then be noted during the next General Session. 

If the objection is Non-Administrative, INC leadership will work with the affected Subcommittee leadership and the objector to determine a schedule for addressing the objection.

· The INC Administrator will then announce the receipt of an objection that is non-administrative with the schedule for addressing the objection via the INC exploder list within 2 business days of the original objection. This announcement will include either the objection with rationale or new substantive information. 

· The INC or its relevant subcommittee shall determine at the next INC meeting via consensus if the Issue should be revisited, in which case it would be placed in Active status; or go to Final Closure if no further work is required, as long as 21 calendar days have passed since the Issue’s Initial Closure, the resolution statement was posted on the ATIS Web Site and notification of Initial Closure was distributed via the email exploder list. (See ATIS Operating Procedures 5.3.3) 
3. Guidelines Amendment Process for Issues Generating NANPA or PA Change Order
Although INC resolves and closes an issue, certain guideline changes may not be posted/effective until NANPA and/or PA submits a change order to the FCC and the FCC renders a decision.  Such issues are held in an “Initial Pending” status until the outcome of the change order is known.

When applicable, INC resolution statements should contain a template statement that states: “Implementation of this resolution may be delayed until the outcome of a potential NANPA and/or PA change order is known.”

A. NANPA

If the Initial Closure of an issue triggers a NANPA Scope of Work Change, NANPA has up to 30 days to submit an assessment regarding the impact of scope of work, time and costs to the INC, the NANC and the FCC.  The issue is then placed in Initial Pending status and remains there, pending the FCC’s acceptance or rejection of the NANPA Scope of Work Change. 

B. PA

If the Final Closure of an issue triggers a PA Change Order, the PA has up to 15 days to submit a Change Order to the NANC and FCC. Within 14 calendar days after an issue is placed into Final Closure, the PA will notify ATIS regarding which issues in Final Closure will trigger a PA change order. ATIS will notify the INC and update the status of the issue from Final Closure to Initial Pending.  The issue will remain in an Initial Pending status pending the acceptance or rejection of the PA change order by the FCC. 

When the outcome of a PA Change Order or NANPA Scope of Work Change is known, and if the PA Change Order or NANPA Scope of Work Change alters the issue resolution, INC will then revisit the resolution statement.  The issue status may change to Active, or Initial Pending.  Coordination with the NANPA and/or PA regarding implementation or issuance of guidelines will be determined at the next INC meeting as follows:

When the FCC acts on PA Change Order/NANPA Scope of Work Change initiated by an INC issue, the PA/NANPA will notify the INC of the “Approved” status of the PA Change Order/NANPA Scope of Work Change at the subsequent INC meeting, and the following addendum will be inserted into the resolution of the associated INC issue.

“ADDENDUM: On <date> the FCC approved NANPA/PA Change Order <#>.  However, this issue resolution will not be effective until the implementation of PA/NANPA Change Order <#>.”

If the FCC rejects a PA Change Order/NANPA Scope of Work Change initiated by an INC issue, PA/NANPA will notify the INC of the “Rejected” status of the PA Change Order/NANPA Scope of Work Change at the subsequent INC meeting, and the following addendum will be inserted into the resolution of the associated INC Issue. 
“ADDENDUM: On <date> the FCC rejected NANPA/PA Change Order <#>.  Therefore, the resolution of this issue will NOT be implemented.”

4. Meeting Preparation
The INC Administrator shall bring electronic copies of the workshop’s mission and scope, agenda, issues, contributions, past meeting records, working documents, final documents, and any related correspondence.
The INC Administrator will provide a speaker phone for all face to face meetings, unless the meeting host or another meeting participant volunteers to provide the speaker phone.
5. Meeting Arrangements
INC will give ATIS meeting dates and location preferences in August of the current calendar year for meetings to be held in the next calendar year.  At that time, INC will be seeking companies to host each meeting. 
INC participants should determine if they can host a meeting by the subsequent INC meeting. If INC participants wish to host a regularly scheduled (or interim) meeting, they accept full responsibility for meeting logistics and requirements (including providing a list of hotels for participants to make their own arrangements). See Attachment 1: Criteria For INC Meeting Hosts. At a minimum, a host location and list of hotels for an INC meeting should be determined at least three months prior to a scheduled meeting. 

A conference bridge with a minimum of ten (10) ports will be available for INC face to face meetings, when ever possible.  One of the conference bridge participants will be required to provided the conference bridge, unless the meeting host agrees to provide the conference bridge.  If neither a conference bridge participant nor the meeting host provides a conference bridge, the meeting will be conducted without a conference bridge.  The party providing the conference bridge will provide the conference bridge number with a toll free number for the conference room use (but not necessarily for bridge participant use), and pass code,  to the INC Administrator at least two (2) weeks prior to the scheduled meeting date. 
INC funding members, invited guests, regulatory agencies (local, state/province, country), will be allowed to use the conference bridge.  

All meeting paticipants, whether planning to attend in person or via the conference bridge, must register with ATIS prior to each meeting, so the meeting room size, number of conference bridge ports, host facility security considerations, and catering needs can be determined. 
6. Responsibilities of Subcommittee Co-Chairs

Subcommittee co-chair responsibilities include:

· proposing mission and scope statements and drafting a work plan for a new subcommittee, including prioritizing issues;

· developing with subcommittee participants the agenda for upcoming meetings;

· updating issue identification forms with current activity log/issue status;

· ensuring that adequate time is allowed for meeting notes review; 
· developing resolution statements to be shown on the ATIS Issue Identification Form for Initial, or Final Closure.
· lead the subcommittee meeting in person at face to face meetings and not via the conference bridge
· ensure that subcommittee participants joining the meeting via the conference bridge are introduced and recognized as authorized conference bridge participants
· checking that the sub-committee issues are properly posted on the website with the latest version and status

· updating their relevant issue forms and activity logs after each meeting
· review of Final Documents before publication
7. ATIS Administrative Tasks 
Pre-Meeting: 

· Work with meeting host to determine meeting cost

· Update INC calendar with correct date and link to meeting site information as soon as possible
· Update the meeting registration forms as needed to include sections for participants to indicate if they will be participating in person or via the conference bridge
· Produce and post registration form prior to the previous meeting as necessary
· Manage registrations including the reminder to register via email
· If more that ten (10) conference bridge ports will be needed, determine the number of ports needed and advise the party providing the conference bridge

· Send an Outlook Meeting invite to the INC Core exploder list, registered guests and registered regulatory agencies (local, state/province, country). The conference bridge number and pass code is to be included in the Outlook Meeting invitation
· Send reminder of Action Items (including link to last meeting’s action item list), Issue and Contribution deadline (that is six business days prior to the meeting) reminder two weeks prior to meeting

· Post contributions, new Issues, Agendas, Correspondence to Meeting Page on website and send out daily e-mails (that include titles and numbers with their links) as the updates are made

· Prepare and post zip file of all meeting material and send out e-mail notice of posting by COB on the Thursday before the meeting, or as agreed to at the previous meeting.
· Keep zip file and meeting page up to date with late submissions.  Remind late (COB Thursday of the week prior to the meeting) Issue and Contribution submitters to ensure that other participants have access to the submissions at the meeting (e.g. by email, flash drive, or hard copy) if the submission was not included in the zip file.
· Make sure all (not just new) Issues, Contributions, Final Documents, current Working Documents, Meeting Notes, Incoming Correspondence and Outgoing Correspondence are loaded and up to date on all ATIS laptops being brought to the meeting.
· Prepare paper copies of meeting registration receipts for distribution at the upcoming meeting as necessary.
· Bring blank registration forms for current and next meeting to the upcoming meeting as necessary. 
During Meeting 

· Display and edit Agendas, Issues, Contributions and Correspondence as needed

· Take real time meeting notes and edit as reviewed by Committee/Sub-Committee participants
· Notes should capture all agreements reached and those questions asked and points noted by participants that assist with understanding of the issue and its possible resolution

· All points noted that a participant asks to be captured “for the record.”

· All Action Items should include reference to:  INC #; Subcommittee; & Issue # 
· Assist Co-Chairs as needed with running the meeting smoothly 

· Remind Co-Chairs as needed of administrative or procedural issues 

· Provide participants with updated files as edited or with meeting notes at the end of the day if the participant requests them 
Post Meeting 

· Produce and post final meeting notes within one week of the end of the meeting.  Notify the e-mail exploder  list of the posting.

· Create and post a meeting action item file of all new and carry over action items
· Update the Agreements Reached pages 
· Send issue forms and meeting notes to the relevant Subcommittee co-chairs by the first business day of the following week after the meeting so that those leaders may update the forms and activity logs.
· Post all issues placed in Initial Closure (as updated by the Co-Chairs) within one week of the end of the meeting and notify the e-mail exploder list with the posting including the standard notification of the right to object and that Issues will go to Final Closure if no objection is received within 21 days. 

·  Post all updated issues within one week of the end of the meeting

· Update the Issues pages (Issue Index, Active Issues, Issues in Initial Closure/Pending, Issues in Final Closure, Final Closure Issues not incorporated in Guidelines, Withdrawn/Tabled Issues) with updated Issue Status, links, etc.

· Update the Issues zip files (All Issues, Final Closure Issues, Withdrawn/Tabled Issues) with the updated Issues

· Update the Contributions web pages and Files with the updated Contributions

· Update the Incoming Correspondence (GS) web page

· Create a working document for any INC documents to which text changes have been agreed, including changes from issues that have entered initial closure at the meeting.  All agreed to text changes are to be labeled with the Issue number and contribution number from which the text was developed.  Example: [Issue xxx, Contribution xxx-xxx]. 

· Post all new or updated working documents within two weeks of the end of the meeting week 

· Update the INC calendar page with any updates agreed to at Closing Session within one week of the end of the meeting week

· Send any outgoing correspondence to legal for review as necessary within one week of the end of the meeting week

· Send any outgoing correspondence to the recipient within one week of approval (by the Committee if no legal review or of legal if such approval was required)

· Update the outgoing correspondence webpage within one week of sending the correspondence 
· Notify INC e-mail exploder  list on the following business day of issues having gone into Final Closure
· Update and post Final INC Guidelines (including the zip files for the COCAG and TBPAG) seven calendar days after Final Closure of an Issue and notify INC e-mail exploder  list of posting, unless the INC determines a different date for posting.  (See Section 9 for the process of finalinizing a document for publication) 

· After the new Final Guidelines have been posted, the Administrator will repost the current working documents, accepting any changes from issues that have entered Final Closure but preserving the changes associated with any remaining issues.  If a Guideline contains no pending changes from active, initial pending, or tabled issues, the Guideline will not have a current working document.
· Post the approved NANC report to the INC Website within one week of the end of the meeting and notify the INC email reflector list

· Send the final NANC report to the appropriate NANC contacts at least one week before the NANC meeting, when possible.
· Determine any conference bridge costs and bill the bridge participants for their share of the costs. If the only bridge participants were regulatory agencies (local, state/province, country), ATIS will pay the costs. 

Interim Virtual Meetings

· Timing on Pre-Meeting tasks will be coordinated with the appropriate Co-Chair/Chair/Vice Chair

· Outlook Meeting Invites will be sent to the INC email exploder list within 2 weeks of scheduling, but not later than two weeks prior to the Interim Meeting date, as noted in the ATIS Operating Procedures. A meeting may be scheduled with less notice if committee members agree to suspend this rule in that instance.
· During Meeting and Post Meeting tasks will be as above except as coordinated with the appropriate Co-Chair/Chair/Vice Chair
8. INC Chair, Vice Chair & Sub-Committee Co-Chair Nomination Process

INC Chair, Vice Chair, & Subcommittee Co-Chair Nomination Process

· As per the ATIS Operating Procedures (Section 4.2), the INC Administrator shall place a call for Nominations at least 30 days prior to the scheduled INC Meeting where a vote is to occur.

· A call for nomination can be either based on expiration of a term or if a resignation is received more than 30 days prior to a full INC Meeting.

· Confirm with nominees that they would be willing to serve in the position.

· Advise INC Members of all Nominees (or lack thereof) for a given position two weeks prior to the scheduled election. 
9. INC Document Approval and Publication Process

· INC Administrator will incorporate the issue resolutions for all issues that go into Final Closure into the change mark version Final Document and send it to the appropriate sub-committee co-chairs and the appropriate NANP resource administrators (e.g., NANPA and PA INC representatives) for review within 3 business days of the end of the Initial Closure period.

· Sub-Committee Co-Chairs must return any comments or corrections to the INC Administrator before noon (ET) of the 5th business day after Final Closure

· The INC Administrator will incorporate any approved corrections and post the change mark and clean versions of the Final Document on the INC website by Close of Business (COB) on the 5th business day after the issue was placed in Final Closure or on the date agreed to by the Committee or Sub-Committee if a change was pending NANPA or PA implementation.

The INC Administrator will send an e-mail notice to the INC e-mail exploder list noting the posting of the revise/new INC Guidelines upon posting of the guidelines.

· ATTACHMENT 1: CRITERIA FOR INC MEETING HOSTS
INC meeting hosts should ensure the following arrangements are made:

General Logistics and Meeting Room Arrangements

· Reserve the meeting room.

· Meeting room should accommodate approximately 25 people, projection screen, projection table, and catering. Meeting hosts should confer with ATIS as to recent attendence.
· Tables should be arranged in a “U” or square configuration.

· Room should possess sufficient number of power strips, projection screen, and WiFi if possible (for participant web access).

· A telephone line facility with access to toll free dialing. The facility will be used for the conference bridge and connected to the speaker phone.

· Meeting room should be accessible at 7:00 a.m. each day.

· Ensure the meeting location has numerous restaurants, businesses, etc., within a short walking distance so that participants do not have to rent cars (if at all possible).

· Provide INC members with a list of hotels to choose from (when hosting in a corporate facility) within the general vicinity of the meeting site.

· Determine the details and approximate cost for transportation to/from the airport (including directions for those who may be driving).

· Meeting details/logistics should be provided to the INC Administrator two INC meetings in advance for posting to the web.

Catering Arrangements

· Participants will determine at each meeting what food and beverage arrangements will be required at the next meeting.
· The meeting host will work with the INC Administrator to order the catering service as necessary.

· Food/beverage table should be located in the meeting room, or immediately outside the meeting room.

Meeting Fees

· Once the INC Administrator has been provided with the catering contact information, he/she will determine the appropriate meeting fee (divided by the number of days).

· All attendees, whether planning to attend in person or via the conference bridge, must register with ATIS prior to each meeting to determine the number of attendees and meeting costs.

· Daily meeting fees are not paid by: 1) ATIS staff, 2) participants specifically invited by the INC to attend a given INC meeting, or 3) representatives from regulatory agencies (local, state/province, country).
· Any costs for the conference bridge will be divided equally among the conference bridge participants’ organizations except for regulatory agencies (local, state/province, country), regardless of days in attendance. If the only conference bridge participants are regulatory agencies (local, state/province, country), ATIS will pay the costs.
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