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1 General

1.1 Purpose

The purpose of this document is to define policies and operational procedures for Engineering Committee TR-41 that are in addition to the requirements of the most recent revision of the TIA Engineering Manual. In case of conflict between this document and the TIA Engineering Manual, the TIA Engineering Manual shall take precedence.

1.2 Scope

These statements apply to the Chair, Vice-Chair, Electronic Document Coordinator (EDC), Secretary, participants and observers of TR-41, its Subcommittees and Working Groups.

2 Submissions

The timely distribution of submissions to the work of Engineering Committee TR-41, its Subcommittees and Working Groups, is essential to their thorough understanding and the ability of participants in the work to formulate opinions on their contents.  In many cases, it is necessary for participants to confer with other individuals in the entity they represent in order to establish such opinions.  

2.1 Submission Number Assignment

ALL submissions, including documents introduced/presented at a meeting, will be assigned a document number as described below.  This means that agendas, document lists, i.e., everything will have a document number. 

Submission numbers are assigned by the EDC for the meeting in question. At the discretion of the EDC, they may be inserted into the submission by the originator or by the EDC after it is received.

These submission numbers are, as a minimum, to be included on the cover page or first page (for those submissions that do not require a cover page) of the submission. 

2.2 Submission Number Format

The submission numbers shall conform to the following format:

TR41.x.x-yy-mm-nnn-ssss

Where:

· “TR41.x.x” is the number of the committee, subcommittee or working group. The subcommittee and working group numbers will include the “.” (period). There is no 
“-” (dash) between TR and 41. (e.g. TR41, TR41.9, TR41.3.5).

· “yy” is the last two digits of the year the meeting was held
(e.g. “04” means 2004)

· “mm” is a two digit number that represents the month that the meeting was held
(e.g. “01” means January, “12” means December)

· “nnn” is the three digit number that is the sequential number of that submission. The first submission of each meeting will be numbered “-001” and all subsequent submissions will be numbered sequentially (e.g. “-002”, “-003”, etc.). In the rare occurrence of more than one committee or subcommittee meeting during a given month then the submission numbering for additional meetings in a given month shall follow the numbering from the previous meeting that month.  There are also situations where this number may contain an alphabetic component. Refer to section 2.9 for details.

· “ssss” is a conditional suffix to qualify a special type of submission. Refer to section 2.5 for details.

Note: Submission numbering for a given meeting shall stop once the meeting is adjourned. Any work on a submission or the creation of a new submission done after adjournment (even a submission number assigned during the plenary session) shall be given a submission number for the next meeting and the item shall be made a submission for the next meeting.

2.3 Submission Cover Page

According to the TIA Engineering Manual, certain submissions require the use of a cover page with specific content. TR41 has developed templates of this cover page for each major application (e.g. MS Word). When a cover page is required (according to the engineering manual), then one of these cover pages shall be used. To summarize, a cover page is required for all submissions that contain words that may become part of a TIA publication. If a cover page template does not exist for the application being used by the submitter, then it is the submitter’s responsibility to provide a cover page for their submission. This user generated cover page shall contain ALL of the information shown in the templates (or as close a representation as possible).

The cover page templates are available from the top-level directory of the FTP site for TR41. They may also be available from the specific subcommittee FTP sites at the discretion of the subcommittee chair.

2.4 Submission Suggested Numbering for Start of Each Meeting

It is suggested that the initial submissions for every meeting be as follows:

001
should be the agenda

002
should be the document list for that meeting

003
should be the meeting report from the previous meeting.

004
should be the attendance roster from the previous meeting. This will change during the meeting to show the attendance for that meeting and after the meeting should be reposted with a –MR1 suffix.

There will be situations where this will need to be altered but this is to be the preferred configuration. The attendance roster is required in the situation where the chair (or person who holds the attendance roster) is unable to attend a given meeting. Then quorum can still be determined.

2.5 Submission Suffix Usage

The submission suffix “ssss” is conditional and is any combination of one to four characters, as defined below (where alphabetical characters are used they shall be capitalized):

· Documents created during the course of a meeting, such as a liaison letter or the Subcommittee Chair’s reports submitted to the Plenary, will be given a proper submission number and use the suffix “M” (e.g. TR41-03-08-014-M-TR41.1Chair'sReport.doc).

· Late submissions will use the suffix “L”, where late is defined in section 2.8.
(e.g. TR41.3.5-03-05-012-L-HandsetAcousticsDraft,KMacdonald,Microtronix.txt).

· Submissions that are submitted and posted, then later revised by the originator before the submission deadline will be given the suffix “R1” for the first revision and “R2”, “R3”, etc., for subsequent revisions (e.g. TR41-02-11-001-R3-DocumentList.doc).

· Submissions that are submitted and posted then later revised by the originator after the submission deadline but before the meeting (i.e. “late” as defined in section 2.8) will be given the suffix “LRx”. Where “x” is the next revision number for this submission (e.g. TR41-02-11-001-LR3-DocumentList.doc).

· Submissions that are submitted and posted then later revised during the meeting will be given the suffix “MRx”. Where “x” is the next revision number for this submission (e.g., TR41.9-03-08-097-MR1-ACTALiaison.pdf).

Note: if none of these conditions apply to the submission then the suffix is to be omitted.

2.6 Submission Submittal

Early submittal and posting of submissions for consideration in meetings of TR-41, its Subcommittees and Working Groups is highly encouraged.  Submissions shall be submitted to the Electronic Document Coordinator (EDC). If you do not know the name or contact info for the EDC then contact the chair.

2.7 Submission Posting

All submissions that the EDC receives shall be posted as soon as possible after receipt, preferably within one business day.  Notification of the posting shall be made to the group’s email reflector list by the EDC.  Distribution of submissions through the email reflector is to be avoided (e.g. do not attach documents to an email sent to the reflector).

2.8 Submission Deadline

In order to receive due consideration, all submissions shall be posted to the appropriate location on the TIA FTP site no later than 12:00 noon ET on the Monday preceding the week of the meeting in which they are to be discussed. The submission deadline shall be no later (i.e. closer to the meeting date) than this point in time but can be earlier at the discretion of the chair to allow for preparation and posting of these submissions.

2.9 Multiple Files for One Submission

In the case where more than one electronic file constitutes one submission, then special numbering shall be used. This is usually a situation where more than one file, each from different applications, go together to make up a single submission. Such combinations could be, but are not limited to:

· A letter from a word processor and a spreadsheet that go together to form a single communication to another group.

· An explanatory file from a word processor and source code. 

In these cases the sequential numbering “nnn” discussed in section 2.2 shall be modified slightly. The sequential number assigned to this group of files shall be the same for all (e.g. –012) but it shall also be followed by a single, lower case, alphabetic letter to separate the various files.

The sample numbering for an example situation could be:

TR41.9-05-02-012a
The transmittal letter

TR41.9-05-02-012b
The spreadsheet

TR41.9-05-02-012c
The source code

Any additional suffixes that may be required for other reasons also apply this situation. So if this submission were submitted late the submission numbering would become:

TR41.9-05-02-012a-L
The transmittal letter

TR41.9-05-02-012b-L
The spreadsheet

TR41.9-05-02-012c-L
The source code

2.10 Late Submissions

Submissions not posted by the submission deadline are classified as “late submissions.” They may be considered in the meeting to which they are addressed, provided the participants in the meeting agree to do so.  However, an objection by a voting member of the formulating group, or by a member in good standing of the non-formulating group, to which the submission is addressed shall be sufficient reason to delay any decisions concerning it to a subsequent meeting.

Administrative documents (e.g. agenda, tracking tools, document lists) posted before the submission deadline that are revised after the submission deadline, but before the meeting (e.g. add a new item to the agenda), are not to be considered as late. However, they are to have their revision changed (e.g. R1 becomes R2).

2.11 Posting of Late Submissions

Any late submission considered at a meeting shall be posted to the TIA FTP site no later than one week following the meeting in which it is considered.  Notification of the posting shall be made to the group’s email reflector list by the EDC.

2.12 Reconsideration of Decisions Made On Late Submissions

A voting member of the formulating group, or a member in good standing of the non-formulating group, who was not represented at the meeting in which a decision was taken concerning a late submission, shall have one week after notification of posting to request to the chair that the decision be reconsidered at the following meeting.  Notification of such a request shall be made to the group’s email reflector list by the chair.

3 FTP Site

3.1 FTP Site File Names

The file name of a submission that is to be posted on the FTP site for a given committee, subcommittee or working group is to observe the following guidelines:

· The first part of the file name shall be the submission number (refer to sections 2.1 through 2.5).

· The remainder of the file name shall be descriptive to indicate the contents or essence of the submission.

· Use the “-” (dash) character as a separator between the submission number and the descriptive portions of the file name.

· Do not use “/” (back slash), “_” (underscore) “&” (ampersand) or “ ” (space) characters anywhere in the file name.

3.2 FTP Site File Name Examples

· TR41.1-00-08-023-TysonsCornerMeetingReport.doc

· TR41.1.2-00-08-010-VancouverAgenda.doc

· TR41.1.2-00-08-011-TysonsCornerMeetingNotes.doc

· TR41.1.2-00-08-012-PN4689v5.doc

· TR41.1.2-00-02-003-PN4689v3,Britt,Armstrong,Nortel.doc

· TR41.1.2-00-02-004-DelayBudgetPlanning,Patel,Knappe,Cisco.doc

· TR41-00-11-063-T1E1-LiaisonReplyOnBalancedRinging.pdf

· TR41-00-11-064-PN4689(TSB116)forLetterBallot.txt

· TR41-00-11-071-SP4352URV(TIA810A)forPublication.txt

· TR41-00-11-072-Year2DateDocumentList.doc

· TR41-02-11-001-R3-DocumentList.doc

· TR41.3.5-03-05-012-L-HandsetAcousticsDraft,Kmacdonald,Microtronix.txt

· TR41.3.5-03-05-012-LR1-HandsetAcousticsDraft,Kmacdonald,Microtronix.txt

· TR41-03-08-014-M-TR41.1Chair’sReport.doc

· TR41.9-03-08-097-MR1-ACTALiaison.pdf

· TR41.9-05-02-012a-LiaisonLetterToATCAonDatesMatrix.doc

· TR41.9-05-02-012b-DatesMatrix.pdf

3.3 FTP Site Folder Names

The name of a folder used on the FTP site for a meeting of a given committee, subcommittee or working group is to observe the following guidelines:

· Use the year-month-location format. 

· Use the “-” (dash) character as a separator between these elements.

· Do not use “/” (back slash), “_” (underscore), “&” (ampersand) or “ ” (space) characters.

3.4 FTP Site Folder Name Examples

· 2000-02-Maui

· 2000-05-TysonsCorner

· 2000-08-Vancouver

· 2000-11-Savannah

· 2001-02-CostaMesa

3.5 Working Folder Vs Public Folder

All documents will be deposited into either the Public folder or the Secure/Working folder, as appropriate.

What goes in the Secure/Working folder rather than the Public folder? All documents that are ready for letter ballot or publication and support files like spreadsheets and drawings shall be placed in the Secure/Working folder. While under development, documents should be saved in their original format (e.g., MS Word format for text documents) for ease of editing. When the document reaches completion it should also be saved in Acrobat PDF format. However, it is important to maintain a copy of the final published document in its original format to facilitate future revisions.

When a document is placed in the Secure/Working folder, a text file pointer with the same document number must be stored in the Public folder to alert users that the actual submission is in the Secure/Working folder. A sample of the text file pointer is included in section 3.6.

In the Secure/Working folder the –071 submission looks like this:

TR41-00-11-071-TIA810A.pdf

This version will have the standard document number (TR41-00-11-071) added to the header of the first or cover page of the document.

3.6 Text File Pointer

Here is a sample of the content of the text file pointer that is to be put into the Public folder corresponding to the Word or PDF file of the actual document that is placed in the Secure/Working folder:

TR41-00-11-071 is the softcopy of:

SP-4352-URV, Transmission Requirements for Narrowband Voice over IP and Voice over PCM Digital Wireline Telephones.

SP-4352-URV was produced by Working Group TR-41.3.3. It was approved at the November 2000 meeting to be published as ANSI/TIA/EIA-810-A.

Committee members may obtain a copy of the document from the TR-41 secure working folder.

Have a look in the TR-41 Savannah Public folder for how it looks on the web:

http://ftp.tiaonline.org/tr-41/tr41MAIN/Public/Archive/2000-Archive/2000-11-Savannah/
4 Meeting Reports and Meeting Notes

TR-41, its Subcommittees and Working Groups maintain records of meetings as either meeting reports or meeting notes but not normally as meeting minutes. Meeting minutes are a detailed account of the word for word discussions held during the meeting. Meeting reports and meeting notes capture decisions or actions taken and summaries of the discussions that provide the significant essence of what was said.

4.1 Meeting Report Vs Meeting Notes

TR-41 and its Subcommittees are formulating groups as defined in the TIA Engineering Manual.  As such, they are required to document the output of their meetings with a “Meeting Report”.  Working Groups are generally not formulating groups.  They are encouraged, but not required, to document the output of their meetings with “Meeting Notes”.

4.2 Meeting Reports

4.2.1 Processing Meeting Reports

When a meeting is completed, the following is the general sequence of events that are to take place for the meeting report for that meeting.

1. Chair or secretary writes the draft meeting report as quickly as possible after the meeting.

2. Chair submits the draft report to the office of the TIA Secretariat.

3. TIA Secretariat submits the draft meeting report for review by TIA legal department.

4. Once approved by the legal department the office of the TIA Secretariat posts the meeting report to the TIA Web site and sends notification of this to the TIA reflector for that group.

5. EDC for group posts the meeting report to the FTP site and sends notification to the TIA reflector for that group.

Note: No distribution or posting of the meeting report is permitted prior to completion of the review by the TIA legal department.

4.2.2 Processing Changes Made To Meeting Reports

When a meeting report is reviewed at the meeting subsequent to the meeting it covers, there may be changes required by the participants (e.g. a name misspelled or the discussion of an item omitted).

1. Chair asks for any changes or corrections to the meeting report.

2. Chair or secretary documents the changes provided.

3. Chair asks for a motion and conducts a vote to approve meeting report as amended.

4. The original document is then edited with the correction and saved with the correct suffix (refer to section 2.5)

5. EDC for the group posts the amended meeting report to the FTP site and sends notification to the TIA reflector for that group.

Note: If the changes are substantial, then they are to be resubmitted to the TIA Secretariat for review by the TIA Legal Department before they are reposted..
4.3 Meeting Notes

4.3.1 Processing Meeting Notes

When a meeting is completed, the following is the general sequence of events that are to take place for the meeting notes for that meeting.

1. Chair or secretary writes the meeting notes as quickly as possible after the meeting.

2. EDC for group posts the meeting notes to the FTP site and sends notification to the TIA reflector for that group.

4.3.2 Processing Changes Made To Meeting Notes

When meeting notes are reviewed at the meeting subsequent to the meeting they cover, there may be changes required by the participants (e.g. a name misspelled or the discussion of an item omitted).

1. Chair asks for any changes or corrections to the meeting notes.

2. Chair or secretary documents the changes provided.

3. Chair gets agreement (e.g. asks for a motion and conducts a vote) to approve the meeting notes as amended.  

4. The original document is then edited with the correction and saved with the correct suffix (refer to section 2.5). 

5. EDC for the group posts the amended meeting notes to the FTP site and sends notification to the TIA reflector for that group..
5  Responsibilities

Elements or tasks mentioned in this section may not be applicable to all types of groups (Committee, subcommittee or working group). Please refer to section 6.2 for details.

5.1 Chair, General

The chair is responsible to ensure the following occur.

· Maintain the email reflector for the group. This task may be reassigned to someone else (e.g. EDC, Vice Chair) at the discretion of the chair.

· Become familiar with the Committee Member Tools on the TIA web site related to Meeting Management, Project Forms, and Document Ballots

5.2 Chair, Before the Meeting

The chair is responsible to ensure the following occur.

· To make every effort to attend every meeting.

· Issue the agenda and have it posted on the TIA web site and the group’s FTP site at least two full weeks (14 calendar days) before the date of the meeting. The agenda must include business issues that require approval, e.g., sending a document out for ballot or publication, and the TIA meeting participation disclaimer.  The two-week minimum lead time, and including items that will be voted on for approval on the agenda, are TIA requirements for standards development.

· If the meeting is to be a virtual meeting, use the GoToMeeting tools that reserve the meeting time, generate a URL to be used for document sharing, and provide a phone number to be used for audio conferencing. Include this information in the agenda.

· Ensure that the EDC handles all submissions received in a timely (refer to section 2.7) manner. This is so participants and potential participants have sufficient time to review all submissions.

· Use the Meeting Administration tool on the TIA web site to add the meeting to the list provided there and to generate a code to be used by participants for electronic sign-in on the day of the meeting.

· Be prepared for the meeting (computer for presentations, removable media for distributing submissions to participants).

· Optionally, revise the agenda before the meeting to include submission numbers not already included on the agenda.

5.3 Chair, During the Meeting

The chair is responsible to ensure the following occur.

· Distribute the code for the electronic roster sign in and ask people to sign in, including late arrivals.

· Quorum shall be determined very early in the meeting, usually immediately following the round of introductions, and verify that it still exists for any motions or votes of any kind (refer to section 8).

· The chair is required to track the voting and quorum rights of the participants for a group. It is required that this be done using the TR-41 spreadsheet that was created for this purpose. This tracking is only required for formulating groups but can also be done for a working group at the discretion of the chair of that group.

· Participants are informed of the TIA meeting participation rules that must also be clearly stated on the agenda as instructed by the TIA Engineering Manual.

· Participants are informed of their Intellectual Property Rights (IPR) responsibilities early in the meeting, as instructed by the TIA Engineering Manual.

· Follow the agenda as approved by the group.

· Review and approve the meeting report from the previous meeting.

· That the group addresses subjects within its scope and authority in accordance with the guidance and oversight provided to it by its parent group.

· That the meeting is conducted in a fair and equitable manner.

5.4 Chair, After the Meeting

The chair is responsible to ensure the following occur.

· Write and submit the chair’s report for the plenary to the TR-41 Chair, Vice Chair and Secretary by the required time.

· Bring substantive decisions made by a formulating group in the process of developing a document to the TR-41 Plenary for concurrence.  If the Plenary fails to concur, report the objections raised in the Plenary back to the formulating group developing the document to see if they can be reconciled.  This can be done using email, by calling an interim meeting, or at the next regularly scheduled meeting.  After the formulating group reviews and considers the objections, it may decide to make changes in its document or decision, or it may decide to go ahead as originally intended provided the decision is within its scope and authority.  The Chair will then report the outcome of the reconsideration to the TR-41 Plenary at its next session.
· Use the Meeting Administration tool on the TIA web site to download the electronic roster of individuals who signed in for the meeting.

· Write and submit the meeting report/notes to TIA in a timely manner (refer to section 4). Then post it to the FTP site (via the EDC) after approval by TIA legal department.

· Inform those quorum members who will not be counted in quorum at the next meeting if they choose to not attend that this is about to occur.

· Ensure the EDC posts any late submissions and any submissions created or modified during the meeting.

· Write and submit to TIA the Agenda for the next meeting.

5.5 Vice Chair

The vice chair is responsible:

· To make every effort to attend every meeting.

· Be ready and willing to fill in for the duties of the chair in cases of absence (this may be for an entire meeting or for short periods during a meeting).

5.6 Electronic Document Coordinator (EDC)

The EDC is responsible:

· To make every effort to attend every meeting.

· To post all submissions received to the FTP site in a timely manner (usually within one day).

· To send notification to the group via the email reflector of the posting of any submission or document.

· To assign all submission numbers for the group.

Note: The EDC can also be the chair, vice-chair or any person of the group.

6 How to Conduct a Meeting

TIA TR-41 follows a loose set of Roberts Rules of Order when conducting a meeting. This is done to ensure there is enough structure to the conduct of meetings to keep things moving and to help ensure fair and equitable actions. This section outlines those portions of Roberts Rules that are used and how they are to be used within TR-41.

6.1 Common Elements of a Meeting

The following is a list, in order, of the elements of a meeting that are common to all TR-41 meetings. Refer to section 6.2 for details on which groups (committee, subcommittee or working group) require which elements.

· Greetings by the Chair

· Round of Introductions

· Determination of Quorum

· Meeting Participation Statement

· Intellectual Property Rights (IPR) Statement

· Review and approval of the agenda.

· {the business of the meeting}

· New Business

· Adjournment

Obviously the business of the meeting can be expanded to be several sections and subsections as needed. The elements that are not listed as optional shall be part of every meeting agenda.

6.2 Formulating Groups Vs Working Groups

There are various elements of a meeting that may be applicable to a meeting held by a formulating group (i.e. committee or subcommittee) or a working group. The table below outlines the most common elements and the applicability of each to these groups.

	Element
	Committee or Subcommittee
	Working Group

	Greetings by the Chair
	Optional
	Optional

	Round of Introductions
	Mandatory (1)
	Optional

	Recording of Attendance
	Mandatory
	Optional

	Determination of Quorum
	Mandatory
	No

	Meeting Participation Statement
	Mandatory
	Mandatory

	IPR Statement
	Mandatory
	Mandatory

	Agenda
	Mandatory
	Optional, but desirable

	Approval of Agenda
	Mandatory
	Optional, but desirable

	Use of Motions
	Mandatory
	Optional

	Meeting Report
	Mandatory
	No

	Approval of Meeting Report
	Mandatory
	No

	Meeting Notes
	No
	Optional, but desirable

	Approval of Meeting Notes
	No
	Optional, but desirable

	Formal Adjournment
	Mandatory
	Optional


(1) This item can be optional if it is obvious that there are no new faces in the room.

6.3 Approving the Agenda

Early in the meeting the agenda is to be discussed and approved. The chair is to ask for any changes that anyone would like to the agenda from what was previously posted. The chair is to accommodate these requests where possible. Then when the agenda is finalized it shall be approved with the use of a motion.

6.4 Approving the Previous Meeting Report or Meeting Notes

When the agenda item is reached that is for review and approval of the meeting report or meeting notes from the previous meeting, the chair shall ask for any changes that anyone would like to propose. The chair is to accommodate all comments where possible. If the chair, a participant, or an observer does not agree that the commentor’s change accurately represents what happened, then the group shall discuss the point until an acceptable version of the events is achieved. All such changes to the previous meeting report shall be recorded. Then when the previous meeting report is finalized it shall be approved with the use of a motion.

6.5 Adjournment

To adjourn a meeting the chair needs a motion to adjourn. Then the motion is conducted like any other motion with a second and a vote.

6.6 Motions

6.6.1 What Are Motions Used For and Who Can Make Them

A motion is made by a participant who wishes to get the group’s consensus or agreement on an issue. This includes such things as:

· Approve an agenda

· Vote a document to ballot or publication

· Get agreement in principle on how the group will deal with an issue

A motion can be made by any participant in the meeting (not observers). They do not need to have voting rights or be part of the group’s quorum.

6.6.2 Steps of a Motion

The steps for a motion are (in sequence):

· Motion is stated clearly by the originator 

· Motion is seconded by someone who is willing to go on record as supporting it

· Chair asks for any discussion on the motion

· Discussion occurs but the chair must limit it to the motion on the floor

· Chair calls for a vote on the motion

· A record is taken of those who favor and oppose the motion and of those who wish to abstain from the vote

Note: Not all motions require all of these steps (refer to section 6.7).

6.6.3 Qualifiers to a Motion

After the motion is stated but before the vote on the motion is taken the originator of the motion can:

· Withdraw the motion

· Modify the motion (after which the second needs to be reconfirmed)

After the motion is stated and seconded, another participant in the meeting can make a motion to amend it.  Such a motion requires a second and must be addressed to conclusion before returning to the original motion.

6.7 Table of Motions

The following table outlines the required parts for motions that are typical to TR-41. The proposed words that “You Say” are examples and will need to be modified to suit the particular situation.

	Purpose
	You Say
	Second?
	Debate?
	Vote?

	Approve Agenda
	I move to accept the agenda as modified.

I move to accept the agenda as presented.
	Yes
	Yes
	Majority

	Meeting Report
	I move to accept the meeting report as modified.

I move to accept the meeting report as presented.
	Yes
	Yes
	Majority

	Submit a document for ballot
	I move that document xyz be submitted for ballot as an ANS.
	Yes
	Yes
	Consensus

	Submit a document for publication
	I move that document xyz be submitted for publication as TIA-xyz.
	Yes
	Yes
	Consensus

	Close the meeting.
	I move to adjourn.
	Yes
	No
	Majority


However, to expedite the handling of routine business, motions of a non-controversial nature may be dealt with on a unanimous consent basis.  This might be done, for example, to approve an agenda without changes, to approve a meeting report without changes or with only minor changes such as correcting spelling errors, and to adjourn a meeting.  The chair asks the question in a manner similar to the following: “Is there any objection to approving the agenda as presented?”  The chair waits a short period of time and, if no objection is raised, then says something like “Hearing none, the agenda is approved by unanimous consent.”  If someone does raise an objection, then the standard process for dealing with the motion is followed.

6.8 Example of a Motion

The following in an example of a motion and how it should be recorded in the meeting report.

MOTION: 
John Smith of Smith Inc made a motion that document xyz be sent out for ballot.

· Jane Doe of Doe Inc seconded the motion.

· The chair asked if there was any discussion on the motion.

· There was none.

· The chair called for a vote.

· All members voted in favor of the Motion with no Nays, and no Abstentions.

· Motion carried.

ACTION: 
The chair will see that document xyz is sent out for ballot.

· Item Closed.

7 Email Reflector Usage

TIA TR-41 has an email reflector that is managed by TIA Staff and TR-41 leadership members. An email reflector is one email address box that replicates all messages it receives to a large list of email addresses. People are allowed to subscribe or unsubscribe to this list as they wish. It permits a chair, for example, to send email to an entire subcommittee without the need to maintain a personal list of the email addresses. 

7.1 How to Subscribe to a Reflector

At this time only TIA and the EDC (which may be the chair) can subscribe you to an email reflector. If you want to subscribe to an email reflector please contact the Chair for the group of interest and they will help you get subscribed or tell you whom to contact to get subscribed.
7.2 How to Unsubscribe from a Reflector

To unsubscribe from an email reflector, send an email to lyris@tiacomm.org with “unsubscribe” followed by the name of the reflector list (from section 7.5) as the only words in the body of the message.

For Example:

To: lyris@tiacomm.org
Subj: {blank}
In the body of the message “unsubscribe tr4133”

Note: The reflector administrator (usually the EDC or the Chair) can also remove your name from the reflector distribution list.

7.3 Identification of Email Reflector Group in Subject Line

When sending email to any TR-41 email reflector, the identity of the reflector is automatically inserted at the beginning of the subject line in the form “[tr41X]” (where “X” is the number of the subcommittee or working group) followed by the subject as submitted. This way, people can quickly identify TR41.X Committee correspondence in their in-box.

For example, an email with the subject “Agenda for Next Meeting” sent to the TR-41.9 email reflector (tr419@tiacomm.org) will appear to recipients with “[tr419] Agenda for Next Meeting” as the subject.

7.4 When Sending Email to More Than One Reflector List

When sending email to more than one TR-41 email reflector at the same time it is preferable to place all reflector email addresses in the “TO:” portion of the message. This prevents recipients who are on multiple reflectors from receiving multiple copies of the message.  However, the message will only have one of the email reflectors identified on the subject line seen by recipients (see 7.3).  The only way the recipient will be aware the message was sent to multiple reflectors is if the sender includes such information in the subject line or the body of the message.  If the number of reflector lists is small, it may be easiest to show them on the subject line.  Another way to accomplish, particularly if there are several reflectors, is to include a statement in the body of the message such as “Please include TR-41.3, 41.3.3, and 41.3.10 in replies to this message.” Either case will require adding the other reflector addresses on the "TO:" line when replying.
7.5 List of TR-41 Reflector Groups Currently Active

This is the list of TR41 email reflector groups active as of the date of publication of this document. TR41 will endeavor to keep this list up to date.

	To Send a Message to:
	Send the Email to:
	Reflector Name

	TR41
	tr41@tiacomm.org
	tr41

	TR41.3
	tr413@tiacomm.org
	tr413

	TR41.3.2
	tr4132@tiacomm.org
	tr4132

	TR41.3.3
	tr4133@tiacomm.org
	tr4133

	TR41.3.9
	tr4139@tiacomm.org
	tr4139

	TR41.3.10
	tr41310@tiacomm.org
	tr41310

	TR41.3.12
	tr41312@tiacomm.org 
	tr41312

	TR41.7
	tr417@tiacomm.org
	tr417

	TR41.7.1
	tr4171@tiacomm.org
	tr4171

	TR41.7.5
	tr4175a@tiacomm.org
	tr4175a

	TR41.9
	tr419@tiacomm.org
	tr419


7.6 List of TR-41 Reflector Commands

	If you want to...
	Send Email to
	Place This Text in body of message

	Get a list of email addresses
	lyris@tiacomm.org
	review {reflector name}

	Get a list of email addresses & names 
	lyris@tiacomm.org
	review {reflector name} names


Where: {reflector name} is the name of the reflector from section 7.5.

8 Determining Quorum

The TIA Engineering Manual outlines the requirements that are to be followed by engineering committees and subcommittees to determine whether a quorum exists. The flow chart below outlines the TR-41 interpretation of sections 3.2.5 and 5.3.2 of the TIA Engineering Manual. The Excel spreadsheet that is used by TR-41 to compute quorum and voting rights utilizes this flow chart in its calculations.  This interpretation applies to any meeting of a group as long as sufficient notice was given and an agenda posted (face-to-face or teleconference).
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9 Recognitions

9.1 Acknowledgements in Published Documents  

It is TR-41’s policy to recognize contributors to the development of published documents (i.e., Standards and TSBs) in the Foreword of the document as described below.  Those individuals who provide written contributions to the development of a document, including significant comments made during the ballot process and incorporated into the document, will be included.  We will no longer include an additional list of subcommittee or working group members.  The leadership of the group creating the document will be identified.  When documents are revised, information concerning the contributors to previous versions of the document will be retained.

The recognition will be in the form of a table preceded by an introductory sentence as shown in 9.1.1.  The introductory sentence is to indicate that the leadership of the subcommittee or working group acknowledges the contributions provided by the individuals identified in the table.  The leadership team (Chair, Vice-Chair, and Secretary if all positions are filled) should be identified parenthetically in this sentence.  Since the leadership of a subcommittee or working group is by individuals who have been elected or appointed on their own merits, the name of the individual should be listed before the name of the company in identifying the leadership.  The explanatory notes following the table are meant as guidance for creating the entries.  They are not intended to be included with the table in the published document.

Since TIA membership is granted to organizations, not individuals, the organization of the person making the written contribution or serving as editor of the document will be listed in the first column of the table, and the name of the individual(s) from that organization will be listed in the second column.  The third column is to appear only in documents that are revised and is intended to capture the relevant information for all previous versions of the document.  The column heading should be “Previous Version” if there is only one previous version (i.e., for the first revision) or “Previous Versions” if there is more than one previous version (i.e., for the second and all subsequent revisions).  The last column is where information concerning the current document is to be placed.  Since various methods have been used for acknowledgements in the past, it may not be possible to distinguish actual “contributors” to the previous version(s) from “members” of the group that created the document(s).  In this case, it is acceptable to omit the “Previous Version(s)” column and just identify the contributors to the current version.

The entry for the current editor of the document should be shown in the first row below the column headers.  If there was a different editor for previous version(s) of the document, then the previous editor is to be recognized in the next row.  If there is more than one previous editor, then all such editors should be recognized in reverse chronological order.  The label “Editor” should be placed in the current document and previous version(s) columns as appropriate.

Next, all individuals who have provided written contribution(s) to the current version of the document or to any previous version should be listed in alphabetical order by organization and, within an organization, by alphabetical surname (last name) order.  In the case of revised documents, it is to be expected that some individuals will have contributed to both the current document and to a previous version, while others may have contributed to the current document, or to a previous version, but not both.  A check mark (() as found in the Wingdings font is to be placed in the current document and/or previous version(s) column to indicate contributions as appropriate.  An “en” dash (–) as found in the special symbols list is to be inserted in columns where no other entry is appropriate.

It is possible that a person may have made contributions to the current and previous version(s) of the document as a representative of different organizations.  In this case, the same individual may be listed in the table as a representative of each organization, with identification of the contribution attributed to the row appropriate for the organization at the time the contribution was made.  An editor is likely to make written contributions to a document in addition to serving as the editor.  In this case, a check mark (() should be placed in the appropriate column in front of the “Editor” label.

9.1.1 Format for Introductory Sentence and Table

The leadership of the TR-41.N.n Drafting Group Name (Chair: Name, Company; Vice-Chair; Name, Company; Secretary: Name, Company) acknowledges the written contributions provided by the following individuals in the development of this document.  [Note: “standard” or “TSB” should be substituted, as appropriate, for “document”].

	Organization
	Representative
	Previous Version(s)
	TIA-0000-A

	Editor’s Company
	Editor’s Name
	(
	( Editor

	Previous Editor’s Company
	Previous Editor’s Name
	Editor
	–

	Company A
	Person 1
	(
	(

	Company B
	Person 2
	(
	–

	Company C
	Person 3
	(
	(

	Company C
	Person 4
	(
	–

	Company D
	Person 2
	–
	(

	Entity E
	Person 5
	–
	(


Explanatory Notes (not to be included in published document):

1. Delete third column if this is the initial publication of a new document or if the actual contributors to the previous version(s) cannot be determined.  Otherwise, adjust the column heading by adding or deleting the “s” on Version(s) as appropriate.

2. The heading for the last column should be the number of the current document.

3. Column headings should be in Bold font and column heading boxes should be shaded with 15% gray fill.  The headings should be centered both horizontally and vertically in their boxes.

4. The first row below the headings shows an example of a person who is Editor of the current document and made written contribution(s) to it and to a previous version but was not Editor for the previous version(s).

5. The second row shows an example where the Editor for the previous version(s) is no longer Editor and did not make a written contribution to the previous version(s) or to the current version.

6. The third row shows an example of Person 1 from Company A making written contributions to both the current and previous version(s).

7. The fourth and seventh rows show an example where Person 2 made a written contribution to the previous version(s) while with Company B and a written contribution to the current document while with Company D.

8. The fifth and sixth rows show two individuals from Company C made written contributions.  Person 3 contributed to both the current and previous versions, while Person 4 only contributed to the previous version(s).

9. The eighth row shows Person 5 from Entity E made a written contribution to the current document.  Note that not all Organizations are Companies; they could be Academic Institutions, Government Agencies, etc.

9.1.2 Specific Example of Introductory Sentence and Recognition Table

[This example is based on TIA-912-B but differs from it in a few details because 912-B was published before this policy was finalized.]

The leadership of the TR-41.4 IP Telephony Infrastructures Subcommittee (Chair: Joanne McMillen, Avaya; Vice-Chair: Roger Britt, Nortel; Secretary: Joachim Pomy, Avaya) acknowledges the written contributions provided by the following individuals in the development of this standard.

	Organization
	Representative
	Previous Versions
	TIA-912-B

	Nortel
	Roger Britt
	( Editor
	( Editor

	Mitel Networks
	Richard Hatherill
	( Editor
	–

	Avaya
	Joachim Pomy
	–
	(

	Cisco Systems
	Kirit Patel
	(
	–

	Dietrich Lockard Group
	Richard Frank
	(
	–

	Dietrich Lockard Group
	Dorothy Lockard
	(
	–

	Siemens ICN
	Richard Frank
	(
	–

	Siemens ICN
	Tailey Tung
	(
	–

	Tenovis
	Joachim Pomy
	(
	–


Explanatory Notes (not included in TIA-912-B):

1. This standard was created by the TR-41.4 subcommittee.

2. The leadership of TR-41.4 at the time it approved 912-B was Joanne McMillen of Avaya as Chair, Roger Britt of Nortel as Vice-Chair, and Joachim Pomy of Avaya as Secretary.

3. Roger Britt was Editor of 912-A and 912-B.  He also made contributions to 912, 912-A, and 912-B.

4. Richard Hatherill was Editor of 912.  He also made contributions to 912 or 912-A, but he did not make a contribution to 912-B.

5. Joachim Pomy made contributions to 912-B while representing Avaya and to 912 and 912-A while representing Tenovis.

6. Richard Frank made a contribution to 912-A while representing the Dietrich Lockard Group and to 912 while representing Siemens ICN.  He did not make a contribution to 912-B

7. Kirit Patel, Dorothy Lockard, and Tailey Tung made contributions to 912 and/or 912-A, but they did not make contributions to 912-B.

9.2 Recognition Events

It is also TR-41’s policy to hold recognition events in which contributors to published documents are publicly recognized with a Certificate of Appreciation.  These recognition events are normally held in conjunction with the Spring and Fall TR-41 meetings to acknowledge contributions to documents published in the preceding six months.  The manager(s) of an individual receiving recognition are also notified of the event if so desired by the individual.

In order to maintain the significance of the recognition certificates, the Chair of TR-41 in conjunction with the chair of the responsible formulating group may decide not to issue recognition certificates for documents involving minimal effort.  An example might be an erratum document or an addendum involving minor corrections or changes.

9.2.1 Certificates

Templates for the recognition certificates are embedded below.  There are slight variations for the cases of a Contributor, Editor, Drafting Group Chair, and combined Editor and Drafting Group Chair.  Note that in the case of the Drafting Group being a Working Group, a Chair certificate will normally only be given to the Working Group Chair and not also to the parent Subcommittee Chair.

The TR-41 Chair should fill in the template for each individual receiving a certificate and submit it to TIA Staff for printing on appropriate certificate stock with the TIA logo at the top and the TIA seal affixed to the bottom.

Certain terms found in the templates have the following meanings and should be replaced with the appropriate information:

· First – first name of individual being recognized

· Last – last name of individual being recognized

· Company – name of company or other organization that the individual represents

· TIA-NNNN – document number (e.g., TIA-855, TIA-912-B, TIA-968-A-5, TSB-146-A)

· Month 200X – month and year of publication

· TR-41.N/TR-41.N.n – drafting group number (e.g., TR-41.9, TR-41.3.3) on chair and combined editor/chair certificates only

The second and third parts of the three-part document title (“Telecommunications” is the first part of the title) should also be inserted in the locations indicated.
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9.2.2 Notices to Management

Templates for letters to inform and thank the recipient’s manager(s) for supporting the recipient in TIA standards work are embedded below.  Since the management letter quotes the acknowledgement information on the certificate, there are slight variations in the management letters for a Contributor, Editor, Drafting Group Chair, and Combined Editor and Drafting Group Chair.  The information above concerning certain terms that should be replaced with the appropriate information applies to these templates as well.

If the recipient of a certificate so desires, the TR-41 Chair should fill in the appropriate management letter information and print it on TIA letterhead.  The recipient should provide the Chair with the email address and proper form of address, including gender if not completely evident from the name, for the manager(s).  The letter should be converted to a PDF file for efficiency of file size and sent as an email attachment to the manager(s) of the recipient.  Multiple letters for multiple documents published in the same time period may be attached to the same email.  Examples of such emails are also embedded below.
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Abstract





This document outlines the policies and operational procedures to be followed within TIA Engineering Committee TR-41, its Subcommittees and Working Groups. 
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Certificate of Appreciation


Awarded to:


 MERGEFIELD "First_Name"  First Last


Company

The Telecommunications Industry Association acknowledges its appreciation of the contribution and leadership provided by First Last of Company in serving as Editor of TIA‑NNNN, Telecommunications – Second Part of Title Here – Third Part of Title Here, published Month 200X, and as Chair of the TR-41.N Subcommittee / TR-41.N.n Working Group that produced the document.



_1263154024.doc
Month dd, yyyy


Manager’s First and Last Name


Manager’s Title if Known


Company


[Repeat if necessary for multiple managers]


Dear Mr./Ms./Messrs. Manager’s Last Name:


I would like to inform you that First Last has recently been recognized for his[her] contributions to the standards development program of the Telecommunications Industry Association.  First received a Certificate of Appreciation reading as follows:


The Telecommunications Industry Association acknowledges its appreciation of the contribution and leadership provided by First Last of Company in serving as Editor of TIA-NNNN, Telecommunications – Second Part of Title Here – Third Part of Title Here, published Month 200X.

Your company’s support of First’s efforts in the creation of this document is greatly appreciated.


Sincerely,
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Chair’s Name


Chair, TIA TR-41


cc: First Last


_1263153198.doc

Script Signature
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Month dd, yyyy


Manager’s First and Last Name


Manager’s Title if Known


Company


[Repeat if necessary for multiple managers]


Dear Mr./Ms./Messrs. Manager’s Last Name:


I would like to inform you that First Last has recently been recognized for his[her] contributions to the standards development program of the Telecommunications Industry Association.  First received a Certificate of Appreciation reading as follows:


The Telecommunications Industry Association acknowledges its appreciation of the contribution and leadership provided by First Last of Company in serving as Editor of TIA-NNNN, Telecommunications – Second Part of Title Here – Third Part of Title Here, published Month 200X, and as Chair of the TR-41.N Subcommittee / TR-41.N.n Working Group that produced the document.

Your company’s support of First’s efforts in the creation of this document is greatly appreciated.


Sincerely,
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Chair’s Name


Chair, TIA TR-41


cc: First Last


_1263153198.doc
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Manager’s Name


[Additional Manager’s Name]


Enclosed are letters of recognition for First Last's contribution to the development of the following TIA documents:


TIA-NNN1, Telecommunications – Second Part of Title Here – Third Part of Title Here


TIA-NNN2, Telecommunications – Second Part of Title Here – Third Part of Title Here


Thank you for Company's support of First in this work.


Chair’s First name


Chair’s Full Name


Chair, TIA TR-41


<TIA-NNN1-MgmtLetter-Last.pdf>  <TIA-NNN2-MgmtLetter-Last.pdf>
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Manager’s Name


[Additional Manager’s Name]


Enclosed is a letter of recognition for First Last's contribution to the development of the following TIA document:


TIA-NNNN, Telecommunications – Second Part of Title Here – Third Part of Title Here


Thank you for Company's support of First in this work.


Chair’s First name


Chair’s Full Name


Chair, TIA TR-41


<TIA-NNNN-MgmtLetter-Last.pdf>
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Month dd, yyyy


Manager’s First and Last Name


Manager’s Title if Known


Company


[Repeat if necessary for multiple managers]


Dear Mr./Ms./Messrs. Manager’s Last Name:


I would like to inform you that First Last has recently been recognized for his[her] contributions to the standards development program of the Telecommunications Industry Association.  First received a Certificate of Appreciation reading as follows:


The Telecommunications Industry Association acknowledges its appreciation of the contribution and leadership provided by First Last of Company in serving as Chair of TR-41.N/TR-41.N.n during the development of TIA-NNNN, Telecommunications – Second Part of Title Here – Third Part of Title Here, published Month 200X.

Your company’s support of First’s efforts in the creation of this document is greatly appreciated.


Sincerely,
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Chair’s Name


Chair, TIA TR-41


cc: First Last


_1263153198.doc

Script Signature





_1263153983.doc
Month dd, yyyy


Manager’s First and Last Name


Manager’s Title if Known


Company


[Repeat if necessary for multiple managers]


Dear Mr./Ms./Messrs. Manager’s Last Name:


I would like to inform you that First Last has recently been recognized for his[her] contributions to the standards development program of the Telecommunications Industry Association.  First received a Certificate of Appreciation reading as follows:


The Telecommunications Industry Association acknowledges its appreciation of the contribution made by First Last of Company to the development of TIA-NNNN, Telecommunications – Second Part of Title Here – Third Part of Title Here, published Month 200X.

Your company’s support of First’s efforts in the creation of this document is greatly appreciated.


Sincerely,
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Chair’s Name


Chair, TIA TR-41


cc: First Last
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Certificate of Appreciation


Awarded to:


 MERGEFIELD "First_Name"  First Last


Company

The Telecommunications Industry Association acknowledges its appreciation of the contribution and leadership provided by First Last of Company in serving as Editor of TIA‑NNNN, Telecommunications – Second Part of Title Here – Third Part of Title Here, published Month 200X.
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Certificate of Appreciation


Awarded to:


 MERGEFIELD "First_Name"  First Last


Company

The Telecommunications Industry Association acknowledges its appreciation of the contribution and leadership provided by First Last of Company in serving as Chair of TR‑41.N/TR-41.N.n during the development of TIA‑NNNN, Telecommunications – Second Part of Title Here – Third Part of Title Here, published Month 200X.



_1263150410.doc
Certificate of Appreciation


Awarded to:


 MERGEFIELD "First_Name"  First Last


Company

The Telecommunications Industry Association acknowledges its appreciation of the contribution made by First Last of Company to the development of TIA‑NNNN, Telecommunications – Second Part of Title Here – Third Part of Title Here, published Month 200X.



