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The following pages contain a proposal for a common template for all SWG-B RG reports.  The purpose of a common template is that the same type of information can be found in all RG reports in the same place.  For the actual reports, this cover page shall be replaced by an appropriate report cover page.

Text appearing in corner brackets <  > in the template shall be replaced by the appropriate text in the actual reports.  Text appearing in square brackets [  ] in the template is for explanation only and shall not appear in the actual reports.

This document is a revision of S5-034007, implementing the decisions of the SWG-B plenary at SA5#32bis.

Table of contents

< Table of Contents >

1 Call to order

The meeting was called to order at <xx:yy> hrs local time on <day of week>, <date>.

2 Participant registration

<xx> delegates attended the meeting.  The list of participants can be found in Annex C.

3 Approval of the agenda 

< Text description of agenda approval, changes, .... >

4 Registration of Documents

Contributions that were broached and closed during this meeting are highlighted in green in the tables below.  Documents that were discussed but not closed are highlighted in grey.  Discussion and conclusions of all such highlighted documents are presented in section 7 of this report.

Non-highlighted documents have not been broached at all during the meeting, implying that no discussion of these documents is found in section 7.

[ The documents in the following lists shall be presented in numerical order ]

4.1 Input Documents

Tdoc
Title / Subject
Source
Section





















4.2 Output Documents to the SA5 plenary

[ Only documents that are going to be put forward for SA5 approval or information shall be listed here (CRs, LSs, TSs, ...).  By definition, these must be broached and closed (green) ]

Tdoc
Title / Subject
Source
Section





















4.3 Other output Documents

[ RG internal documents created during the meeting, if any.  By definition, these are either closed (green), or broached and open (grey).  Documents that are to be created for the next meeting by AI agreed during this meeting, shall not be listed here ]

Tdoc
Title / Subject
Source
Section





















5 Review of the last meeting report

< Text description of report approval, changes, .... >

5.1 Action items from the last meeting

[ This section shall only track the AIs and their results.  The discussion of the result shall occur in section 7 (Discussion of agenda items and contributions) or 8 (Any other business) of the report, as applicable (refer to guidance in section 7 and 8 ]

5.1.1 < AI 1 >

< Text description >

5.1.2 < AI 2 >

< Text description >

< more AIs as appropriate >

5.2 Requests for SA5 action from the last meeting

[ Normally there will be no entries here at a plenary meeting since the previous –bis meeting will most likely not have made any requests to SA5.  In –bis meeting reports, the results concerning all the documents brought to the last SA5 plenary (i.e. listed in section 4.2 of all appropriate previous RG meeting reports), shall be described.  E.g. RG meeting reports from SA5#33bis shall describe the results of documents from SA5#32bis and SA5#33 that were brought to the closing SA5 plenary at SA5#33 ]

< Text description of requests and their results, as appropriate.  If no requests were made, a simple statement that no requests had been made, is sufficient >

6 Liaisons with other groups

6.1 Incoming Liaisons

The following incoming LSs were handled by the < xxx > RG.

Tdoc
Title / Subject
Source













<text description>

[ In case of no LSs being received, a simple statement that no LSs were received by the RG, is sufficient ]

6.2 Outgoing Liaisons

The following LSs were sent by the < xxx > RG.

Tdoc
Title / Subject
Source
Reply to
















<text description>

[ In case of no LSs being sent, a simple statement that no LSs are proposed to be sent from the RG is sufficient ]

7 Discussion of agenda items and contributions

This section presents the < xxx > RG discussions and decisions on contributions pertaining to the agenda as specified in sections 3 and 4 of this report.

[ This section shall be organised by WT ]

7.1 <WT 1>

< Contribution 1 (at least Tdoc number and title) >


< text description >

< Status of, and, if not described in < text description >, decisions on contribution 1 >

< Contribution 2 (at least Tdoc number and title) >


< text description >

< Status of, and, if not described in < text description >, decisions on contribution 2 >

< more contributions as appropriate >

WT completion rate:  < xx > %

7.2 <WT 2>

[ same principle as in WT 1, as appropriate ]

7.3 <WT 3>

[ same principle as in WT 1, as appropriate ]

< more WTs as appropriate >

7.x.
Non-WT related items

[ General topics, that are neither in conjunction with the WTs nor suitable for the “Any other business” section 8, shall be presented here, if any.  In contrast to the template below, it may be the case that there are no written contributions for these topics, in this case a free text description is acceptable ]

7.x.1
< General topic 1 >

< Contribution 1 (at least Tdoc number and title) >


< text description >

< Status of, and, if not described in < text description >, decisions on contribution 1 >

< more contributions as appropriate >

7.x.2
< General topic 2 >

< same principle as in General topic 1 >

< more General topics as appropriate >

8 Any other business

[ This section generally presents general items, not directly related to the technical work of the RG.  In contrast to the template below, it may be the case that there are no written contributions for these items, in this case a free text description is acceptable ]

8.1 < AOB topic 1 >

< Contribution 1 (at least Tdoc number and title) >


< text description >

< Status of, and, if not described in < text description >, decisions on contribution 1 >

< more contributions as appropriate >

8.2 < AOB topic 2 >

< same principle as in AOB topic 1 >

< more AOB topics as appropriate >

9 Scheduling of future meetings

[ This section shall indicate the meeting plan of the RG up until at least the next following regular SA5 meeting, including any potential “adhoc” in between.  A first rough estimate of the quarters required at the next SA5 meeting shall be stated ]

10 Adjournment

The meeting was adjourned at < xx:yy > hrs local time on <day of week>, <date>.

Annex A

Requests for SA5 action

< Action 1 > < text description >

< Action 2 > < text description >

< More Requests as appropriate >

Annex B

Action items from this meeting (SA5#abc)

[ This annex provides a summary of AIs extracted from the appropriate sections of the report ]

Unless stated otherwise, the action items are for the next following meeting.

1.
<AI 1 (including AI owner) > (<reference section>)

2.
<AI 2 (including AI owner) > (<reference section>)

3.
<AI 3 (including AI owner) > (<reference section>)

< more AIs as appropriate >

Annex C

List of participants

Name
Organisation
Phone
Email



















































