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1 Call to order

The meeting was called to order at <time> hrs local time on <xxxday>, <day> <month> <year>.

2 Participant registration

<number of attendants> delegates attended the meeting {(some temporarily)}.  The list of participants can be found in Annex C.

3 Approval of the agenda

<This section shall specify approval of, and, if applicable, any agreed changes to the agenda if a written agenda was supplied for the meeting by the rapporteur.  If no written agenda was provided, then this section shall list the items the RG agreed to work on during this meeting>

4 Registration of Documents

4.1 Input Documents

Tdoc
Title / Subject
Source

















4.2 Output Documents

Tdoc
Title / Subject
Source

















5 Action items and report from the last meeting

5.1 Review of the last meeting report

The report from the SA5#<meeting number> “<RG name>” RG (see S5B<number>) was reviewed, and it was accepted {without any changes}{with the following changes:

- change

- change

- ...>

<fill in the above choice as appropriate>.

5.2 “<RG name>” RG Action items from the last meeting

The action items of the last meeting of the PM RG and their status are listed below.
5.2.1 <AI1>
5.2.2 <AI2>
5.2.3 <AI3>

........

5.3 Requests forwarded to SA5#<previous meeting number>

{None.}{<specify results of any SA5 action request according to annex A of your previous report>}

6 Liaisons with other groups

<This section shall detail the treatment of incoming and outgoing LSs.  At least the LSs assigned to the RG by SA5 or the SWG-B chairman shall be covered.  Further LSs may be handled at the rapporteur’s discretion>

7 Discussion of agenda items

This section presents the RG’s discussions and decisions on contributions pertaining to the agenda as specified in section 3 of this report.

7.1 <Agenda item x>

7.1.1 <Contribution x.1>
7.1.2 <Contribution x.2>
......

7.2 <Agenda item y>

7.2.1 <Contribution y.1>
7.2.2 <Contribution y.2>
.....

......

8 Any other business

9 Scheduling of future meetings

<This section shall specify the schedule of all RG meetings at least until the next following SA5 meeting.>

10 Adjournment

The meeting adjourned at <time> hrs local time on <xxxday>, <day> <month> <year>..

Annex A

SA5 Issues

<This annex shall list the requests that the RG whishes the SWG-B chairman to forward to SA5.>

Annex B

Action items from this meeting (SA5#<number>)

The following action items are for the next following meeting, SA5 #<number of next meeting>.

Annex C

List of participants

Name


Organisation
Phone
Email









































