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1	Introduction
This contribution proposes an update and clean-up of section 4.2 and 5.2. 
2	Proposed Text
It is proposed to agree on the proposed modifications 

[bookmark: _Toc23313434][bookmark: _Toc24578520][bookmark: _Toc24620523]* * * First Change * * * *
[bookmark: _Toc24578475][bookmark: _Toc25836038]4.2.1	Introduction
Despite the extraordinary efforts of the hosts, the service level of 3GPP meetings has often  reached a critical low level in some occasions, in which even the most basic requirements were not fulfilled, e.g.:
-	not enough of meeting rooms: some working groups were running out of meeting rooms as the request of the chair could not be fulfilled, especially when parallel sessions are needed;
-	insufficient capacity of meeting rooms: insufficient number of desks and chairs;
-	insufficient number of microphones, good quality projectors, good quality A/V;
-	avoid obscure locations that are hard to reach, often leaving delegates stranded in their travels, increasing delegate wear and tear; and
-	insufficient capacity of hotels rooms: blocked hotel rooms run out within a few days after the meeting invitation being published, making it difficult for delegates to arrange accommodation.
To overcome this deplorable situation, this subclause provides the set of criteria that have to be considered when planning and hosting 3GPP meetings of the highest quality, in line with the business criticality of 3GPP’s work. This list should be produced based on the existing 3GPP hosting guidelines (see annex B) and additional criteria that could be used by 3GPP Friends and IMs when organizing and hosting 3GPP meetings.
This list will be then used to establish recommendations to reinforce and/or improve the existing process for the selection of the meeting location/venue and the meeting organization.
[bookmark: _Toc24578476][bookmark: _Toc25836039]* * * Next Change * * * *
* * * Next Change * * * *
4.2.2	List of criteria
This subclause provides the list of criteria to consider for hosting 3GPP meetings:
Editor’s Note:	The criteria listed below can be further modified (reduced, enhanced)
-	choice of the location/venue: distance from the airport, local transportation, restaurant, safety/security, etc.;
-	hotel accommodation: size/capacity, block reservation, distance to the meeting rooms, etc.;
-	meeting room facilities: size, tables/chairs, microphones, projector/screen, remote participation, etc.;
-	IT facilities: Local network, WiFi, Internet access, etc.;
-	catering: breakfast, coffee break, water, etc.;
-	Hosting model: several hosting models can ensure ensuring a given Service Level;
-	criterion Y;
-	criterion Z.

[bookmark: _Toc24578486][bookmark: _Toc25836049]* * * Next Change * * * *
5.2.2.1	City
Editor’s Note: [v0.0.0] The proposal here would be to decompose the Service Level Requirements in layers, To me, the question to be answered is: “if I had to commission someone to do the job, what would I be asking for?” Because this is about “hosting meetings”, I propose to decompose the “Service Level Requirements” in the following layers: country, city, conference centre (could be a hotel), meeting room.
-	Relatively safe for delegates to stay and wander around
-	Below, we depict a delegate’s journey from main airport hub to hotel and identify some of the pain points and items to be taken into account when redesigning the 3GPP Hosting offering.
[image: ]
The journey starts at a hub airport. It is accepted that many delegates will not start at a hub airport. Indeed, no delegate will start at a hub airport but it is difficult to take into consideration the many different routes and delays that a delegate can factor into getting to a hub airport (taxi, train, bus, boat, flight etc.).
Requirements for (3) ”destination” hub airport is that there are several mainstream airlines that fly in. 
Requirements for (4) Flight Two, if needed to get to (5) Local Airport are again that there are several mainstream airlines that fly between the airports (3) and (5). Pain points in the past have been caused by a lack of daily flights between (3) and (5) and smaller airlines that can cancel flights. Other pain points include a long delay between (2) Flight One and (4) Flight Two. Two requirements to consider are:
a)	(3) and (5) have regular flight connections -e.g. Paris-Nice have very frequent connections;
b)	(4) is served from several different hubs -e.g. Nice is well served from Paris, London, Frankfurt, Amsterdam or Zurich.]
Requirements for (6) Local Transport include limited journey times. Delegates have to take long journeys to get to (5) so the journey at (6) should be considered.
Requirements for (7):	Comment by Lionel: Moved to meeting venue accessibility
The meeting hotel should be in a convenient location for multiple restaurants and at least one supermarket. Delegates have to work long hours and often there is not sufficient time to take local transport to find food.
There should be easy access from the hotel to meeting venue (public transport availability preferred to taxi)
Editor’s Note: Recommendation to make a benchmark for hotel prices, so that we can identify availability of lodging places in the hosting city]

[bookmark: _Toc24578487][bookmark: _Toc25836050]* * * Next Change * * * *
5.2.2.2	Meeting Venue
Editor’s Note: [v0.0.0] The proposal here would be to decompose the Service Level Requirements in layers, To me, the question to be answered is: “if I had to commission someone to do the job, what would I be asking for?” Because this is about “hosting meetings”, I propose to decompose the “Service Level Requirements” in the following layers: country, city, conference centre (could be a hotel), meeting room.
-	Easy access from hotels (preferably walking distance or public transport)
-	Easy access to restaurants during the lunch break (walking distance, less than 10? min and some diversity)
-	Easy access to a supermarket (walking distance, less than 10? min and some diversity)
-	Large enough to host as many parallel meetings and working sessions as the event requires. We can also consider multiple venues in the same location for a given event, as long as proximity is reasonable, e.g. walking distance, less than 10 minutes.
-	Availability of on-site personnel to help with logistics or venue issues 
-	Complying with all security requirements
-	Large opening hours, from early in the morning till late in the evening. 
NOTE:	The above doesn’t imply that meetings should be held in a way that working hours go beyond applicable labour laws.
-	Sufficient places (e.g., hallways, bars, lounges, open meeting rooms, open restaurants) for people to hold chats, offline conversations and group discussions in the combination of spaces offered by the meeting venue, hotels and bars/restaurants in the surrounding area, within a reasonable walking distance.
-	The meeting venue shall be able to accommodate the needs of delegates with mobility challenges such as crutches and wheelchairs.  Wheelchair ramps and elevators should be available to allow delegates to access meeting rooms and guest rooms.  Bathrooms equipped for the handicapped should be available if needed.

[bookmark: _Toc25836051][bookmark: _Toc23313425][bookmark: _Toc24578488]* * * Next Change * * * *
5.2.2.3	Meeting Venue AccessiblityAccessibility
A key ingredient for having successful meetings is that the delegates can get to the meeting on time. We also owe it to the delegates that they can expeditiously return home after the meeting concludes. While it is not possible to 100% guarantee this is possible in the face of situations such as bad weather, strikes, security threats, etc., the probability can be increased by using venues with more transportation alternatives.
It is recommended that meeting venues satisfy the following requirements:
-	Airports in the region should provide a minimum of 50 flights in and out per day. (An arrival or departure counts as 1 flight)
-	The airports in the region should be served by at least of the two major airline alliances (e.g., One World, Star Alliance, Skyteam)
-	For purposes of this criteria, airports in a region are those within 100km of the meeting venue.
-	The airport, if not an international hub, should be served by a minimum of two different international hubs.
NOTE:	For purposes of these criteria, airports in a region are those within 100km of the meeting venue.
-	The venue should be accessible by reasonably priced public transport (train, bus, tram, shuttle, taxi) from the nearest airport.

* * * Next Change * * * *
5.2.2.4	Safety/security	Comment by Lionel: Moved from Meeting room facilities
High priority should be given to ensure that delegates will be safe for the duration of the meeting. The location of meeting hotel(s) and meeting venue shall be carefully selected to make the meeting as easy and safe as possible for the delegates.
Any location which would not guarantee the safety/security of the delegates following normal daily safety/security precautions should be avoided.
The safety level of a location shall be estimated by consulting official country specific travel advisories or other relevant information pages publicly available on Internet.
	Comment by Lionel: Not sure that mandating a specific index and a specific threshold is required



* * * Next Change * * * *
5.2.2.5	Air Quality
It is recommended that meetings not be held in locations which are expected to have the yearly average Air Quality Index (AQI) > 150 (Unhealthy).
Editor’s Note:	The AQI should be based on https://aqicn.org.
[bookmark: _Toc25836052]
* * * Next Change * * * *
5.2.3	Proposal for the hotel accommodation
Editor’s Note:	Initial input to illustrate the type of recommendations that we could find in this section. Subject to comment/modifications/addition, based on future contributions.
The number of guest rooms shall be sufficient to house most of (if not all of) the delegates. Depending on the meeting size, this requirement can be fulfil with one or more hotels.
If there is more than one hotel, each hotel shall be within close proximity to each other and to the meeting venue (if not inside one of the hotels).
Accommodation rates per night should be in line with those commonly found acceptable for 3GPP meetings, taking into account the recent experience from the previous meetings.
Special room rate(s) at a lower price than the "public" rate should be negotiated for a reserved block of rooms corresponding to the expected number of delegates. The reservation cut-off date (after which reduced rate would no longer apply) shall be carefully chosen to let enough time for the delegates to book the room after the publication of the meeting invitation.
Editor’s Note:	It needs to be evaluated weather nearby the selected hotels for the meeting delegates, there should budget hotels within convenient travel time, cost, and effort, even if meeting delegates will be encouraged to book into one the hotels selecting for the 3GPP.
Hotel(s) selected by the host shall be accessible by people with disabilities. While wheelchair accessibility is required, other forms are also of importance and should be provided whenever possible, based on anticipated needs of the 3GPP delegates.
All guestrooms shall have broadband internet service, either wired or wireless. The cost of internet connection shall be included in the room rate.
The hotel(s) should provide in-room dining service for delegates to choose items of food and drink for delivery to their room for consumption even late in the evening.
[bookmark: _Toc23313426][bookmark: _Toc24578489][bookmark: _Toc25836053]All guestrooms should contain desks or evolving workspaces allowing delegates to work in their room if needed. When not available, the hotel(s) should provide public work-friendly zones (e.g. lobbies, coworking areas).
The hotel(s) should be in a convenient location with multiple restaurants and at least one supermarket in the neighbourhood.
There should be easy access from the hotel to meeting venue (public transport availability preferred to taxi).

* * * Next Change * * * *
5.2.4	Proposal for the Meeting room facilities
Editor’s Note: [v0.0.0] The proposal here would be to decompose the Service Level Requirements in layers, To me, the question to be answered is: “if I had to commission someone to do the job, what would I be asking for?” Because this is about “hosting meetings”, I propose to decompose the “Service Level Requirements” in the following layers: country, city, conference centre (could be a hotel), meeting room. The subjects developed below belong to the existing “hosting guidelines”. The aim is reviewing and amending as needed.
[bookmark: _Toc24578490][bookmark: _Toc25836054]5.2.4.1	Reception desk
The recommendations given in Annex B.3.1 shall apply.
A large table should be provided outside the meeting room(s) - eg in the coffee area - to serve as the hospitality desk, on which the meeting badges (if provided) can be laid out in alphabetical order by delegate's family name, facing the delegates. This table can also serve as a collection point for meeting related information (eg list of restaurants, meeting timing, city maps, ...)	Comment by Lionel: Copy/past of Annex
Editor’s Note:	If we move to pay per meeting delegate per meeting then we will need badges for everyone; this also helps with the situation of delegates forgetting their badges that these days probably happens for 30% of delegates.
[bookmark: _Toc24578491][bookmark: _Toc25836055]
* * * Next Change * * * *
5.2.4.2	Size and layout
The recommendations given in Annex B.3.2 shall apply.
Obviously, the meeting room must be large enough to accommodate the group concerned. You can consult the confirmed participants lists from previous meetings of that group to see the likely number of delegates who will attend. Beware of checking only the registration list for the meeting to be hosted: there will always be delegates who forget to register, and others who have registered but do not turn up, so prior to the meeting, the attendance list can be taken as a guide only.	Comment by Lionel: Copy/past of Annex
Where a group splits into subgroups, which have parallel streams and therefore need two or more rooms, the host may need to consult the relevant MCC project manager or the group’s chairman for more details.
For most meetings, "classroom" layout is required, with a chairman’s table on a podium. For working group meetings, the "top" table needs to accommodate only the chairman and the secretary and, ideally, have room for a guest presenter. For TSG meetings, it also needs room for three vice-chairmen. The height of the podium is a function of the number of rows of delegates: the more, the higher. Conference centre staff will be familiar with such requirements.
3GPP meetings, other than "workshops", seldom need a lectern.
Normally, conference centre staff can advise on the most appropriate layout (e.g. narrow and deep vs. wide and shallow), as a function of the room’s facilities and the number of delegates.
[bookmark: _Toc24578492][bookmark: _Toc25836056]
* * * Next Change * * * *
5.2.4.3	Tables and chairs
The recommendations given in Annex B.3.3 shall apply.
Delegate’s positions need to have sufficient space for cables to hang down from their PCs and not impede the passage of delegates moving to and from their places along the rows. The distance from the back of one row’s tables to the front of the next row’s tables needs to accommodate this. The venue must leave adequate gaps between rows: around 1m50 is ideal. The width of each delegate position also needs to be considered: anything less than one meter should be avoided.	Comment by Lionel: Copy/past of Annex
[bookmark: _Toc24578493][bookmark: _Toc25836057]
* * * Next Change * * * *
5.2.4.4	Electric power
The recommendations given in Annex B.3.4 shall apply.
Hosts must provide at least one mains power socket per delegate, with at least four additional ones on the top table. The conference centre should take care to partition the mains feeds carefully to avoid overloading circuit breakers or fuses. Bear in mind that each PC can consume up to 100 watts: A meeting with 200 delegates implies 20 kW. In addition, there will be several wireless access points for the LAN, typically placed in each corner of the meeting room. These will need power sockets too, and ideally should be within easy reach of a LAN wall-socket. The display projector will also need a dedicated socket.	Comment by Lionel: Copy/past of Annex
Hosts do not need to provide plug adaptors: delegates will bring their own.
[bookmark: _Toc24578494][bookmark: _Toc25836058]
* * * Next Change * * * *
5.2.4.5	Heating, air-conditioning
The recommendations given in Annex B.3.5 shall apply.
You can please some of the people all of the time, all of the people some of the time, but never all of the people all of the time. In fact, it is very easy to please none of the people all of the time.	Comment by Lionel: Copy/past of Annex
The meeting room needs a good flow of air but avoiding draughts. Delegates feel drowsy when there is an inadequate supply of oxygen but can be relied on to complain if they are in a cold down-draft from a ceiling ventilation grille. A good guide to the right temperature (of course, there is no such thing, since some delegates like arctic conditions, other prefer the tropics) is when about one third of the delegates have removed their jackets: more jackets being worn means it is too cold, more jackets on the backs of chairs means too warm.
Be prepared to regulate the temperature several times during the meeting, bearing in mind the body heat given off by delegates and their PCs, plus the display projector, etc.
[bookmark: _Toc24578495][bookmark: _Toc25836059]
* * * Next Change * * * *
5.2.4.6	Microphones, loudspeakers
The recommendations given in Annex B.3.6 shall apply.
It is important to remind that the number of microphones shall be sufficient to ensure that each delegate in the meeting room has easy access to a microphone.
It is preferable to have wired microphones, either one mic for every two people - which can work out rather expensive - or a number of microphones on stands in the aisles. In this latter case, plan for one microphone for every twenty delegates. These stand mics need cables long enough for delegates to be able to take them back to their places, since they will often have to refer to their PCs while speaking.	Comment by Lionel: Copy/past of Annex
Avoid wireless microphones which operate in the ISM bands and which can be interfered with by - and can interfere with! - the 3GPP wireless LAN. If the use of wireless microphones is unavoidable, the host should coordinate with MCC to ensure that the microphones operate on different channels from those used for the 3GPP wireless LAN. For reference, the LAN normally uses channels 1, 6 and 11 in the 2.4 GHz band. (Interference in the 5 GHz band is rarely a problem.)
For the top table, each person needs to have easy access to a microphone: that is, there must be a sufficient number and the cables must allow the mics to be moved around. If at all possible, a sound technician should be available throughout the working day to adjust sound levels and rectify faults and breakdowns.
[bookmark: _Toc24578496][bookmark: _Toc25836060]
* * * Next Change * * * *
5.2.4.7	Projectors and screens
The recommendations given in Annex B.3.7 shall apply.
The following clarifications could be added:
-	Screens should be visible to all of the delegates
-	Projectors should be bright and clearly readable from anywhere in the meeting room
All meetings require at least one projector and a screen, for the display of documents or of progress through the agenda. Meetings of TSGs RAN and SA need two projectors (and two screens).	Comment by Lionel: Copy/past of Annex
Screens should be visible to all of the delegates. Positioning of the projectors can be quite tricky: they must provide an image easily legible from the back of the room but must not be placed amongst the delegates. Ideally, they should be on dedicated tables just in front of the first row of delegates. 
Projectors should be bright and clearly readable. Choose projectors which are as quiet and cool as possible in operation, compatible with the size and brightness of image demanded. If it is not possible to angle the screen so that it is easily readable from the top table without its occupants having to turn right round to do so, then it is most desirable that a large flat-screen LED or plasma display run in parallel with the projector is provided at floor level for the benefit of the top table.
Where the projection screen is fixed in the centre of the wall behind the top table, it will be necessary to move the top table towards one side or the other, and to angle it to enable the chairman and secretary to see both the screen and the delegates.
For those meetings which require two projection screens, these should be placed either side of the top table.
Projectors need leads long enough to allow any occupant of the top table to plug them into his own PC.
For meetings with two projectors and screens, ideally, a video switch should be provided which allows each screen to show the feed from PC A, or the feed from PC B, or one screen to show PC A and the other PC B.
At least VGA and HDMI (both M and F) connectors should be made available for those needing to project.
[bookmark: _Toc24578497][bookmark: _Toc25836061]
* * * Next Change * * * *
5.2.4.8	Cables
The recommendations given in Annex B.3.8 shall apply.All cables - electricity, microphones, LAN - running on the floor need to be well secured with gaffer tape. This is not just for reasons of safety, but to ensure that service is not interrupted by feet scuffing cables and connectors and causing accidental disconnection.	Comment by Lionel: Copy/past of Annex
[bookmark: _Toc24578498][bookmark: _Toc25836062]
* * * Next Change * * * *
5.2.4.9	Water
The recommendations given in Annex B.3.9 shall apply.
By all means provide water to the chairman’s table, but: in bottles with screw caps, not in open jugs. 	Comment by Lionel: Copy/past of Annex
For the body of the delegates, avoid placing water on the tables: there simply is not room for this, and if there are glasses and jugs on delegates tables, they will get spilt onto their computers and they will fall to the floor causing floods, electrical danger, and potentially the hazard of broken glass. 
Rather, it is recommended to provide clean water on tables at the back or side of the meeting room, with plenty of space for delegates to abandon their empty glasses after they have quenched their thirsts.In addition, 
Aadequate clean water should also be available to the meeting attendees in the individual hotel rooms at the meeting hotel(s).
Editor’s Note: This is “copy-paste” from existing rules. In practical terms, in today’s 3GPP meetings water is made available at the back of the room and some delegates take a glass there, some others take it to their place (coffee as well), and this poses no problem.

* * * Next Change * * * *
[bookmark: _Toc24578499][bookmark: _Toc25836063][bookmark: _Toc23313427]5.2.4.10	Air and Water Quality	Comment by Lionel: Moved to Choice of the location
[bookmark: _Hlk24010486]It is recommended that meetings not be held in locations which are expected to have the yearly average Air Quality Index (AQI) > 150 (Unhealthy).
Editor’s Note: The AQI should be based on https://aqicn.org. 

* * * Next Change * * * *
5.2.4.11          Crime Rate and Safety Rate
It is recommended that meetings not be held in cities where Crime Index > 60.
Editor’s Note: The Crime Index is based on https://www.numbeo.com/crime/region_rankings_current.jsp?region=019. 
Crime Index is an estimation of overall level of crime in a given city or a country. We consider crime levels lower than 20 as very low, crime levels between 20 and 40 as being low, crime levels between 40 and 60 as being moderate, crime levels between 60 and 80 as being high and finally crime levels higher than 80 as being very high.
Editor’s Note: The inclusion of the Crime Rate Index in general and its threshold are still under discussion.
[bookmark: _Toc24578500][bookmark: _Toc25836064]
* * * Next Change * * * *
[bookmark: _Toc24578501][bookmark: _Toc25836065]5.2.5.1	The 3GPP network
The recommendations given in Annex B.4.1 shall apply.
MCC will install a dedicated wireless LAN in the meeting room(s). Each meeting room will require between one and six WiFi access points depending on the anticipated number of delegates. A local file server and, for larger meetings, a dedicated internet router will normally be located in one of the meeting rooms or, if an MCC IT technician is on site, in the corridor outside the rooms. Alternatively, it may be more convenient to place the server and/or router in the hotel's switch room; but notice that MCC personnel will need rapid access to this room at any time of the (long) working day throughout the meeting. The server will need a dedicated table (and chair!), and the internet connection (see later) should be routed to this point.	Comment by Lionel: Copy/past of Annex
Ideally, it should be possible to use building LAN wiring to distribute the 3GPP LAN throughout the meeting rooms. If need be, MCC can provide a switch to be located in the patch room to enable this. If the venue has its own managed switch, this can of course be used, but the host must take great care to disable its own DHCP service on this VPN, since the MCC server will run DHCP for the 3GPP network.
However, if building wiring is not available, MCC will run cables within and between the meeting rooms to distribute the 3GPP LAN, and the cooperation of the conference suite staff will be appreciated in routeing and taping down of these cables.
Many meetings involve separate meetings of several 3GPP working groups, and some groups split into multiple parallel streams, thus a sizeable number of separate rooms will be employed. It is ESSENTIAL that all these rooms can be connected to the 3GPP LAN, since all groups and subgroups share a single local file server and a single internet connection.
Wireless APs will be deployed in each of the meeting rooms, and each will normally require a dedicated tall "cocktail-type" table in the vicinity of a LAN outlet (if using building wiring). Normally APs are placed near the walls of the room, which makes feeding the LAN to them easier. In addition, a power outlet must be provided to each AP table unless the hotel offers a VLAN with PoE.
MCC will furnish the file server, router, switches and wireless access points. MCC can also supply any necessary Cat-5 or Cat-6 cabling, though any cabling which can be provided by the meeting venue will be appreciated to reduce the amount MCC needs to bring.
Editor’s Note:	In some situations, it could be considered To consider whether to transfer responsibility from the MCC to the meeting venue, or a third party that could act locally and set up the WLAN infrastructure in the venue for the meeting. Something to be further analysed.
[bookmark: _Toc24578502][bookmark: _Toc25836066]* * * Next Change * * * *
5.2.5.2	Internet supply
The recommendations given in Annex B.4.2 shall apply.
3GPP meetings require a single internet line terminated in an RJ-45 connector accessible to the server (see above).
The internet service needs to offer a single, public, IP address, and the host is asked to let MCC know the following parameters well in advance of the meeting:
-	fixed public IP address
-	address mask
-	gateway IP address
-	DNS IP addresses
The internet service must not be subject to firewall, traffic shaping, packet limiting, billing equipment, unnecessary routers which might limit the number of simultaneous connections, etc which might reduce the effective bit rate. Many delegates will wish to run VPN back to their employers’ networks, and there should be no limitation on such connections.
The bit rate of the service is a function of the total number of delegates anticipated to be at the venue:
Internet bitrate = 1.5 x number of delegates x 50 kbit/s
For example, a meeting where 300 delegates were anticipated would need an internet supply of at least 1.5 x 300 x 50 = 22500 kbit/s = 22.5 Mbit/s.
The supply should provide the appropriate bit rate symmetrically (same rate upload and download), and be exclusively dedicated to 3GPP use (ie not shared with, for example, hotel guest rooms).
A typical meeting configuration is shown in the following figure.
 [image: typicalNetwork]
[bookmark: _Toc24578503][bookmark: _Toc25836067]
* * * Next Change * * * *
5.2.5.3	3GPP WiFi
The recommendations given in Annex B.4.3 shall apply.
MCC’s wireless APs will offer service on both the 2.4 and 5 GHz bands. To avoid excessive interference with existing WiFi service, it may be desirable to turn off the venue’s own WiFi service in the vicinity of the meeting rooms for the duration of the meeting.	Comment by Lionel: Copy/past of Annex

* * * End of Change * * * *
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