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The intention of this document is to lay down the minimum meeting requirements to be provided by a SA5 meeting host.

This document supersedes Tdocs S5-020548 and S5-020121.

SA5 Meeting Facility Requirements

Meeting Duration: SA5 normally meets from 8:45am Monday to 1:00pm Friday.

Meeting Category: SA5 meetings are categorised either as Major meetings (last meeting preceding an SA meeting) or Minor meetings (all others).

Major meetings always have a plenary session.

Minor meetings may have a full plenary session, a short plenary session or no plenary session.

Plenary Session: The plenary session is where all SA5 delegates meet together. 

For Major meetings the plenary session normally takes place on Thursday afternoon and Friday morning. 

For Minor meetings with a full plenary session, this session normally takes place on Friday morning.

For Minor meetings with a short plenary session, this session normally takes place about Friday noon.

Except for meetings with short plenary, plenary sessions may run late, therefore hosts are advised to allow for the plenary meeting running into Friday afternoon.

Plenary Session Room Requirements: 

The plenary sessions have the following room requirements:
· A room capable of seating approximately 60 delegates in classroom style is required.

· Tables and power points should be available for all delegates.

· A PC-Projector and screen is required.

The room should be available:

· Major meeting: Thursday 3:30 pm - 6:00pm & Friday 8:00am - 4:00 pm

· Minor meeting with full plenary session: Friday 8:00am - 4:00pm

For Minor meetings with a short plenary session, the largest Sub-Working Group meeting room will be used.

Sub-Working Group Meeting Room Requirements: SA5 has four Sub-Working Groups (SWG), named A, B, C & D. SWGs normally meet when plenary sessions are not in progress.

Each of the four Sub-Working Groups has the following room requirements:

· One or two meeting rooms (see below for Meeting Room Allocation typical examples). 

· Each meeting room should have seating in boardroom or classroom style with tables and power points available for all delegates.

· A flip chart or whiteboard should be provided in each meeting room.

· Each meeting room should be available from Monday to Thursday 8:45am – 6:00pm and on Friday morning 8:45am – 12:30pm for Minor meetings with a short or no plenary session.

The following general requirements apply to the SWG rooms:

· An additional smaller room should be made available Monday from 3:45pm – 6:00pm for the Leaders meeting.

· In total two of the SWG rooms (one larger) should additionally be made available Wednesday from 6:00pm to 10:00pm for late sessions.

· As far as possible, one PC Projector will be available for each Sub-Working Group, which means 4 PC Projectors in total.

· To the extent pratical, it is desirable to have meeting rooms in the same general area to allow maximum utilization of the Wireless LAN.

Lunches: Arrangements for lunch close to the meeting place are appreciated. However, there is no obligation on hosts to fund lunches, but basic information on catering facilities should be provided to the delegates.
Social Events: If a meeting host wishes to schedule a social event, Tuesday evening is the preferred time. Scheduling such an event is encouraged though it is emphasised that there is absolutely no obligation on hosts to fund the event. 

Hotel Costs: Hotel Charges for delegates should be explicitly stated (i.e. Bedroom per night cost, Taxes, Surcharges, Breakfast included or not, ...).

Examples of SA5 Meeting Room Allocation: Examples of meeting room allocation plan are shown below for a Major meeting, a Minor meeting with full plenary session and a Minor meeting with short (or no) plenary session.

Examples of SA5 Meeting Plan: Examples of meeting plan are shown below for a Major meeting, a Minor meeting with full plenary session and a Minor meeting with short plenary session.

Meeting Room Allocation for a Major Meeting:
	Room Capacity
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	16 people
	AM

PM
	SWG-A

SWG-A
	SWG-A

SWG-A
	SWG-A

SWG-A
	SWG-A

SWG-A (13:45 – 15:30)
	

	8 people 
	AM

PM
	Leaders mtg (15:45)
	SWG-A

SWG-A
	SWG-A

SWG-A
	
	

	20 people
	AM

PM
	SWG-B

SWG-B
	SWG-B

SWG-B
	SWG-B

SWG-B
	SWG-B

SWG-B (13:45 – 15:30)
	

	25 people


	AM

PM
	SWG-C

SWG-C
	SWG-C

SWG-C
	SWG-C

SWG-C
	SWG-C

SWG-C (13:45 – 15:30)
	

	10 people 
	AM

PM
	SWG-C
	SWG-C

SWG-C
	SWG-C

SWG-C
	
	

	16 people
	AM

PM
	SWG-D

SWG-D
	SWG-D

SWG-D
	SWG-D

SWG-D
	SWG-D

SWG-D (13:45 – 15:30)
	

	60 people


	AM

PM
	
	
	
	SA5 plenary (15:45)
	SA5 plenary

[SA5 plenary]


Meeting Room Allocation for a Minor Meeting with a full Plenary Session:
	Room Capacity
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	16 people
	AM

PM
	SWG-A

SWG-A
	SWG-A

SWG-A
	SWG-A

SWG-A
	SWG-A

SWG-A
	

	8 people 
	AM

PM
	Leaders mtg (15:45)
	SWG-A

SWG-A
	SWG-A

SWG-A
	
	

	20 people
	AM

PM
	SWG-B

SWG-B
	SWG-B

SWG-B
	SWG-B

SWG-B
	SWG-B

SWG-B
	

	25 people


	AM

PM
	SWG-C

SWG-C
	SWG-C

SWG-C
	SWG-C

SWG-C
	SWG-C

SWG-C
	

	10 people 
	AM

PM
	SWG-C
	SWG-C

SWG-C
	SWG-C

SWG-C
	SWG-C


	

	16 people
	AM

PM
	SWG-D

SWG-D
	SWG-D

SWG-D
	SWG-D

SWG-D
	SWG-D

SWG-D
	

	60 people


	AM

PM
	
	
	
	
	SA5 plenary

[SA5 plenary]


Meeting Room Allocation for a Minor Meeting with a short (or no) Plenary Session:

	Room Capacity
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	16 people
	AM

PM
	SWG-A

SWG-A
	SWG-A

SWG-A
	SWG-A

SWG-A
	SWG-A

SWG-A
	SWG-A

	8 people 
	AM

PM
	Leaders mtg (15:45)
	SWG-A

SWG-A
	SWG-A

SWG-A
	
	

	20 people
	AM

PM
	SWG-B

SWG-B
	SWG-B

SWG-B
	SWG-B

SWG-B
	SWG-B

SWG-B
	SWG-B

	35 people


	AM

PM
	SWG-C

SWG-C
	SWG-C

SWG-C
	SWG-C

SWG-C
	SWG-C

SWG-C
	SWG-C
[SA5 short plenary]

	10 people 
	AM

PM
	SWG-C
	SWG-C

SWG-C
	SWG-C

SWG-C
	SWG-C

SWG-C
	

	16 people
	AM

PM
	SWG-D

SWG-D
	SWG-D

SWG-D
	SWG-D

SWG-D
	SWG-D

SWG-D
	SWG-D


Major meeting with plenary session: SA5 #30 Meeting  Plan

	Day
	1st Quarter 

8:45am - 10:30am
	Break 10:30-10:45
	2nd Quarter 

10:45am - 12:30pm
	Lunch 

12:30-1:45pm
	3rd Quarter 

1:45pm - 3:30pm
	Break 

3:30–3:45
	4th Quarter 

3:45pm - 5:30pm
	Late Sessions

Variable Times

	Mon 19th
	SWG-A  ( (AR-PR) 
	B


	SWG-A  ( (AR-PR)
	L
	SWG-A  ( (AR-PR) 
	B


	SWG-A  ( (AR-PR)
	

	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	
	SWG-B  ( (JM T2)
                
	
	SWG-B  ( (JM T2)
              
	

	
	SWG-C ( (General)
	
	SWG-C ( (General)
	
	SWG-C ( (C1)

               ( (C2)
	
	SWG-C  ( (C1)

                ( (C2)
	

	
	SWG-D ( (General / PM CR)
	
	SWG-D ( (PM CR)
	
	SWG-D ( (PM CR)
	
	SWG-D ( (PM CR)
	

	
	
	
	
	
	
	
	SA5 Leaders Meeting
	

	Tue 20th
	SWG-A  ( (JM T2)


	R
	SWG-A  ( (JM T2)
	U


	SWG-A  ( (JM T2)
	R
	SWG-A  ( (JM T2)
	SA5 Social Event
6:00pm – 10:00pm

	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	
	SWG-B ( (CB)
	

	
	SWG-C ( (C1)

              ( (C2)
	
	SWG-C ( (C1)

              ( (C2)
	
	SWG-C ( (C1)

               ( (C2)
	
	SWG-C ( (C1)

               ( (C2)
	

	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	

	Wed 21st
	SWG-A  ( (SuM)

                ( (UEM)
	E
	SWG-A ( (SuM)

              ( (UEM)
	N
	SWG-A ( (SuM)
              ( (UEM)
	E
	SWG-A ( (General)
	

	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	
	SWG-B ( (CB)
	
	SWG-B ( (CB)


	

	
	SWG-C ( (C1)

               ( (C2)
	
	SWG-C ( (C1)

               ( (C2)
	
	SWG-C ( (C1)

               ( (C2)
	
	SWG-C ( (C1)

               ( (C2)
	

	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	

	Thu 22nd
	SWG-A ( (General)
	A

K
	SWG-A ( (P. Prep)


	C
	SWG-A ( (P. Prep)

	A
	SA5 

PLENARY

3:45pm – 6:00pm
	       

	
	SWG-B  ( (CB)
	
	SWG-B ( (P. Prep)
	
	SWG-B ( (P. Prep)
	
	
	

	
	SWG-C ( (General)
	
	SWG-C ( (General)

              
	
	SWG-C ( (P. Prep)
	
	
	

	
	SWG-D ( (PM MD)
	
	SWG-D ( (General)
	
	SWG-D ( (P. Prep)
	
	
	

	Fri 23rd

	SA5 PLENARY

8:45am - 1:00pm
	H
	<SA5 PLENARY>

(may be required if all items not closed in earlier sessions)
	K
	
	


Minor meeting with full plenary session: SA5 #29 Meeting Plan
	Day
	1st Quarter
8:45am - 10:30am
	Break 10:30-10:45
	2nd Quarter
10:45am - 12:30pm
	Lunch

12:30-1:45pm
	3rd Quarter
1:45pm - 3:30pm
	Break
3:30–3:45
	4th Quarter

3:45pm - 5:30pm
	Late Sessions

Variable Times

	Mon 24th  
	SWG-A  ( (AR-PR) 
	B


	SWG-A  ( (AR-PR)
	L
	SWG-A  ( (AR-PR) 
	B

R
	SWG-A  ( (AR-PR)
	SWG-C  

	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	

	
	SWG-C ( (General)
	
	SWG-C ( (General)
	
	SWG-C ( (C1)

              ( (C2)
	
	SWG-C  ( (C1)

               ( (C2)
	

	
	SWG-D ( (General / PM CR)
	
	SWG-D ( (PM CR)
	
	SWG-D ( (PM CR)
	
	SWG-D ( (PM CR)
	

	
	
	
	
	
	
	
	SA5 Leaders Meeting
	

	Tue 25th
	SWG-A  ( (SuM)
               ( (UEM)
	R
	SWG-A  ( (SuM)
               ( (UEM)
	U


	SA5 Social Event
1:30pm – 10:00pm


	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	
	

	
	SWG-C ( (C1)

              ( (C2)
	
	SWG-C ( (C1)

              ( (C2)
	
	

	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	
	

	Wed 26th 
	SWG-A  ( (SuM)

               ( (UEM)
	E
	SWG-A ( (SuM)

              ( (UEM)
	N
	SWG-A ( (SuM)
              ( (UEM)
	E
	SWG-A ( (SuM)
              ( (UEM)
	

	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	
	SWG-B ( (CB)
	
	SWG-B ( (CB)


	

	
	SWG-C  ( (C1)

               ( (C2)
	
	SWG-C ( (C1)

              ( (C2)
	
	SWG-C  ( (C1)

               ( (C2)
	
	SWG-C  ( (C1)

               ( (C2)
	

	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	

	Thu 27th
	SWG-A ( (General)
	A

K
	SWG-A ( (General)


	C
	SWG-A ( (General)

	A
	SWG-A ( (P. Prep)
	       

	
	SWG-B  ( (CB)
	
	SWG-B ( (CB)
	
	SWG-B ( (CB)


	
	SWG-B ( (General / 

                   P. Prep)
	

	
	SWG-C  ( (C1)

               ( (C2)
	
	SWG-C ( (General)

              
	
	SWG-C ( (General)


	
	SWG-C ( (P. Prep)
	

	
	SWG-D ( (PM MD)
	
	SWG-D ( (PM MD)
	
	SWG-D ( (General)
	
	SWG-D ( (P. Prep)
	

	Fri 28th

	SA5 PLENARY

8:45am – 1:00pm
	H
	[SA5 PLENARY]

(may be required if all items not closed in earlier sessions)
	K
	
	


Minor meeting with short plenary session: SA5 #31 Meeting  Plan

	Day
	1st Quarter
8:45am - 10:30am
	Break 10:30-10:45
	2nd Quarter
10:45am - 12:30pm
	Lunch

12:30-1:45pm
	3rd Quarter
1:45pm – 3:30pm
	Break
3:30–3:45
	4th Quarter
3:45pm - 5:30pm
	Late Sessions

Variable Times

	Mon 7th
	SWG-A  ( (AR-PR) 
	B


	SWG-A  ( (AR-PR)
	L
	SWG-A  ( (AR-PR) 
	B


	SWG-A  ( (AR-PR)
	

	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)              
	

	
	SWG-C ( (General)
	
	SWG-C ( (General)
	
	SWG-C ( (C1)

               ( (C2)
	
	SWG-C  ( (C1)

                ( (C2)
	

	
	SWG-D ( (General / Trace)
	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	

	
	
	
	
	
	
	
	SA5 Leaders Meeting
	

	Tue 8th
	SWG-A  ( (JM T2)


	R
	SWG-A  ( (JM T2)
	U


	SWG-A  ( (JM T2)
	R
	SWG-A  ( (JM T2)
	SA5 Social Event (self-funded)
6:00pm – 10:00pm

	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	
	SWG-B ( (CB)
	

	
	SWG-C ( (C1)

              ( (C2)
	
	SWG-C ( (C1)

              ( (C2)
	
	SWG-C ( (C1)

               ( (C2)
	
	SWG-C ( (C1)

               ( (C2)
	

	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	

	Wed 9th
	SWG-A  ( (SuM)

                ( (UEM)
	E
	SWG-A ( (SuM)

              ( (UEM)
	N
	SWG-A ( (SuM)
              ( (UEM)
	E
	SWG-A ( (SuM)
              ( (UEM)
	

	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	
	SWG-B ( (CB)
	
	SWG-B ( (CB)
	

	
	SWG-C ( (C1)

               ( (C2)
	
	SWG-C ( (C1)

               ( (C2)
	
	SWG-C ( (C1)

               ( (C2)
	
	SWG-C ( (C1)

               ( (C2)
	

	
	SWG-D ( (Trace)
	
	SWG-D ( (Trace)
	
	SWG-D ( (PM)
	
	SWG-D ( (PM)
	

	Thu 10th
	SWG-A ( (General)
	A


	SWG-A ( (General)


	C
	SWG-A ( (General)

	A

K
	SWG-A ( (General)

	       

	
	SWG-B  ( (CB)
	
	SWG-B ( (CB)
	
	SWG-B ( (CB)
	
	SWG-B ( (CB)
	

	
	SWG-C ( (C1)

               ( (C2)
	
	SWG-C  ( (C1)

               ( (C2)
	
	SWG-C  ( (C1)

               ( (C2)
	
	SWG-C  ( (C1)

               ( (C2)
	

	
	SWG-D ( (PM with SWG-C)
	
	SWG-D ( (PM with SWG-C)
	
	SWG-D ( (PM)
	
	SWG-D ( (PM)
	

	Fri 11th
	SWG-A ( (General)
	K
	SWG-A ( (General)
	H
	Provisional

SA5 short

PLENARY

1:45pm – 2:45pm
Only if required for urgent issues
	
	
	       

	
	SWG-B  ( (CB)
	
	SWG-B  ( (CB)
	
	
	
	
	

	
	SWG-C ( (General)
	
	SWG-C ( (General)
	
	
	
	
	

	
	SWG-D ( (PM)
	
	SWG-D ( (General)
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