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Administrative issues
The scope of this document is to lay down the meeting facilities to be provided by an SA5 meeting host.
SA5 meeting duration
SA5 and its Sub-Working Groups (SWG) meet from Monday 8:45 to Friday 15:30.
SA5 plenary sessions
The plenary session is where all SA5 delegates meet together. 
SA5 plenary has the following requirements:

- One room capable of seating 50 delegates in classroom style
- Opening session takes place on Monday 8:45-10:00 (maximum 10:30)
- Closing session takes place on Friday 8:45-12:30. If needed, it may continue 13:45-15:30
- Tables and power supply points should be available for all delegates
- One LCD projector and screen are required
- Internet should be available in the plenary room (free or negotiated rate)
SA5 SWG sessions

SA5 has three SWGs, named SWG-B/C/D, which meet when SA5 plenary sessions are not in progress.

SWGs have the following room requirements:

- One meeting room per SWG 

- Each meeting room shall be available from Monday 10:30 to Thursday 20:00

- Each meeting room should have seating in boardroom or classroom style
- Tables and power supply points should be available for all delegates
- A flip chart or whiteboard should be provided in each meeting room

- One LCD projector (and screen) should be available for each SWG

- Meeting rooms should be in the same area to allow access to the meeting file server via WLAN 
- Internet should be available in the meeting rooms (free or negotiated rate)
SA5 Schedule
	
	1st Quarter

8:45 - 10:30
	2nd Quarter

10:45 - 12:30
	3rd Quarter

13:45 - 15:30
	4th Quarter

15:45 - 17:30
	Late session

18:00 – 20:00

	Monday
	SA5 Plenary
	SWG-B/C/D
	SWG-B/C/D
	SWG-B/C/D
	Leaders Meeting

	Tuesday
	SWG-B/C/D
	SWG-B/C/D
	SWG-B/C/D
	SWG-B/C/D
	If needed

	Wednesday
	SWG-B/C/D
	SWG-B/C/D
	SWG-B/C/D
	SWG-B/C/D
	If needed

	Thursday
	SWG-B/C/D
	SWG-B/C/D
	SWG-B/C/D
	SWG-B/C/D
	If needed

	Friday
	SA5 Plenary
	SA5 Plenary
	SA5 Plenary (if needed)
	
	


SA5 Plenary: 50 people (it may be the same room as SWG-D room)
SWG-B: 15/20 people
SWG-C: 15/20 people
SWG-D: 20/25 people (it may be the same room as SA5 Plenary room)

Leaders Meeting: 10/15 people (one SWG meeting room will be used)

Hotel costs
- Hotel charges for delegates should be explicitly stated (e.g. bedroom cost per night/taxes/surcharges, breakfast included in the room rate or not, hotel shuttle from/to the airport free or rate, etc...)
- Internet should be available in bedrooms (free or negotiated rate)
Lunch (optional) 
- Arrangements close to the meeting place are appreciated
- There is no obligation on hosts to fund lunches, but basic information on catering facilities should be provided to the delegates
Social event (optional)
- 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
Meeting invitation

- The host will provide a meeting invitation letter describing the above information plus additional information like hotel address, hotel reservation form, deadline for hotel reservation, host contact(s), local information (e.g. power supply voltage, mobile phone coverage)
- The meeting invitation will also provide details about visa application for the country of the meeting
- The host will provide individual invitation letter on delegates’ request
Summary of key requirements
- Meeting rooms

Monday 08:45-10:30

- One room for 50 people 

Monday 10.30 to Thursday 20:00
- Two rooms for 15/20 people 
- One room for 20/25 people 
Friday 08:45-15:30 

- One room for 50 people

- Three LCD projectors from Monday to Thursday and one LCD projector on Friday
- Access to Internet in bedrooms and meeting rooms
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