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[bookmark: foreword][bookmark: scope][bookmark: _Toc84245326][bookmark: _Toc94086684][bookmark: _Toc96852706]1	Scope
The present document undertakes a study on 3GPP meeting format alternatives focusing on the short-term needs. The study also considers the impacts of possible new meeting formats on the health and wellbeing of delegates. 
A list of potential alternative 3GPP meeting formats is described, initial recommendations on usage of these formats are provided. 
[bookmark: references][bookmark: _Toc94086685][bookmark: _Toc96852707][bookmark: _Toc84245327]2	Introduction

The study of alternative meeting formats is structured along the lines of the main top-level 3GPP meeting formats already in use, or foreseen to be potentially used in the future:
1) Electronic meeting-based formats; Potential improvements to E-meetings are studied, especially from the perspective of making these meetings more attuned to delegates’ health and well-being.
2) F2F meeting-based formats; Potential alternative formats are studied that are based on all delegates meeting physically in one or multiple locations. 
3) Hybrid meeting formats; Potential alternative formats are studied where some delegates meet physically while some others attend the meeting through remote means. 
4) Mixed schedule meeting calendar; Considerations are captured for a meeting calendar where some meetings are held F2F and some others are held Electronically. 
The study provides recommendations how the different formats could be used.
[bookmark: _Toc94086686][bookmark: _Toc96852708]3	References
[1]	"Coronavirus disease (COVID-19) pandemic", https://www.who.int/emergencies/diseases/novel-coronavirus-2019

[bookmark: _Toc84245328][bookmark: _Toc94086687][bookmark: _Toc96852709]4	Definitions of terms, symbols and abbreviations
[bookmark: _Toc20149626][bookmark: _Toc84245329][bookmark: _Toc94086688][bookmark: _Toc96852710]4.1	Definitions
Term: Definition of the term.
Inactive period:  a period when there are no activities in the 3GPP group organized by the group leadership (e.g. email discussions or meetings). There is no mechanism to prevent such activities not organized by the leadership during inactive periods, but delegates are encouraged to try and keep these periods free from group-related activities.
[bookmark: _Toc84245330][bookmark: _Toc94086689][bookmark: _Toc96852711]4.2	Abbreviations
COVID-19	Coronavirus Disease 2019
F2F	face-to-face
[bookmark: _Toc94086690][bookmark: _Toc96852712]5	General Considerations
[bookmark: _Toc94086691][bookmark: _Toc96852713]5.1	Meeting Formats and Different Groups
3GPP groups vary a lot in size, workload and the regional distribution of participants. A meeting format that is suitable for one group may not be so suitable for another group with different characteristics. However, it is hard to fully analyse ideas for meeting formats in an abstract way. E.g., the practical experience of E-Meetings, despite their disadvantages, has been better than many people expected. The experience of using E-Meetings has also led to improvements in the process that has increased their efficiency.
[bookmark: _Toc94086692][bookmark: _Toc96852714]5.2	Trials of Meeting Formats 
In addition to the analysis contained in this report, 3GPP may decide to have trials in suitable groups of new meeting formats to gain a practical understanding of their pros and cons.
[bookmark: definitions][bookmark: _Toc84245331][bookmark: _Toc94086693][bookmark: _Toc96852715]6	Electronic meeting-based formats
[bookmark: _Toc84245332][bookmark: _Toc94086694][bookmark: _Toc96852716]6.1	Delegate-friendly E-meeting
[bookmark: _Toc96852717]6.1.1	Limiting the Number of Meeting Days
It is proposed to limit the number of meeting days per quarter. The following table shows some possible values and comments on their consequences.
	Max Number of Meeting Days Per Quarter
	Example of Meetings in Quarter
	Pros and Cons

	10
	e.g. one meeting of 10 days or two meetings of 5 days
	Pros:
· Would significantly reduce workload on delegates
· Similar to common practice in f2f meeting era
Cons:
· For E-Meetings would be restrictive on meeting time and likely incompatible with current work program

	15
	e.g. one meeting of 5 + 2 days and one meeting of 5 + 3 days; or one meeting of 5 + 5 days and one meeting of 5 days
	Pros:
· Would reduce workload compared to now
· Maybe compatible with existing work programme?
Cons:
· Still a large workload for delegates
· Accommodating current work program would be a challenge

	16
	e.g. two meetings of 5 + 3 days
	Similar to above, but consistent 5 + 3 planning might be easier

	20
	e.g. two meetings of 10 days
	Pros:
· Maximum working time available
Cons:
· Doesn’t seem to be a real improvement on current situation in terms of delegate workload



Conclusion: In order to balance meeting capacity and delegate workload it is proposed to choose [15 or 16] meeting days per quarter as the limit.
[bookmark: _Toc96852718]6.1.2	Allowing Flexibility In Distributing Meeting Days Over the Year
When specifying the limit on the number of meeting days it is convenient to think in terms of days per quarter. However, changes in workload and variations in calendars mean that some flexibility is needed in the schedule. 
Conclusion: limits on meeting days “in a quarter” should be interpreted flexibly as long as the total number of meeting days in a calendar year does not exceed 4 times the limit in a quarter.
[bookmark: _Toc96852719]6.1.3 	Inactive Periods
The following table shows some possible values for minimum inactive periods between meetings and comments on their consequences.
	Min Inactive Period Between Meetings
	Pros and Cons

	5 days not required to be consecutive
	Pros:
· Offers some inactive period for delegates
· Flexible scheduling
Cons:
· Likely that every week will have some WG activity
· Inactive days could be fragmented – e.g. 2-1-2 days

	5 days required to be consecutive
	Pros:
· Delegates will have at least one full week without WG activity
Cons:
· Even this may be hard to schedule in real meeting calendars

	10 days not required to be consecutive
	Pros:
· More inactive period for delegates
· Flexible scheduling
Cons:
· May not be compatible with 3GPP workload
· Inactive days could be fragmented
· May encourage “hidden”, unofficial activity during “inactive periods”

	10 days required to be consecutive, or 2 x 5 days required to be consecutive
	Pros:
· Delegates will have at least two full weeks without WG activity
Cons:
· Will be hard to schedule in calendar
· May encourage “hidden”, unofficial activity during “inactive periods”



Conclusion: In order to balance the different interests it is proposed that there shall be a minimum of 5 consecutive inactive working days between E-meetings. and that these should be consecutive if possible. 

[bookmark: clause4][bookmark: _Toc84245339][bookmark: _Toc94086696][bookmark: _Toc96852720]7	F2F meeting-based formats
[bookmark: _Toc84245340][bookmark: _Toc94086697][bookmark: _Toc96852721]7.1	“Multi-Hub” Meetings
[bookmark: _Toc94086698][bookmark: _Toc96852722]7.1.1	Description
The multi-hub meeting format uses more than one “Hub” location where delegates meet face to face. For example, delegates from Asia may meet somewhere in that region, delegates in Europe meet somewhere in EU, and a location in NA hosts delegates in that region. Of course, all delegates are allowed to travel to the hub of their choice, subject to international and local health restrictions. All hubs will be joined electronically in the same week to act like one meeting. The goal of the Multi-Hub Meeting is to try and combine some benefits of a face to face meeting with a reduced travel burden.
The following table shows some variations on the multi-hub format and comments on the applicability to 3GPP.
	Topic
	Comments on Applicability to 3GPP

	Number and location of Hubs: Regional, by OP, by company, multiple hubs per region, etc
	With fewer hubs the experience can be more like a face to face meeting. As more hubs are added the experience will become more like an E-meeting. 

Considering the goal is to try and have a “face to face like” experience the use of 2 or 3 hubs would seem reasonable. This suggests that hubs should contain delegates from several 3GPP countries/regions. 

	Delegate participation: Single room with microphones and big screens, Single room with GTM laptops, Individual rooms with GTM, etc.
	To have a “face to face like” experience a single room at each hub with microphones and big screens seems to be the most appropriate model. This would require suitable and high-quality AV equipment and connections between the hubs. This model may work better with just two hubs than with more than two hubs.

Different arrangements, e.g. a normal GTM, may be needed for offline meetings within the main meeting.

	Hub equality: All hubs equal, major hub and satellite hubs, etc.
	If the work is going to proceed as one meeting then one hub will have to contain the meeting chair and MCC staff. This hub would be the primary hub for managing the meeting. However, the working arrangement should ensure that delegates have an equal opportunity to input to the discussion regardless of their location.

	Hub synchronization: All hubs synchronized for long (8+ hour meetings), Hubs synchronized for medium (3-8 hour meetings), Hubs synchronized for short meetings (2-3 hour meetings), combination of regional meetings and global meetings, etc.
	To have a “face to face like” experience it is desirable to have a long period each day when meetings involving all hubs can take place. 

If there are only a few hubs then it may be possible to arrange hub locations so that the hubs are not distributed widely over different time-zones which would increase the convenient overlap of working time between hubs.





[bookmark: _Toc94086699][bookmark: _Toc96852723]7.1.2	Analysis
Pros:
· E-meetings have been challenging. This proposal provides some level of F2F interaction.
· Delegates can reduce long-haul travel which will help to address employees’ health and welfare, overall travel costs, and environmental impacts.
· Multi-hub provides a level of isolation from day to day activities and duties not available for e-meetings

Cons:
· A multi-hub meeting cannot be as effective as an international face to face meeting.
· Coordinating between the time zones will may still be challenging depending on the number of hubs. 
· If there are hubs in all regions then at least one region will be disadvantaged as far as time of meeting during the day. For example, here is a typical time zone During the summertime (DST on):

11:00 GMT
13:00 CET
04:00 US PT
07:00 US ET
16:30 India
19:00 China

If we assume that there are no meetings between midnight and 4:00am in any region then we are restricted to about 5 hours meeting each day. We may be able to get additional hours if NA meeting location is in East Coast.
· We will still have to deal with the inconvenience of some travel and the complexity that goes with it.
· The hubs will need to be able to support the requirement for the new Audio/Video needs. Furthermore, the meeting location may need to allow operation during odd hours.
· It does not address the question of offline discussions between delegates at different hubs.
· It may lead to regional camp building and make global compromise more challenging.
· It increases the total number of meeting locations that must be hosted (if one views each hub meetings as a different meeting location)

[bookmark: _Toc94086700][bookmark: _Toc96852724]7.1.3	For Further Consideration
· Hub infrastructure: Dedicated facilities, OP facilities, hotels, etc.
· Hub Interconnect mechanisms: Professional AV setup, GTM/W, etc.
· Hub floor/quality control: professional AV mechanisms, Tohru, vice-chairs at each hub coordinating with chair
· Hub capacity: Sufficient for mega-meetings, can handle 1-2 WGs, only a single meeting, etc.
· Failure mechanisms (if a hub loses connection): Meeting pauses, meeting proceeds, etc.
· Funding model: One meeting host pays for all hubs regardless of the locations, or each hub has its own host that pays for that location, or costs of all hubs are shared between all partners, etc.


[bookmark: _Toc84245346][bookmark: _Toc94086702][bookmark: _Toc96852725]8	Hybrid meeting formats

[bookmark: _Toc84245361][bookmark: _Toc94086705][bookmark: _Toc96852726]9	Mixed meeting schedule formats
[bookmark: _Toc94086706][bookmark: _Toc96852727]9.1	Mixed F2F and Electronic meeting schedule
[bookmark: _Toc94086707][bookmark: _Toc96852728]9.1.1	Description
Mixed F2F and Electronic meeting schedule refers to a mixed sequence of F2F and Electronic meeting schedules. With the mixed meeting schedule, some meetings are designated as Electronic meetings and other meetings are designated as F2F meetings. Note for each individual meeting, it is either F2F or Electronic meeting. In other words, the hybrid meeting, where some delegates are attending physically while others are attending electronically, is not included.
Mixed F2F and Electronic meeting schedule is intended for the period when Annex I is still activated.
An example of Mixed F2F and Electronic meeting schedule is given as follows:
	#N
	#N+1
	#N+2
	#N+3
	#N+4
	#N+5

	F2F meeting
	Electronic meeting
	Electronic meeting
	F2F meeting
	F2F meeting
	F2F meeting


The decision on whether to have F2F or Electronic meeting is made for each meeting. Each column, i.e. the #N, #N+1,…, #N+5, in the above table refers to one TSG meeting or WG meeting.
[bookmark: _Toc94086708][bookmark: _Toc96852729]9.1.3	Analysis
Pros:
· 3GPP can conduct smooth transition from Electronic meetings to F2F meetings before returning to full F2F meetings
· 3GPP can improve the overall efficiency and productivity before returning to full F2F meeting
· The current mechanism (i.e. a decision meeting about 3 months ahead of actual meeting time) adopted by the MHSG is also well tailored for mixed F2F and Electronic meeting schedule, as OPs can take the most recent COVID-19 situation into consideration.
Cons:
· Before returning to full F2F meetings, as some Electronic meetings are still scheduled, it inherits some of the disadvantages of Electronic meeting 


[bookmark: _Toc84245362][bookmark: _Toc94086709][bookmark: _Toc96852730]10	Summary and Recommendations
[bookmark: _Toc84245366]Editor’s note: Add summary similar to Kevin’s table here. Add recommended actions for PCG/OP here.
The following recommendations are made pertaining to overall [e-]meeting load:
· It is recommended that a 3GPP group has not more than [e.g. 15 to 20] [e-]meeting days per quarter, based on the 3GPP calendar.
Editor’s Note: the numbers need to be further discussed.
· It is recommended that between two consecutive [e-]meetings a group has an inactive period of at least 5 [e.g. 5 to 10] consecutive working days ([e-]meetings as planned on 3GPP calendar). National holidays (e.g. New Year) count into these inactive periods. The chair can set the dates for this inactive period based on her/his best judgement, i.e. the inactive period does not need to be placed directly after a meeting.
Editor’s Note: the numbers need to be further discussed.
Editor’s Note: whether all inactive days need to be consecutive needs to be further discussed.
The following recommendations are made pertaining to the planning of [e-]meeting agendas:
· It is recommended that chairs come up with agendas for their e-meetings in-time (based on the deadlines set in the Working Procedures). Additionally, chairs should give early on an outline of which items they intend during the individual days of online sessions (GoToMeeting/GoToWebinar, etc) of an e-meeting, as well as specific timing for those. 
· Nevertheless, the chair of a meeting has the flexibility to change the agenda of an upcoming or ongoing online session, e.g. due to overlapping discussions in other groups or due to key-delegates being unavailable for certain discussions.
[bookmark: _Toc94086710][bookmark: _Toc96852731]Annex A (informative): Mode of operation and workplan
The study is conducted by correspondence on the OP_MHSG email list and dedicated conference calls. A new version of the Study will be compiled after each conference call from the agreed contributions.
Date&Time for conference calls and workplan:
· MHSG#24: 9th November (Tuesday) 13-15h UTC: Scope, Mode of operation agreed
· MHSG#25: 7th December (Tuesday) 13-15h UTC: Add new meeting formats to the study
· MHSG#26: 18th January (Tuesday) 13-15h UTC: Add new meeting formats to the study, consolidation
· MHSG#27: 7th February (Monday) 13-15h UTC: Consolidation of meeting formats. 
· MHSG#28: 3rd March (Thursday) 13-15h UTC: Consolidation of meeting formats. Identify potential WP impacts
· MHSG#29: 25th March (Friday) 13-15h UTC: Compile recommendations
· MHSG#30: 12th April (Tuesday) 13-15h UTC: Finalize recommendations, finalize study.

PCG#48/OP#47 is held 26-27/April. 

[bookmark: _Toc84245367][bookmark: _Toc94086711][bookmark: _Toc96852732]Annex B (informative):
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