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The following pages contain a proposal for a common template for all SWG-B RG reports.  The purpose of a common template isd that the same type of information can be found in all reports in the same place.

For the actual reports, this cover page shall be replaced by an appropriate report cover page.

Table of contents

1 Call to order

The meeting was called to order at xx:yy hrs local time on <day of week>, <date>.

2 Participant registration

xx delegates attended the meeting.  The list of participants can be found in Annex C.

3 Approval of the agenda 

4 Registration of Documents

4.1 Input Documents
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4.2 Output Documents to the SA5 plenary
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5 Review of the last meeting report

5.1 Action items from the last meeting

5.2 Requests for SA5 action from the last meeting

6 Liaisons with other groups

6.1 Incoming Liaisons

The following incoming LSs were handled by the xxx RG.
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<text description>

6.2 Outgoing Liaisons

The following LS was sent by the xxx RG.
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<text description>

7 Discussion of agenda items and contributions

This section presents the xxx RG discussions and decisions on contributions pertaining to the agenda as specified in sections 3 and 4 of this report.

7.1 <Topic 1>

7.2 <Topic 2>

7.3 <Topic 3>

......

8 Any other business

9 Scheduling of future meetings

10 Adjournment

The meeting was adjourned at xx:yy hrs local time on <day of week>, <date>.

Annex A

Requests for SA5 action

Annex B

Action items from this meeting (SA5#abc)

Unless stated otherwise, the action items are for the next following meeting.

1.
<AI 1> (<reference section>)

2.
<AI 2> (<reference section>)

3.
<AI 3> (<reference section>)

.......

Annex C

List of participants
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Organisation
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