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In order to resolve the task of T2 to process all received documents in an efficient way some changes might be necessary. The main idea is that at all time a transparent status of all input and output documents will be guaranteed and even a hot switch from one chairman to another delegate will be possible at any time. 

As a proposal there will be the following steps in the process of dealing with T2 documents to be considered:

Opening Plenary

1) The T2 chairman with the help of the secretary compiles a complete master list of input documents for the current running meeting which will be available at the meeting server at any time. The secretary will update this master list when new documents will be received.


2) In the opening plenary all input documents will be linked to the T2 plenary directly and/or to the active subworking groups (referred as SWG). The status of already dealt with documents will be recorded in an additional column in the document list to avoid mistakes. 


Subworking Groups

3) As a result of this linkage the SWG will then pick up their relevant and topic related input documents to compile a dedicated document list which is the basis for the work in the specific SWG


4) New documents or revised versions will be reported to the secretary in order to get a unique document number and to be listed in the overall T2 master doc list and the specific SWG document list.


5) However, all SWGs take their individual document list as the guideline for their work to be carried out during the meeting.


6) In respect of the achieved status of the individual documents they will be marked in color (see annex) and will get a dedicated status assigned.
All unmarked documents therefor are not dealt with and wait for a discussion eventually not at this but at one of the next meetings.


Closing Plenary

7) After the SWGs have met they report back to the closing plenary in 5 different document lists representing the agreed, noted, rejected/revised,  dealt with documents the current status of these documents. As a consequence this input list will be taken to compare and double check the list of the opening plenary with the results of the various SWGs. The results of the SWGs will be presented in the final and closing plenary.


8) Finally the master document list will reflect the final status of all documents dealt with in the SWGs as well in the final plenary. For the T2 report all individual lists can put together to form a complete list of all agreed, rejected etc. documents at T2 level and can be part of the final T2 report. This simplifies also the overhead and hopefully reduces the number of errors and mistakes by generating the T2 report.

To manage the documents properly on the server it is recommended that the SWG chairman will copy all relevant documents from the general folder into a dedicated SWG working folder. As soon as a document is being discussed and in a final state, e.g. agreed, noted, revised or rejected the file of the document should be moved into output folder. This is a kind of safeguard to avoid unwanted and unnoticed changes or even a loss of already discussed documents. In this respect it is important to note that the SWG output folder is read only. Once the documents are moved into the output folder they cannot be changed, overwritten or even removed. 

ANNEX

Color code used for marking documents in the document lists

GREEN

used for AGREED documents only

YELLOW

used for NOTED documents only

CYAN


used for REJECTED or REVISED documents

LIGHT BLUE

used for POSTPONED documents only

(no color)

NOT DEALT WITH or NOT AVAILABLE
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