IEEE 802.15 Chair Guidelines Revision 0.9
1. Introduction

This document is intended to provide guidance to IEEE 802.15 members for the orderly conduct of IEEE 802.15 business. These guidelines are intended to provide clarity and direction in areas that have been identified by the IEEE 802.15 chair or IEEE 802.15 motions.

2. Scope

The scope of the document is to be a repository for ‘guidelines for IEEE 802.15 process’ that have been issued by the IEEE 802.15 chair or a record of specific IEEE 802.15 motions.

3. Purpose

The purpose of the document is to provide IEEE 802.15 attendees, membership and leadership guidance on how IEEE 802.15 conducts its business.

4. Limitations

This document does not replace the IEEE 802.15 operating rules, the IEEE 802 LMSC operating rules, the Computer Society Standards Operating Rules, or IEEE-SA Operating procedures. In cases where conflicts occur, the formal rules shall have precedence.

5. Guidelines

This section contains the various guidelines that are currently approved.

5.1. Meeting Coordinator (Local Host)

This subclause serves as a guideline for hosting an interim P802.15 meeting.  It describes the requirements, for choosing a hotel, conference meeting rooms, and accommodations.  The Meeting Coordinator is a person who resides close to the site of the interim meeting and assumes financial responsibility for costs incurred by the WG.  Ideally the meeting fees should exactly cover costs, but the Meeting Coordinator is the final guarantor. 

For the purposes of planning the following information must be available to the Meeting Coordinator four months before the meeting:

· Anticipated Attendance

· Guest Room Days

· Number of Large Meeting Rooms (50 places) – minimum 1 for Plenary Meeting

· Number of Small Meeting Rooms (15 places)

· SVGA Projector and Overhead Projector Rental Requirements

The Meeting Coordinator should advise the attendees in advance of the AC power options and the necessary adapters required for the country in which the meeting is to be held.

5.1.1. Required features of hotel facilities:

· All rooms set up classroom style, with plug strips to all tables.  Each participant needs a table area of at least 1.5' x 2.5' to allow place for documentation and PC.  (that is maximum 2 seats per 5' table)  However, a space of 3' by 2.5' is preferred.

· In the plenary meeting room table on a riser to accommodate the chair, vice-chair and secretary.  A table should be arranged in the front-center of the room for the audio-visual equipment

· The plenary meeting room requires setup for a SVGA projector with camera and a screen. 

· Document tables at the back of the plenary room for the network access points, the file-server, and the printer.  

· Spotlights in the front of plenary room that illuminate the screen area should be able to be switched off for the time of the meeting to enable the use of overhead projectors. 

· The meeting rooms should have a non-obstructed view from the table tops up to at least 10 feet, actual figure depending on the need for a large enough view on the AV screens.

· All rooms shall be locked when not in use by our groups, so material may be left with some security.

· The smaller meeting rooms require a normal overhead projector or a computer output projector.  The host has the option to contact other members to carry a projector to the meeting site or to provide it from their own supply.

· Either glasses and iced water in pitchers on the tables or "water stations" in the corner of the rooms.

5.1.2. Desired features of hotel facilities:

· A small informal executive conference area/room (private), with some storage security and for registration of attendees.

· Seats of comfortable type with cloth instead of vinyl/plastic or other, non-woven, synthetic fabric.

· Availability for at least one of the rooms for overnight use.

5.1.3. Breaks

Provide for two breaks:

· About 10:00 am and provide a choice of juices (orange, tomato, grapefruit), regular coffee, decaffeinated coffee, tea, and fruit or pastries.

· About 3:00 PM and provide a choice of sodas (diet and regular), regular & decaffeinated coffee, tea, brownies or cookies and some fresh fruit.

5.1.4. Lunch

Arrangements must be made for a quick lunches.  Either provide a seated lunch/buffet, or for a cash bar for sandwiches and drinks.  If the choice is for the seated lunch, the host should be aware that the banquet manager wants to get a committed number of people 2 days up to a week before the meeting.  It is difficult to make an estimate with the freedom we have to give to the members to make last minute cancellations as well as showing up without announcement.

The participants can share the cost of the breaks and seated lunch.  (See below, meeting cost-sharing)

5.1.5. Guest rooms

We would like to have rooms of maximum $ 90-150 per night.  This rate should include absorption of extras volunteered by conference management and no commissions should be expensed in these costs as direct reservations benefits must be passed to attendees.  Please ask for certification of these discounts passing to IEEE P802.15 benefit.

Make sure that the hotel knows that each individual pays his/her own charges.  The shared costs should be reflected in the hotel bill listed as item: IEEE802.15 conference fee.  The bill should be itemized each day.  Each individual will share the cost of the meeting rooms and breaks for the entire week even if they only attend one day. 

5.1.6. Block-booking with deadline date

The best way to prepare such a meeting is to ask for the reservation of a block of rooms for the estimated number of participants and let the rooms be confirmed by each participant using a pro-forma form.  This form hopefully sent direct from participant by mail or FAX, without going via a travel agent and thus commissioned such agent to our detriment.  The hotel must provide a confirmation either via Fax or Telephone, at the time of reservation by each attendee.

Establish a deadline, preferably not earlier than one week before the start-date of the meeting.  At that time, rooms of the block booking not confirmed could be released.  Using the IEEE 802.11 reflector is a vehicle to monitor and give updates to potential attendees prior the meeting.

Do not accept any commitments for the reservation of the guestroom.  The hotels normally work with reservations cancelable up to 6:oo PM of the day of arrival, if reserved via a credit card.  They will try to get guarantees, of course, because they commit to a larger part of their business.  However, the host should not commit to those qualifications.

Sometimes the host has to guarantee only a minimum number of rooms and food service businesses to the hotel in order to qualify for discounts, such as free meeting rooms.  In that case the host should conservatively take the commitment for Host Company or himself.  The host should make a request to the hotel to recommend other hotels for guestrooms in the nearby area to accommodate last minute arrivals or overflow conditions.

Make sure that the Chairperson is allowed to ask hotel directly, the number of people that have registered and that she/he can obtain lists of names of the individuals that made reservations to the block booking.

5.1.7. Copying facilities

It is desirable for the officers of the working group to be able to make copies of documentation on the Saturday and/or Sunday before the meeting with access to a copy machine.  However, if it not possible, please provide the address and directions to a copy-shop providing such services.

Little or no copying is anticipated during the meeting as the WG operates with electronic documents

5.1.8. Badges

Please provide a process to print and distribute badges for the whole of the meeting.

5.1.9. Printing

We require the use of a high-speed printer (postscript) at the meeting place.

5.1.10. Man-power during the meeting

The meetings are typically well attended by the majority of the participants.  To minimize confusion and delays in the meetings during the week, it is recommended the host make the necessary provisions to assist in registration, copy machine operation, message taking and assist the officers of the meeting when needed.

5.1.11. Meeting cost-sharing

To share the cost of the meeting, the host can charge the participants a "conference fee" of up to $200  total for a 4 or 5 day meeting to bear the cost of:

· the breaks and lunches

· the audio-visuals equipment rental

· the copying and/or machine loan (if not born by the host)

· the meeting rooms (if not negotiated for "free" with the hotel for the business of the guest-rooms)

It is acceptable to assign a fixed cost for each participant, independent of the length of participation of the individual.

Arrange with the hotel for collection of the registration fee to make meeting fee payments easy by:

· Debiting the conference fee from the guest account of those staying at the hotel and crediting to the conference account

· Accepting conference fees from those not staying at the hotel (e.g. locals)

· If the hotel refuses to do so, the host has to go through the chore of collecting money from all participants and writing receipts

As we are not allowed to make a balance between meetings, we suggest that the host assumes a donation as a replacement of the saved travel and expenses cost.  This allows the host to calculate a conference fee, so that we have a small shortage amounting to the fees to be paid by 2 to 3 participants.  (Experience teaches that late, unexpected, arrivals will diminish this shortage)  If at the end of the meeting there is, indeed, a negative balance, we must assume that the meeting coordinator will pay for that in full when undertaking this obligation at the onset.

�I suggest we remove from the OpRules and remand to a WG Chair Guideline.  Also, this is out of synch i.e., 802.11, etc. collocated WGs.





