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SCOPE

This manual describes the national process by which the USA and the US telecommunication industry meet as the International Telecommunication Advisory Committee (ITAC) to prepare for TSAG and ITU-T Study Group meetings, and the selection and conduct of US delegations to these meetings.  That part of the national process which recommends Department of State approval of contributions to be sourced from the USA and those other occasions when ITAC advises the Government is guided by Annex A, the ITAC Bylaws.  The selection and operation of US delegations to these meetings are guided by Annex B, Delegations.  That part of the national process which addresses preparation of the contributions to be sourced to US Sector Members, and by which the US participants prepare themselves as a group for the meeting are guided by Appendix 1, ITAC-T Guidelines.

The processes described in this manual also can be used by ITAC and industry in preparations for other international telecommunication meetings, such as those for the Inter-American Telecommunication Commission (CITEL), the Organization for Economic Cooperation and Development (OECD) and the Asia-Pacific Economic Cooperation (APEC).

ANNEX B

to the National Process for Preparing for ITU-T Meetings

FORMATION & CONDUCT OF U.S. DELEGATIONS

Issue of January 2003

B.0
INTRODUCTION

The Department of State forms US delegations to represent the USA in certain meetings.  These meetings are generally those where decisions affecting US interests may be made and include Plenipotentiaries, Assemblies, Councils, Study Groups, and others as the occasion demands.  The USA does not normally send delegations to Study Group or Working Party meetings where there is little likelihood of US interest, or to Rapporteur Group meetings.  

Participation of Private Sector Representatives on US delegations is governed by guidelines published in Public Notice 665, March 23, 1979 (44 FR 17846).

B.1
SELECTION OF DELEGATES
Members of US delegations must be US citizens.  

The Department of State normally extends an invitation to interested Government Agencies and Sector Member companies to nominate employees for a delegation; employees may also nominate themselves.  Members of the delegation are then selected based on their involvement in the preparatory process, expertise, and ability to support the anticipated discussions.  In rare cases, a US citizen having a unique expertise but whose company is not an ITU Sector Member can attend by being placed on the US delegation by agreement with the head of delegation.

The Department of State Bureau of International Organizations (IO) notifies nominees of their accreditation as delegates and provides information on their rights and obligations as "Official Delegates." This information pertains primarily to conflict of interest and antitrust legislation.  

B.2
DUTIES OF MEMBERS OF US DELEGATIONS
Without exception, government and industry members of a delegation must actively support all US positions being presented at the meeting.  Except in rare cases, all delegates are expected to spend full time on the delegation and remain for the entire meeting.  Agencies and companies should not propose to send employees as delegates if they cannot support all US positions and respond to the requests for assistance by the head of delegation.  

The head of delegation may request delegates to provide US representation at the various subgroups of the meeting, and to assist in writing the meeting report.  Delegates sit with the US delegation unless released by the head of delegation and are expected to attend all delegation meetings.

Delegates chosen from the private sector provide technical advice on matters under discussion and support the head of delegation in pursuing US policy objectives at the meeting.  They also may present company contributions from within the delegation as long as the head of delegation agrees they are consistent with the US policy objectives.

B.3
DELEGATION MEETINGS

The head of delegation will normally hold periodic delegation meetings.  These meetings are intended to support coordination of US positions.  Delegation members are expected to attend all delegation meetings.  Heads of delegation may open delegation meetings to include other US participants in order to better serve public interest goals.

B.4
STANDARDS OF BEHAVIOR EXPECTED OF ALL US PARTICIPANTS
The degree of informality common in the US business world is not the norm in other countries.  It is wise not to assume the use of first names unless specifically invited.  Titles and last names are a sign of courtesy and should be accepted as such.  Correct pronunciation of foreign names and normal business attire are other important considerations.  Finally, make every effort to speak slowly and clearly in any interventions you make.  It will be much appreciated by participants and interpreters alike.

B.5
REPORTS
US delegation members may be asked to provide the head of delegation with short written summary reports pertaining to all or some aspects of meetings in which they have participated.  These reports will contain, among other things, a record of all US positions carried over and any modifications to positions arrived at by consensus at a preparatory meeting.  These reports will normally be distributed to all US participants at the meeting to aid them in maintaining a broad awareness of issues and results.
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SECTION 1

SCOPE
These Guidelines address the national process by which the United States Government and US Sector Members of the International Telecommunication Union - Telecommunication Standardization Sector (ITU-T) prepare for ITU-T meetings.  This national process has two components.  

· The first component refers to the formal process by which the Government accepts advice on contributions to be sourced from the United States.  This process is described in the ITAC Bylaws.

· The second component describes the process by which members of the US telecommunications industry prepare ITU-T Study Group contributions to be sourced from Sector Member companies and otherwise prepare for Study Group meetings.  This component is described in this Appendix.

Advice rendered to the State Department by the ITAC is decided by consensus of those present at the meeting.  Consensus is declared by the meeting chair and is defined as follows:

Consensus is established when substantial agreement has been reached by those participating in the consideration of the subject at hand.  Substantial agreement means more than a simple majority but not necessarily unanimity.

SECTION 2

MISSION, STRUCTURE, & OPERATION OF THE ITU
The International Telecommunication Union (ITU) is a global intergovernmental treaty organization within which governments and the private sector cooperate to develop Recommendations and treaties that support international telecommunications.  The ITU is organized into three Sectors, supported by a Secretary General and General Secretariat.

· ITU-T (Telecommunication Standardization) develops non-binding international Recommendations whose purpose is to advance international public telecommunication networks, interconnection, and interoperability.

· ITU-D (Telecommunication Development) offers technical assistance to developing countries and manages specific technical assistance projects funded by the United Nations Development Program.

· ITU-R (Radiocommunication) allocates radio frequency spectrum and orbital arc locations and supports efforts to eliminate harmful interference between radio stations of different countries.

The focus of this document is on the Telecommunication Standardization Sector and USA participation in its quadrennial Assembly, Advisory Group (TSAG), Study Groups (SGs), Working Parties (WPs) and Rapporteur activities.

The ITU-T includes Study Groups which address specific Study Questions within the SG’s mandate and a Telecommunication Sector Advisory Group (TSAG), each with subordinate Working Parties.  The ITU-T has established detailed procedures to ensure effective membership participation and due process.  The Questions to be studied are developed by the membership working in the various SGs, with periodic review by the World Telecommunication Standardization Assembly (WTSA) and TSAG.  Questions are assigned to Study Groups; Study Groups may establish Working Parties to study one or more related Questions, and may assign Rapporteurs for each Question or parts of Questions.  There is an ITU-T Secretariat which consists of an elected Director and the Telecommunication Standardization Bureau (TSB).  

Rapporteurs are responsible for organizing, progressing, and reporting on work of their assigned Questions.  Rapporteurs and Rapporteur Groups operate under procedures designed to allow them to progress the work effectively (see Recommendation A.1, Clause 2.3).

The method of operation in the ITU-T is by way of consensus. The usual ITU understanding of consensus is the absence of any sustained objection.  In normal operations, the ITU-T does not resort to formal voting; however, the chairman of a meeting might ask for an informal “show of hands”, for example, as a means to move towards consensus.

Participants in the ITU-T, as in the other two Sectors, include the Member States (national administrations which constitute the intergovernmental  Union) and Sector Members.  Sector Members are all treated equally under ITU-T procedures, regardless of whether they join the Sector as a Recognized Operating Agency (ROA), Scientific or Industrial Organization (SIO), other entity dealing with telecommunication matters, or a regional/international organization.  

SECTION 3

THE UNITED STATES PREPARATORY STRUCTURE:

The International Telecommunication Advisory Committee
As part of the national process, the ITAC provides a forum to which Sector Members bring proposed company contributions in preparation for ITU-T Study Group meetings.  The membership of the ITAC notes these contributions, and may make comments and recommendations.  In this context, the membership also has the opportunity to informally discuss matters expected to arise at the meeting in terms of contributions from other Member States or Sector Members, progress in the work of Rapporteur Groups and Working Parties, and correspondence from fora, consortiums, and SDOs.  This discussion does not normally constitute advice to the Department of State, but benefits both the US delegation and US Sector Members participating in the meeting outside the delegation, and leads to a more cohesive US presence in the competitive atmosphere of the ITU-T Study Groups.  

In performing this function, the ITAC does not operate as a FACA committee, nor is it bound by FACA restrictions.

SECTION 4

THE NATIONAL PROCESS:
SUBMISSION & APPROVAL OF CONTRIBUTIONS

4.0
INTRODUCTION

This section interprets the ITAC process described in the Bylaws in terms specific to ITU-T preparations, and describes the process by which Sector Members and Associates bring company contributions and other documentation to ITAC.  

4.1
GENERAL POLICY ON SUBMISSION OF PROPOSED CONTRIBUTIONS

The national process covers two types of contributions to ITU-T Study Groups:

· The ITAC advises the State Department on approval of proposed USA Contributions based on the consensus of the meeting.  This process is described in the ITAC Bylaws, but see the paragraph below.  

· Companies bring company-sourced contributions they intend to forward to ITU-T to ITAC meetings so they may be seen by all US participants in order to develop a more cohesive national position at the meeting.  

The ITU-T patent policy applies to all ITU-T contributions whether USA or company.  The statement of the Patent Policy is appended to WTSA Resolution 1, and additional information may be found on the ITU-T web site.

4.2
SCHEDULING MEETINGS
As a practical matter, many contributions to Study Group meetings are submitted as “delayed” contributions, and so Study Group preparatory meetings are usually scheduled around the dates that delayed contributions are to be submitted to ITU-T (ten working days prior to the meeting).  This also permits a more focused discussion of the matters anticipated at the meeting.  

However, the process does acknowledge that there will be “normal” contributions, which are due to ITU-T two months in advance of the meeting.  Depending on the number and subject matter of proposed normal contributions, these may be presented at another ITAC meeting and the meeting agenda modified to accommodate these contributions, they may be presented at a special ITAC meeting, or they may be presented via an email meeting, at the discretion of the chair of the meeting that customarily prepares for that ITU-T Study Group meeting.

4.3
DRAFTING CONTRIBUTIONS

General guidance for formatting contributions to the ITU-T is contained in ITU-T Recommendation A.2.  Additionally, drafters are advised to become familiar with the ITU-T Author’s Guide for drafting ITU-T Recommendations (www.itu.int/itudoc/itu-t/guide/64657.html).  This document, as well as appropriate document templates, are available without cost from the ITU-T on the ITU-T and the various Study Group Home Pages.  

4.4
SUBMISSION OF DRAFT CONTRIBUTIONS TO ITAC

USA and company contributions to be considered at an ITAC meeting are listed on the meeting document register maintained by the secretariat.  The secretariat announces the cutoff dates for identifying contributions prior to the meeting.  Originators are responsible for identifying their draft contributions to the secretariat for inclusion on this list.  Normally, the originator posts the document to the appropriate mailing list with an identifying number if one has been assigned or e-mails it to the secretariat for posting if mutually agreeable.  When advance distribution is not practical, the originator may arrange to bring paper copies to the meeting.  The originator is required to get the document on the document register as outlined above. 

Paper copies of posted contributions will not be provided at the meeting unless special arrangements have been made in advance.

Contributions not on the document register will be assigned numbers at the meeting and addressed as time permits.  

4.5
USA & COMPANY CONTRIBUTIONS

4.5.1
USA Contributions

It is customary for drafters of contributions proposed as USA to submit them through a standards development organization (SDO) in order to develop consensus early.  In selecting an SDO, a drafter should look for one with the relevant technical expertise, and an open membership and process where it is likely that opposing views will be freely aired according to a set of open rules.  It is common that the SDO then sponsors the contribution before the ITAC, but it is not required.

4.5.2
Company Contributions

A contribution which addresses a technical point may be submitted as a Company contribution under certain circumstances, such as:


the subject is addressed from a particular company’s point of view, and it is appropriate that the company get credit for the work.


the contribution contains information provided by that company, e.g., data, simulations or test results.

· the contribution was a proposed USA contribution but not supported by consensus at the preparatory meeting.

It is customary for companies to bring in their company contributions to share with other US participants.  Other ITAC members (including the meeting chair) may make recommendations for improvement of the contribution, indicate their agreement or opposition to the contribution, and in general afford themselves of the opportunity of developing a more coherent national position for the meeting.

4.6
OTHER DOCUMENTATION CONSIDERED BY A PREPARATORY MEETING
Correspondence from US-based entities under the procedures set forth in Recommendations A.4 and A.6 is sent to the appropriate ITAC meeting for information before being sent to the ITU-T Study Group as part of the established national process.  Depending on the timing of the A.4/A.6 correspondence, this process may take place by e-mail outside a regular meeting.  Documents exchanged in this manner are not contributions and, after the appropriate meeting chair has been informed, are sent directly to the appropriate ITU-T SG authority. 

ITU-T documents prepared by an ITU-T SG Chair, WP Chair, Vice-Chair, Rapporteur or Editor from the US, in fulfillment of their ITU-T responsibility, should also be made available to the ITAC as a matter of information.

4.7
FORWARDING CONTRIBUTIONS TO THE ITU-T

It is customary for the originator of a contribution to forward it to the ITU-T after the preparatory meeting.  The ITU-T Study Group web sites provide extensive information on electronic submission of contributions to the Telecommunication Standardization Bureau (TSB).

SECTION 5

GUIDELINES FOR THE AAP

5.0
INTRODUCTION

These Guidelines apply to participation in the Alternative Approval Process (AAP).  They are based on ITU-T Recommendation A.8, and TSB and TSAG implementation guidelines which define the process for Member State, ITU-T Sector Member and Associate comments.  

5.1
GENERAL POLICY ON AAP
The Government does not normally submit comments for the AAP Last Call (LC) and Additional Review (AR) procedures except when requested by a Sector Member.  However, the Government will ensure that the process does not endanger the viability of the ITAC process or unfairly impact the interests of US Sector Members.

5.2
COMMENTS FOR LAST CALL & ADDITIONAL REVIEW

The Last Call is a four-week comment period that occurs after a draft Recommendation has received Consent.  The Additional Review is a three-week comment period that may occur after the LC.  

LC and AR comments forwarded by US Sector Members must be compliant with positions previously agreed to in USA contributions made when drafting the Recommendation up for approval.  The commentor must make sure that this compliance is achieved.  Any US company which feels that a comment by another US company has a direct or indirect adverse implication on positions taken by the USA should advise the meeting chair of the ITAC meeting that made the preparations for that ITU-T meeting.  The meeting chair will then investigate the claim, if necessary consult with the ITAC, and if necessary request the commentor to withdraw the comment.  Consultation must be via the reflector.  If necessary, the Government may oppose the offending comment in a message to the TSB. 

US companies are encouraged to participate in the US preparatory process so that they become aware of USA positions developed at these preparatory meetings.  In all cases it is the responsibility of companies to be familiar with the relevant activities of other companies in the work of the ITU-T Study Groups.  

SECTION 6

GUIDELINES FOR U.S. PARTICIPANTS AT ITU-T STUDY GROUP AND WORKING PARTY MEETINGS

6.0
INTRODUCTION
US delegations are generally established to represent the USA in ITU-T Study Group and occasionally Working Party meetings.  However, it is normal for many Sector Members and Associates to participate in ITU-T Study Group meetings while representing their own memberships and unaffiliated with the delegation.

6.1
GENERAL POLICY
US participants, whether on the delegation or not, do not publicly oppose USA or other US company contributions without prior discussion at a preparatory ITAC or delegation meeting.  

Participants not on the US delegation sit behind their company placards at tables behind the Member State delegations.

6.2
DELEGATION MEETINGS

The head of delegation will normally hold periodic delegation meetings.  These meetings are intended to support coordination of US positions before the ITU-T.  Heads of delegation may open delegation meetings to include other US participants in order to better serve public interest goals.

6.3.
STANDARDS OF BEHAVIOR FOR OF ALL US PARTICIPANTS
This section refers to all US participants (delegates or not) at an ITU-T SG or WP meeting.  US participants:

· support USA contributions, regardless of whether one's company happens to agree or disagree with the given contribution. This applies both in and outside the meetings, and to both formal and informal discussions;

· do not denigrate US companies or government agencies in any way, either in or outside the meetings;

· do not speak against (US) company contributions without first discussing the opposition in the preparatory ITAC or a delegation meeting.  Never engage in any “floor fight" with other US participants.

6.4
GENERAL FORMALITY OF ITU-T MEETINGS
The degree of informality common in the US business world is NOT the norm in other countries. It is wise not to assume the use of first names unless specifically invited. Titles and last names are a sign of courtesy and should be accepted as such. Correct pronunciation of foreign names and normal business attire are other important considerations. Finally, make every effort to speak slowly and clearly in any interventions you make.  It will be much appreciated by participants and interpreters alike.

SECTION 7

GUIDELINES FOR U.S. PARTICIPANTS IN INFORMAL ITU-T CORRESPONDENCE GROUPS

7.0
INTRODUCTION
Periodically, ITU-T groups will set up informal correspondence groups which will continue the work of the parent group between meetings.  These groups are customarily chartered only to continue discussions on a particular topic between meetings and are not drafting groups.  People participating in these groups must be cautious lest they give the impression that they are speaking authoritatively when that may not be the case.  In particular, TSAG correspondence groups tend to address policy level matter on which only the Government may speak authoritatively.

7.1
CORRESPONDENCE GROUPS ON TECHNICAL MATTERS

Sector Members are encouraged to engage in correspondence groups addressing strictly technical matters, either supporting an existing USA position developed in a USA contribution or supporting a company position.  Sector Members may not state a position that opposes a USA contribution.

7.2
CORRESPONDENCE GROUPS ON POLICY OR REGULATORY MATTERS
It is the custom of the US Government to take management and regulatory policy positions at meetings at which there is a US delegation and, as a general rule, not to participate in policy discussions outside this environment.  The Government does not expect to change this custom.  

· Sector Members may monitor any group that is not otherwise restricted.

· Sector Members should raise management or regulatory policy issues under discussion in a correspondence group at an ITAC meeting.  The ITAC may alert the Department of State and recommend specific actions to be taken.

· Sector Members may join the discussion when their participation is consistent with positions already taken by the government and discussed in a TSAG meeting.   Sector Members should be aware that the Government will not be constrained by previous activity on the part of Sector Members.

Appendix One to Appendix One

US Preparatory Study Groups & Heads of Delegation to ITU-T Study Group Meetings

Preparations for ITU-T SG meetings are conducted in one of three preparatory US Study Groups.  These US SGs have no formal standing and the designations are used only as a matter of convenience in referring to a set of common agendas and interests.  This structure is reflected below.  ITAC meeting chairs who conduct the preparatory meetings and the usual Heads of Delegation to the ITU-T SG meetings are also listed.

US Study Group A 
meeting chair, Marian Gordon, US Department of State

TSAG
Head of Delegation, Marian Gordon

ITU-T Study Group 2
Head of Delegation, James Ennis

ITU-T Study Group 3
Head of Delegation, Marian Gordon

ITU-T Study Group 12
Delegation not customarily accredited

US Study Group B 
meeting chair, Nicholas Andre, National Communications System

ITU-T Study Group 4
Head of Delegation, Hal Foltz, NCS

ITU-T Study Group 6
Delegation not customarily accredited

ITU-T Study Group 11
Head of Delegation, Nicholas Andre, NCS

ITU-T Study Group 13
Head of Delegation, James Ennis

ITU-T Study Group 16
Head of Delegation, Nicholas Andre, NCS

US Study Group D
meeting chair, James Ennis, US Department of State

ITU-T Study Group 5
Delegation not customarily accredited

ITU-T Study Group 9
Head of Delegation, James Ennis

ITU-T Study Group 15
Head of Delegation, Stephen Perschau, NCS

ITU-T Study Group 17
Delegation not customarily accredited

ITU-T Special Study Group
Head of Delegation, James Ennis
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