WORKSHOP ON IP/OPTICAL (CHITOSE, JAPAN, 9-11 July 2002)

______________

Guidelines for Session Coordinators


Session and Associate Session Coordinators have the responsibility for planning the structure and content of the session. In general it is up to the session coordinator(s) to decide how the time is allocated and which people/organisations need to be involved. In order to achieve the maximum degree of involvement of participants a typical session could be structured as follows:

o
opening remarks including scope, objectives etc. - session leader

o
invited speaker(s) for say one third to one half of the time available

o
discussion - prompted perhaps by a controversial prepared statement from the session leader

o
short summary, including 


   identification of additional issues to be covered on ITU-T standards activities


   review and agreement on specific actions required to improve project deliverables and coordination with other SDOs

Accordingly it is expected that each session coordinator will:


designate a session leader (should the coordinator not wish to run the session directly himself)


invite speakers form within the ITU-T community as appropriate


contact other relevant groups/SDOs and invite a speaker(s) as appropriate.


prepare a plan for the session to be available for review by the workshop management team by February 2002, and to include the following:

o
scope

o
confirmed speaker(s)

o
deliverable/objectives

o
structure 


prepare closing remarks for the workshop closing session on day 3, including the items from the short session summary (see above)
For joint sessions, the session leaders can agree to divide the tasks as appropriate/convenient.

Session coordinators are requested to prepare a plan for their session to be available for review by the Workshop Management Team by 15 March 2002.
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The convening circular letter will be posted on 28 March 2002 on the basis of the information provided.

Texts and presentations (soft and hard copy) are to be made available to the Workshop Management Team and to session coordinators by 24 May 2002.

The Workshop Management Team will review the presentation and make suggestions for possible harmonization by 7 June 2002.  The final structure of the workshop will be fixed on 21 June 2002.

Potential contributors to the various sessions are requested to contact directly the session coordinators.  Contributions from other SDOs are welcomed.

_________

