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802.11 plenary meeting: one of three 2-hour meeting slots during which the 802.11 WG meets together as a whole.

802.11 session: the meetings as described in the 802.11 agenda for a particular event, usually running from Sunday to Friday of a week.

Active 802.11 participant: a participant with status Aspirant, Potential-Voter, Voter or a Former-Voter who is a member of an active 802.11 WG balloting pool.

Former-Voter: a member who was a Voter at any time in the past and has since lost voting rights and become a Non-Voter. NOTE – a Former-Voter may still be a voter in a ballot pool for Working Group Letter Ballot (see section 3.9.1 of this document).
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The following documents take precedence over the procedures described in this document in the following order (highest precedence shown first, in case of revisions, the latest approved revision applies):

New York State Not-for-Profit Corporation Law
IEEE Certificate of Incorporation
IEEE Constitution
IEEE Bylaws
IEEE Policies
IEEE Board of Directors Resolutions 
IEEE Standards Association Operations Manual
IEEE-SA Board of Governors Resolutions 
IEEE-SA Standards Board Bylaws
IEEE-SA Standards Board Operations Manual
IEEE-SA Standards Board Resolutions 
IEEE Computer Society (CS) Constitution and Bylaws
IEEE CS Policies and Procedures, section 10 
IEEE CS Board of Governors Resolutions
IEEE CS Standards Activities Board Policies and Procedures (SAB P&P)
IEEE Project 802 LAN/MAN Standards Committee (LMSC) Sponsor Policies and Procedures (LMSC P&P)
IEEE Project 802 LAN/MAN Standards Committee (LMSC) Operations Manual (LMSC OM)
IEEE Project 802 LAN/MAN Standards Committee (LMSC) Working Group (WG) Policies and Procedures (WG P&P)


Robert’s Rules of Order Newly Revised (latest edition) is the recommended guide on questions of parliamentary procedure not addressed in these procedures.

IEEE 802 Procedural documents are all posted here: http://www.ieee802.org/devdocs.shtml. 
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The Operations Manual is adopted as stated in section 9.3 of the 802 WG P&P ([rules5]).  It is maintained as directed by the WG Chair.
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[bookmark: _Toc498075704]Overview
The 802.11™ Working Group (WG) is responsible for developing Wireless Local Area Network (WLAN) standards under the authority of the IEEE® Project 802 LAN/MAN Standards Committee (802 LMSC). The 802.11 WG is one of several WGs that comprise the Project 802 LAN/MAN Standards Committee. 

The 802 LMSC is directed by the 802 Executive Committee (802 EC). The 802 EC is the sponsor for both sponsor ballot groups and standards development groups. The 802 LMSC includes WGs, Technical Advisory Groups (TAGs) and Executive Committee Study Groups (ESG) to standardize technologies applicable to local and metropolitan area networks as shown in Figure 3.1.
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[bookmark: _Toc393455417]Figure 3.1 – Project 802 Organizational Structure

Reference  [other1] contains background information on the IEEE standards development process.
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The 802.11 WG charter is to develop Physical layer and MAC layer specifications for wireless Local Area Networks (LANs) carried out under Project Authorization Requests (PAR) approved by the IEEE Standards Board and assigned to the 802.11 WG. Since the scope of standards work which comprises 802.11 WG activity is widely dispersed in time, technology and structure, individual standards activities within 802.11 WG are, at the discretion of the 802.11 WG, carried out by Task Groups (TGs) operating under, and reporting to the 802.11 WG. 

The 802.11 WG is chartered to:

· Maintain and revise the 802.11 standard, amendments and recommended practices.
· Develop new standards in a reasonable time frame within the scope of the 802 LMSC.
· Forward these standards to International Standards Organization / International Engineering Consortium (ISO/IEC) JTC1 [other4].
· Maintain liaisons with other groups within 802 LMSC, and other relevant standards setting bodies and radio spectrum regulatory bodies.

802.11 WG activities are administered by the WG Chair who is assisted in this task by members of the WG Chair Advisory Committee (CAC; see section 3.5 of this document). 


The organizational structure of 802.11 WG is illustrated in Figure 3.2.1.
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As stated in the 802 WG Policies and Procedures [rules5], the Chair of the WG is responsible for presiding over WG Plenary sessions. 

Responsibilities of the chair include:

Before session tasks:
· Submit agenda items for the opening Executive Committee meeting (a week before the meeting).
· Attend the opening Executive Committee meeting.
· Report the status of the WG to the plenary 802 meeting.

During session tasks:
· Conduct full WG meetings.
· Keep Executive Committee members informed as early as possible about 802.11 matters requiring approval at the closing 802 EC meeting.
· Attend the closing 802 EC meeting; representing and leading 802.11 items of business.
· Maintain a roll call voters list.

After session tasks:
· Prepare a WG status report to the 802 EC Recording Secretary within one week after the conclusion of the closing 802 EC meeting.  This status report shall include a description of the progress made during the week, as well as plans for further work and future meetings.
· Maintain an accurate 802.11 member list and post that list on the 802.11 website.
· Prepare the agenda and venue for the next meeting; publish the agenda and meeting venue information on web site, and email notice of same to the 802.11 WG Email list.
· Manage the preparation of the meeting place as well as the venue for the next interim meeting.
· Prepare sponsor ballot documentation on the IEEE-SA website (the “MyBallot” system), interface with IEEE-SA staff as necessary to conduct ballots, prepare and publish consolidated results.   Ensure the sponsor ballot documentation is accurate, complete and self-explanatory.
· Work with IEEE staff to publish 802.11 Drafts, as directed by the WG.
· Respond to inquiries regarding the 802.11 WG.
· Work with TG Chairs to prepare meeting agendas and room requirements for next session(s).

[bookmark: _Toc9276267][bookmark: _Toc19527273][bookmark: _Toc498075708]Working Group Vice-Chair(s)
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Responsibilities of the Vice-Chair(s) are assigned by the Chair and may include the following.

Before session tasks, including but not limited to, preparation of:
· Voters list.
· Updated Electronic Records of participant status as required by the meeting planner and the IEEE-SA systems according the required schedule.
· Populate the Electronic Attendance system with plan of meetings.
· Update any changes during the session.
· Arbitrate any attendee record discrepancies.
· PAR reviews.

During session tasks, including but not limited to:
· Be prepared to take over the duties of the Chair in the event of temporary or permanent absence.
· Be prepared to assume or assign secretary duties when required.
· Between meetings, be prepared to respond to inquiries regarding the WG and keep the Chair informed.
· Oversee the document process. 
· Attend to any business that might otherwise prevent the Chair from orderly conduct of the meetings, such as attending to emergency messages, and inquiries from the meeting planner or hotel staff.
· Assist the Chair in obtaining accurate and fair vote counts.
· Assist the Chair during IEEE 802 Executive Committee meetings held on initial and final days.


After session tasks, but not limited to:
· Assist chair to update participant status based on attendance, and inform participants of any change in status and ensure that a list of Active and Former-Voter participants is posted on the 802.11 website.
· Prepare WG ballot documentation on the 802.11 website, interface with IEEE-SA staff as necessary to conduct ballots, collect ballot return forms, and prepare consolidated ballot results.
· Update web site: meeting arrangements, ballot status.
· Update 802.11 Draft documents on the 802.11 members-only website.
· Update 802.11 email list servers.
[bookmark: _Toc9278941][bookmark: _Toc9279196][bookmark: _Toc9279441][bookmark: _Toc9279660][bookmark: _Toc9279877][bookmark: _Toc9280094][bookmark: _Toc9280306][bookmark: _Toc9280512][bookmark: _Toc9295071][bookmark: _Toc9295291][bookmark: _Toc9295511][bookmark: _Toc9348506][bookmark: _Toc9276270][bookmark: _Toc19527274][bookmark: _Toc498075709]Working Group Secretary
See section 10 of this document, Guidelines for 802.11 Secretaries for details on content and form of minutes.
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The WG Technical Editor is responsible for:

· Organizing and conducting regular Editor meetings.
· Oversee the Draft publication process:
· Coordinate between the IEEE-SA publication editor and TG Technical Editor.
· Proof read and coordinate document changes edited by IEEE staff.
· Advise WG Chair when a Standards Board Approved draft is ready for publication.
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The WG Treasurer is responsible for the financial operations of the WG and the WG treasury.  Specific responsibilities are listed in section 14 of the 802 WG P&P ([rules5]).  
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The Chair may appoint a WG Publicity Chair to assist with public relations and marketing communications.
[bookmark: _Toc19527283][bookmark: _Toc498075713]Liaison Officials
Liaison relationships are established with other groups within 802 LMSC, other relevant standards setting bodies, industry promotional bodies, Special Interest Groups (SIGs), and radio spectrum regulatory bodies (liaison groups). Liaison relationships can be established via liaison statements, officials or facilitators see http://ieee-sa.centraldesktop.com/802liaisondb/&num_165948=0. 

Liaison officials shall be recommended by the WG Chair and confirmed by the vote of the WG. Liaison officials shall be reconfirmed each year at the July 802.11 plenary session. Liaison officials will seek to be granted voting rights in their respective liaison groups.

[bookmark: _Toc19527284]Liaison Official Roles and Responsibilities are listed below:
· Liaison officials are responsible for providing updates and status reports to the WG at plenary and interim sessions. If a liaison official does not provide this in two consecutive sessions, then the WG Chair may withdraw the liaison responsibility from the concerned individual. The WG Chair recommends a replacement as necessary.
· Liaison officials cannot pass on responsibilities, nor have other individuals represent their post without having WG or WG Chair approval.
· A liaison official shall be an 802.11 Voter. Liaison officials are given 802.11 WG attendance credit for attending liaison group meetings that are concurrent with 802.11 WG sessions. NOTE – a liaison official shall be an 802.11 voter in order to be appointed as a liaison official, and a liaison official ceases to be a liaison official if the person loses 802.11 voting rights. 
· Liaison officials shall be empowered to report status of the WG developments to their respective liaison groups, and shall report back to the WG the status of the liaison group at interim and plenary sessions.
[bookmark: _Toc9278968][bookmark: _Toc9279223][bookmark: _Toc9279468][bookmark: _Toc9279687][bookmark: _Toc9279904][bookmark: _Toc9280121][bookmark: _Toc9280333][bookmark: _Toc9280539][bookmark: _Toc9295101][bookmark: _Toc9295321][bookmark: _Toc9295541][bookmark: _Toc9348536][bookmark: _Toc250617726][bookmark: _Toc251533874][bookmark: _Toc251538324][bookmark: _Toc251538593][bookmark: _Toc251563862][bookmark: _Toc251591888][bookmark: _Toc250617736][bookmark: _Toc251533884][bookmark: _Toc251538334][bookmark: _Toc251538603][bookmark: _Toc251563872][bookmark: _Toc251591898][bookmark: _Toc250617742][bookmark: _Toc251533890][bookmark: _Toc251538340][bookmark: _Toc251538609][bookmark: _Toc251563878][bookmark: _Toc251591904][bookmark: _Toc250617754][bookmark: _Toc251533902][bookmark: _Toc251538352][bookmark: _Toc251538621][bookmark: _Toc251563890][bookmark: _Toc251591916][bookmark: _Toc250617766][bookmark: _Toc251533914][bookmark: _Toc251538364][bookmark: _Toc251538633][bookmark: _Toc251563902][bookmark: _Toc251591928][bookmark: _Toc250617776][bookmark: _Toc251533924][bookmark: _Toc251538374][bookmark: _Toc251538643][bookmark: _Toc251563912][bookmark: _Toc251591938][bookmark: _Toc9278972][bookmark: _Toc9279227][bookmark: _Toc9279472][bookmark: _Toc9279691][bookmark: _Toc9279908][bookmark: _Toc9280125][bookmark: _Toc9280337][bookmark: _Toc9280543][bookmark: _Toc9295105][bookmark: _Toc9295325][bookmark: _Toc9295545][bookmark: _Toc9348540][bookmark: _Toc9278973][bookmark: _Toc9279228][bookmark: _Toc9279473][bookmark: _Toc9279692][bookmark: _Toc9279909][bookmark: _Toc9280126][bookmark: _Toc9280338][bookmark: _Toc9280544][bookmark: _Toc9295106][bookmark: _Toc9295326][bookmark: _Toc9295546][bookmark: _Toc9348541][bookmark: _Toc9278979][bookmark: _Toc9279234][bookmark: _Toc9279479][bookmark: _Toc9279698][bookmark: _Toc9279915][bookmark: _Toc9280132][bookmark: _Toc9280344][bookmark: _Toc9280550][bookmark: _Toc9295112][bookmark: _Toc9295332][bookmark: _Toc9295552][bookmark: _Toc9348547][bookmark: _Toc9278980][bookmark: _Toc9279235][bookmark: _Toc9279480][bookmark: _Toc9279699][bookmark: _Toc9279916][bookmark: _Toc9280133][bookmark: _Toc9280345][bookmark: _Toc9280551][bookmark: _Toc9295113][bookmark: _Toc9295333][bookmark: _Toc9295553][bookmark: _Toc9348548][bookmark: _Toc9278981][bookmark: _Toc9279236][bookmark: _Toc9279481][bookmark: _Toc9279700][bookmark: _Toc9279917][bookmark: _Toc9280134][bookmark: _Toc9280346][bookmark: _Toc9280552][bookmark: _Toc9295114][bookmark: _Toc9295334][bookmark: _Toc9295554][bookmark: _Toc9348549][bookmark: _Toc9278985][bookmark: _Toc9279240][bookmark: _Toc9279485][bookmark: _Toc9279704][bookmark: _Toc9279921][bookmark: _Toc9280138][bookmark: _Toc9280350][bookmark: _Toc9280556][bookmark: _Toc9295118][bookmark: _Toc9295338][bookmark: _Toc9295558][bookmark: _Toc9348553][bookmark: _Toc19527278][bookmark: _Toc498075714][bookmark: _Toc9275820][bookmark: _Toc9276272][bookmark: _Ref18906219][bookmark: _Toc19527290]Working Group Officer Election Process
The election of the IEEE 802.11 WG Officers (Chair and Vice-Chairs) is held in March of each even-numbered year. The nominations for the election shall be made at the WG Opening Plenary meeting. The WG Chair shall designate one of the WG Vice-Chairs as an Acting Chair Pro Tem if the WG Chair is running for re-election. If not running for re-election, the WG Chair shall conduct the election process. This election process shall be used for each WG officer election.

1. The Acting Chair shall open the floor for nominations.
2. The Acting Chair shall close nominations after the nominations have been made.
3. Each candidate shall be given a short time (nominally, 5-10 minutes) for an introductory statement of acceptance that should nominally contain the candidate’s:
a. Summary of qualifications
b. Commitment to participate and accept duties and responsibilities
c. Vision for the WG.
4. The floor shall be opened for discussion (nominally for five-ten minutes total).
a. The Acting Chair should limit the duration of comments and promote open participation, both pros and cons. If only one candidate is nominated, the Acting Chair may choose to sharply limit the debate.
5. The discussion shall be repeated, with the WG Chair leading the process for the nomination(s) of the WG Vice-Chair(s).
6. At the Mid-Plenary meeting, the WG Officers shall conduct the election, count the votes, and notify the WG of the results.
a. Voting tokens shall be used to cast valid votes during the session.
b. In order to be elected, any candidate must receive a simple majority (over 50%) of the votes cast in the election for the respective position.
c. Should no candidate receive a majority in the election, a runoff election shall be held. The process shall be similar to the initial election, except that:
i. New nominations shall not be permitted.
ii. In the runoff election, the nominated candidate having received the fewest votes in the previous election round shall not be an eligible candidate (in case a tie prevents this possibility, all the nominated candidates shall remain eligible).
d. If the process is inconclusive, another runoff shall be held, as in the point above.

[bookmark: _Toc251538380][bookmark: _Toc251538649][bookmark: _Toc251563918][bookmark: _Toc251591944][bookmark: _Working_Group_Chair][bookmark: _Toc498075715]Working Group Chair Advisory Committee
The 802.11 WG Chair Advisory Committee (CAC) functions as the coordinating body supporting the WG Chair in formulations of WG policy and the performance of WG chair duties. The 802.11 CAC has no voting procedures, or policies. The intent is to have the 802.11 CAC operate in a consultative manner. The 802.11 CAC may meet during 802.11 interim and plenary sessions and by teleconference between sessions as determined by the WG Chair.
[bookmark: _Toc19527291][bookmark: _Toc498075716]CAC Function
The function of the CAC is to assist the WG Chair in performing the following tasks:

· [bookmark: _Toc9276273]Provide procedural and, if necessary, technical guidance to WG, TGs, SGs and SCs as it relates to their charters.
· [bookmark: _Toc9276274]Oversee WG, TG, SG and SC operation to see that it is within the scope of 802.11 WG.
· [bookmark: _Toc9276275]Review TG draft standards proposed for submission to WG letter ballot and offer recommendations, if any, to the WG.
· [bookmark: _Toc9276276]Consider complaints of WG, TG, SG and SC members and their resolution at the Plenary, WG, TG, SG and SC meetings.
· Call meetings, including teleconferences, and issue meeting minutes.
· Prepare the WG agenda and materials for the WG plenary meetings.
· Determine room allocation requests to the meeting planners for the next session.
· Manage any other 802.11 WG logistics.

[bookmark: _Toc19527292][bookmark: _Toc498075717]CAC Membership
The Membership of the CAC is appointed at the discretion of the WG Chair. Membership of the CAC is composed of the following 802.11 WG officers:

· [bookmark: _Toc9276278]WG Chair
· WG Vice-Chair(s)
· [bookmark: _Toc9276279]WG Secretary
· WG Technical Editor(s)
· WG Treasurer
· [bookmark: _Toc9276280]WG Publicity Chair
· WG ANA Lead
· TG Chairs and TG Vice-Chair(s)
· [bookmark: _Toc9276281]SG Chairs and SG Vice-Chair(s)
· [bookmark: _Toc9276282]SC Chairs and SC Vice-Chair(s)

The chair or chair’s representative of each sub-group that is active at a session should be available at the CAC meetings during that session.  
[bookmark: _Documentation][bookmark: _Toc599673][bookmark: _Toc9275823][bookmark: _Toc9276289][bookmark: _Toc19527302][bookmark: _Toc498075718][bookmark: _Ref18905339][bookmark: _Toc19527293][bookmark: _Toc9275821][bookmark: _Toc9276283]Working Group Sessions
[bookmark: _Toc19527303][bookmark: _Toc498075719]Plenary Sessions
802.11 WG plenary sessions are conducted three times a year as part of the 802 LMSC plenary sessions. Typically the 802.11 WG Opening and Closing plenary meetings are held at each 802 LMSC plenary session (see Figure 3.6.1.1). Occasionally there are TG, SG, or SC meetings during the 802 EC meeting on Monday morning and/or the weekend preceding the plenary session. (NOTE – meetings held before the opening 802 plenary meeting are treated as ad-hoc meetings.)
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[bookmark: _Toc393455419]Figure 3.6.1.1 – Typical 802.11 WG meetings during 802 Plenary Session
[bookmark: _Toc19527304][bookmark: _Toc19527434][bookmark: _Toc9348580][bookmark: _Toc19527305][bookmark: _Toc498075720]Interim Sessions
Interim sessions of the WG, TGs, SGs and/or SCs are scheduled by the respective groups no later than the end of the prior plenary session. A WG interim session is held between 802 plenary sessions. Additional sessions may be scheduled as needed to conduct business of the WG, TGs, SGs and/or SCs. The date, time, and place of the session(s) must be approved by the WG and announced at the WG Closing Plenary meeting and entered in the minutes of the WG meeting.

[bookmark: _Toc9276020][bookmark: _Toc9276306][bookmark: _Toc9279043][bookmark: _Toc9279288][bookmark: _Toc9276312][image: ]
[bookmark: _Toc393455420]Figure 3.6.2.1 – Typical 802.11 WG Meetings during Interim session
[bookmark: _Toc19527306][bookmark: _Toc19527436][bookmark: _Toc9295146][bookmark: _Toc9295366][bookmark: _Toc9295586][bookmark: _Toc9348582][bookmark: _Toc19527307][bookmark: _Toc498075721]Session Meeting Schedule
802.11 Interim and Plenary sessions start with an opening plenary meeting followed by scheduled TG, SG, and/or SC meetings. Midway through the week a mid session plenary meeting is held. TG, SG, and/or SC meetings continue. The CAC meets typically Sunday evening and Thursday evening.  A final closing plenary meeting is held to close the session. Start times and end times are published at least 30 days in advance.  Active 802.11 WG session hours are defined from 8:00 am until 9:30 pm from the beginning of the 802.11 WG Opening Plenary through the end of the 802.11 WG Closing Plenary.
[bookmark: _Toc135780482][bookmark: _Toc19527308][bookmark: _Toc19527438][bookmark: _Toc392941659][bookmark: _Toc392942446][bookmark: _Toc19527309][bookmark: _Toc498075722][bookmark: _Toc19527310]Session Attendance
Attendance at WG, TG, SG and/or SC meetings is recorded electronically. If electronic recording is not possible, manual written documentation will be used. Each attendee is responsible for recording attendance. The mechanism for recording attendance is described in the opening reports of the WG Opening Plenary. Each attendee is expected to only sign in for the meeting designation that they are attending in that time slot. Time slots are defined as WG meeting hours as defined in the approved Agenda graphic for the interim or plenary session in progress. It is expected that attendees have participated in at least 75% of the designated meeting they have signed in for. Failure to sign in may impact voting rights (see section 7 of this document). Inability to sign in should be reported to the WG Vice-Chair responsible for attendance recording.

Occasionally an attendee may wish to record their participation at a meeting (as required by IEEE-SA rules), but does not want (or is not entitled) to claim attendance credit. For example, the attendee may have been present for less than 75% of the slot. Such an attendee should send an email once per session to the WG Vice-Chair responsible for attendance to record the attendee’s presence.

[bookmark: _Toc19527311][bookmark: _Toc19527441][bookmark: _Toc19527312][bookmark: _Toc498075723]Session Meeting Etiquette
During any WG, TG, SG and/or SC meetings cell phones must be shut off or in the vibrate mode of operation, in order not to interrupt the meeting. Electronic communication (e.g. email, instant messaging, and social networking) with the Officers conducting official meetings shall be deferred until after the meeting; with the following exceptions:
· Officers may access the 802.11 website and documentation server as necessary to conduct business
· The secretary may receive electronic communication/transmissions of presented material for inclusion in the minutes
· Officers conducting a meeting are permitted to record their attendance. 

The use of audio and/or video recording of any 802.11 meeting is specifically prohibited. Still photography is only permitted by a public request and permission of the meeting attendees via the WG Chair, and is not for commercial purposes.

Meetings are run in an orderly fashion, and outbursts or other disruptions during a meeting are not tolerated. Conversations whether on cell phones or with other individuals in a meeting should be moved outside the meeting room.

Comments should be directed to the Chair of the meeting in accordance with Robert’s Rules of Order and personal comments directed to individuals should be avoided.
[bookmark: _Ref251147012][bookmark: _Toc498075724]Documentation
[bookmark: _Toc9279000][bookmark: _Toc9279245][bookmark: _Toc9279490][bookmark: _Toc9279709][bookmark: _Toc9279926][bookmark: _Toc9280143][bookmark: _Toc9280355][bookmark: _Toc9280561][bookmark: _Toc9295123][bookmark: _Toc9295343][bookmark: _Toc9295563][bookmark: _Toc9348558][bookmark: _Ref18905869]All 802.11 documents are disseminated in electronic format only, other than exceptional cases. Documents are only accepted if they adhere to the policies and procedures described below.

An 802.11 document shall be one of the following types:

· Agenda
· Minutes
· Report (from the WG, a TG, SG, SC,a liaison meeting or a ballot), including financial reports
· Submission (Presentations, Motions, Simulation Results, etc.)
· Liaison
[bookmark: _Toc9279002][bookmark: _Toc9279247][bookmark: _Toc9279492][bookmark: _Toc9279711][bookmark: _Toc9279928][bookmark: _Toc9280145][bookmark: _Toc9280357][bookmark: _Toc9280563][bookmark: _Toc9295125][bookmark: _Toc9295345][bookmark: _Toc9295565][bookmark: _Toc9348560][bookmark: _Toc19527295][bookmark: _Toc498075725]Format
Documents with the exception of draft standards and amendments shall be in the current template as specified by the WG Chair.  The templates are located on the 802.11 WG website at: http://ieee802.org/11/Documents/format-rules.html. 

Draft standards and amendments shall be submitted to IEEE-SA in a format acceptable by the IEEE-SA.  Draft standards and amendments shall be made available to the WG in Adobe Acrobat format. 

If a submitter is not able to submit in Microsoft Office application format, the document shall be submitted in Adobe Acrobat format, but only as the last resort and agreed upon by the documentation controller, normally one of the WG Vice-Chair(s).
[bookmark: _Toc9279004][bookmark: _Toc9279249][bookmark: _Toc9279494][bookmark: _Toc9279713][bookmark: _Toc9279930][bookmark: _Toc9280147][bookmark: _Toc9280359][bookmark: _Toc9280565][bookmark: _Toc9295127][bookmark: _Toc9295347][bookmark: _Toc9295567][bookmark: _Toc9348562][bookmark: _Toc19527296][bookmark: _Toc498075726]Layout
The layout of draft standards and amendments shall be according to the IEEE-SA Style Guide ([other5]). All other documents shall be based on the current template for Microsoft Word (portrait and landscape; which is available on the IEEE 802.11 website) including the correct document number and revision number.

Documents based on other than Word or PowerPoint applications shall have the following layout:

· Paper size: letter (8.5’x11’)
· Margins: top = 0.6’, bottom = 0.5’, inside and outside = 0.75’, gutter of 0.5 and mirror image, headers 0.3’ from edge.
· The header is as follows:
· Times (New) Roman, 14 point, bold, line below
· Left: the month and year of issue
· Right: the text "doc: IEEE 802.11-yy/nnnnrm", where yy are the last two digits of the year; nnnn are the digits of the document number and the revision number is indicated by the digit(s) m, starting at zero.
· The footer is as follows:
· Times (New) Roman, 12 point, line above
· Left: the text type and status of the document 
· Center: "page n", where n is the page number
· Right: Primary Submitter name and company name as point of contact.
[bookmark: _Toc9279006][bookmark: _Toc9279251][bookmark: _Toc9279496][bookmark: _Toc9279715][bookmark: _Toc9279932][bookmark: _Toc9280149][bookmark: _Toc9280361][bookmark: _Toc9280567][bookmark: _Toc9295129][bookmark: _Toc9295349][bookmark: _Toc9295569][bookmark: _Toc9348564][bookmark: _Toc9279007][bookmark: _Toc9279252][bookmark: _Toc9279497][bookmark: _Toc9279716][bookmark: _Toc9279933][bookmark: _Toc9280150][bookmark: _Toc9280362][bookmark: _Toc9280568][bookmark: _Toc9295130][bookmark: _Toc9295350][bookmark: _Toc9295570][bookmark: _Toc9348565][bookmark: _Toc19527297][bookmark: _Toc498075727]Submissions
All documents presented to the WG, TG, or SG should be on the document server prior to presentation. 
[bookmark: _Toc9279009][bookmark: _Toc9279254][bookmark: _Toc9279499][bookmark: _Toc9279718][bookmark: _Toc9279935][bookmark: _Toc9280152][bookmark: _Toc9280364][bookmark: _Toc9280570][bookmark: _Toc9295132][bookmark: _Toc9295352][bookmark: _Toc9295572][bookmark: _Toc9348567][bookmark: _Toc9279010][bookmark: _Toc9279255][bookmark: _Toc9279500][bookmark: _Toc9279719][bookmark: _Toc9279936][bookmark: _Toc9280153][bookmark: _Toc9280365][bookmark: _Toc9280571][bookmark: _Toc9295133][bookmark: _Toc9295353][bookmark: _Toc9295573][bookmark: _Toc9348568][bookmark: _Toc9279011][bookmark: _Toc9279256][bookmark: _Toc9279501][bookmark: _Toc9279720][bookmark: _Toc9279937][bookmark: _Toc9280154][bookmark: _Toc9280366][bookmark: _Toc9280572][bookmark: _Toc9295134][bookmark: _Toc9295354][bookmark: _Toc9295574][bookmark: _Toc9348569][bookmark: _Toc19527298][bookmark: _Toc498075728]File naming conventions
The file name shall be as shown in the table below. An example of a good filename that conforms to the naming convention is 11-06-0652-00-0000-Motion-to-form-a-study-group.ppt.  

The electronic documentation system automatically generates the prefix part of the filename (i.e. the “gg-yy-ssss-rr-GGGG” below) from data entered by a document author, and requires that any uploaded file exactly match this prefix. 
[bookmark: _Toc393455421]Table 3.7.5 – File Naming Convention

	gg-yy-ssss-rr-GGGG-HumanName.ext

where

	“gg”
	is the 802 group 11

	"yy"
	is the last 2 digits of the year the document number is obtained

	"ssss"
	is the sequence number of the document


	“rr”
	is the revision number

	"GGGG"
	Is the group code identifying the WG, TG, SG, or SC to which the document assigned or presented.

Examples of group codes:
0000 – WG
000z – TGz
Tvws – TVWS SG
 
The electronic documentation system provides a mapping of well-known terms (e.g. TGz) to group code (e.g. 000z).

	“HumanName”
	The human name should be as short as possible (please use either a dash or underscore for the coupling letter). Try to avoid adding the TG in the name.

	ext
	Is the commonly used 3 or 4 letter file extensions: .doc/.docx for Word, .ppt/.pptx for PowerPoint, .pdf for Adobe Acrobat compatible files.


[bookmark: _Toc9279013][bookmark: _Toc9279258][bookmark: _Toc9279503][bookmark: _Toc9279722][bookmark: _Toc9279939][bookmark: _Toc9280156][bookmark: _Toc9280368][bookmark: _Toc9280574][bookmark: _Toc9295136][bookmark: _Toc9295356][bookmark: _Toc9295576][bookmark: _Toc9348571][bookmark: _Toc9279014][bookmark: _Toc9279259][bookmark: _Toc9279504][bookmark: _Toc9279723][bookmark: _Toc9279940][bookmark: _Toc9280157][bookmark: _Toc9280369][bookmark: _Toc9280575][bookmark: _Toc9295137][bookmark: _Toc9295357][bookmark: _Toc9295577][bookmark: _Toc9348572][bookmark: _Toc135780474][bookmark: _Toc498075729][bookmark: _Toc19527299][bookmark: _Toc9275822][bookmark: _Toc9276284][bookmark: _Toc19527300]Agendas

There are two types of agendas:  Working Group and Sub Group (i.e., TG, SG, and SC).

For a Sub Group meeting during a WG session, there are two options:
1. Maintain a separate document, which should be shown as an “Agenda” on the bottom left of the printed page.  This is a submission on the document server using document, presentation or spreadsheet formats and using appropriate 802.11 submission templates for this purpose.
2. Include the agenda as a Tab in the WG agenda document by emailing it to the WG chair.

The WG agenda is a spreadsheet that includes the following:
1. A graphic showing overall use of time during the session.
2. One or more tabs for the WG plenary meeting agendas.
3. A list of a document references for agendas posted on the document server corresponding to Sub Group option 1 above.
4. One or more tabs supplied by Sub Groups containing their agendas corresponding to Sub Group option 2 above.

NOTE – there are timing requirements on the posting of agendas prior to meetings (see sections 4.6.2, 4.6.3, and 4.7.4 in this document). The choice of format by the TG does not affect these requirements.

[bookmark: _Toc498075730]Approval of final subgroup minutes

If the minutes of the final meeting of a subgroup (TG, SG, SC, TIG or Ad-hoc Group) were not approved in the subgroup, the minutes shall be approved in the next WG meeting.

[bookmark: _Toc392914893][bookmark: _Toc392915446][bookmark: _Toc392917770][bookmark: _Toc392940278][bookmark: _Toc392941668][bookmark: _Toc392941867][bookmark: _Toc392942455][bookmark: _Toc498075731]Motions Modifying Drafts

Motions modifying drafts may be made at appropriate times during meetings.
Complex technical changes to a draft shall be in a submission that has been accepted by document control according to document formats specified in section 3.7 of this document and has been made available electronically for a period of not less than four active 802.11 WG session hours. The TG chair determines if a technical change is sufficiently complex to require a submission. 

When a CRC is following the “Accelerated process” for completion of a WG letter ballot, and is not meeting during an 802.11 WG session, any submission containing changes to the draft shall be on the server and announced to the appropriate TG reflector no less than 72 hours before any motion is made related to that submission.  
NOTE – when a CRC is meeting coincident with an 802.11 session, it is subject to the four hour rule described in the previous paragraph.
[bookmark: _Toc250617804][bookmark: _Toc251533954][bookmark: _Toc251538404][bookmark: _Toc251538673][bookmark: _Toc251563942][bookmark: _Toc251591968][bookmark: _Toc250617806][bookmark: _Toc251533956][bookmark: _Toc251538406][bookmark: _Toc251538675][bookmark: _Toc251563944][bookmark: _Toc251591970][bookmark: _Toc250617809][bookmark: _Toc251533959][bookmark: _Toc251538409][bookmark: _Toc251538678][bookmark: _Toc251563947][bookmark: _Toc251591973][bookmark: _Toc9276313][bookmark: _Toc19527313][bookmark: _Toc19527443][bookmark: _Toc9275824][bookmark: _Toc9276314][bookmark: _Ref18903965][bookmark: _Toc19527314][bookmark: _Toc498075732]Draft WG Balloting
A draft must successfully pass a WG letter ballot before it can be forwarded to the 802 EC for approval for Sponsor Group voting (see section 7.2 in [rules3]. All letter ballots shall be conducted by electronic balloting. The policies and procedures governing WG letter ballots, comment resolution and confirmation letter ballots are contained in the 802 LMSC Policies and Procedures (see section 7.0 in [rules3]).

Draft standards and amendments are posted to the IEEE 802.11 WG website in the members’ area.

The following additional requirements are imposed within 802.11 WG.
[bookmark: _Toc19527315][bookmark: _Toc498075733]Draft Standard Balloting Group
The 802.11 WG ballot pool consists of all 802.11 Voters as of the close of day the ballot distribution was completed, as determined by the WG Chair.
[bookmark: _Ref18904374][bookmark: _Ref18905164][bookmark: _Toc19527316][bookmark: _Toc498075734]Draft Standard Balloting Requirements
A draft standard (or amendment) is sent to WG ballot using the procedure below.
There is a two-step approval process before a draft can be balloted:
· Approval in a TG
· Approval in the WG

It is the responsibility of the TG to ensure that the draft is ready for balloting, i.e. that it is complete (e.g. no place holders or notes for future action, editing, or clarifications) and of sufficient quality.  TGs are encouraged to perform an internal review / comment resolution cycle before bringing a draft to the working group for ballot.  Failure to prepare adequately will result in a large number of comments, and will probably result in a failed ballot.  It also antagonizes working group voters.  The progress of a draft is accelerated by taking a more cautious route to initial ballot, resulting in a shorter overall period of comment resolution.

Before a draft is submitted to 802.11 WG letter ballot, it shall meet all the following requirements:

In the Task Group:
1. Either the draft to be balloted, or the precursor draft to be edited, as appropriate, must be available on the 802.11 website in the members area, and announced on the 802.11 WG reflector
2. If any changes need to be made to this draft before it can be balloted by the WG, these changes, whether technical or editorial, shall be described in one or more submissions approved by vote in the TG.

For initial and recirculation (once a ballot has passed with at least 75% approval) ballots, the TG approves submittal to WG for WG letter ballot. Motion templates are provided in the latest version of document 11-08-762 on the mentor server. 

In the Working Group:
1. The availability of the draft (or precursor draft) must be announced on the 802.11 WG email reflector during or prior to the meeting slot in which approval of any WG ballot on the draft is considered.
2. Approval of the WG is required to start an 802.11 WG letter ballot, either by motion in a WG meeting or by a fifteen-day electronic ballot. The wording of the approval motion mirrors the wording of the approval motion made in the TG.

A recirculation ballot shall be accompanied by a spreadsheet showing how comments have been resolved from the previous ballot, and a red-line version of the draft standard showing the changes of the previous draft.  Comments shall be made referenced to the clean version, but the redline version is provided to demonstrate the scope of the recirculation ballot.

For an 802.11 WG letter ballot to be considered valid, the abstention rate must be less than 30%.  The ballot shall close at 23:59 USA Eastern Time (ET) on the date specified on the ballot. If the ballot has not achieved a greater than 50% return rate by the specified closing date (see section 9.6 in [rules5], the ballot may be extended to close when a 50% return of the balloting group is received. This extension for receipt of a 50% return shall not be longer than 60 days. 

The TG shall respond to comments that are received during the ballot, regardless of whether the comment is associated with a vote, or from a member of the voting pool. Comments received after the close of balloting will be provided to the TG. The TG shall acknowledge the receipt of these comments to the initiator and take such action the TG deems appropriate.
[bookmark: _Toc392914898][bookmark: _Toc392915451][bookmark: _Toc392917775][bookmark: _Toc392940283][bookmark: _Toc392941673][bookmark: _Toc392941872][bookmark: _Toc392942460][bookmark: _Toc250617815][bookmark: _Toc251533965][bookmark: _Toc251538415][bookmark: _Toc251538684][bookmark: _Toc251563953][bookmark: _Toc251591979][bookmark: _Ref18905363][bookmark: _Toc19527317][bookmark: _Toc498075735]Formatting Requirements for Draft Standard and Amendments
The draft must be provided in the current IEEE electronic format (see [rules2], [other5]. At a minimum this shall be completed prior to sponsor ballot. However it is preferable that the draft be maintained in the IEEE electronic format throughout its development.
[bookmark: _Toc392914900][bookmark: _Toc392915453][bookmark: _Toc392917777][bookmark: _Toc392940285][bookmark: _Toc392941675][bookmark: _Toc392941874][bookmark: _Toc392942462][bookmark: _Ref263249174][bookmark: _Toc498075736]Accelerated process for completion of WG Letter Ballot

Towards the end of WG letter ballot, an accelerated process is defined to permit rapid ballot/resolution cycles.

Once a project has been given conditional approval to proceed to sponsor ballot by the 802 EC (see section 12 in [rules4]), the following process applies:
1. The WG chair delegates resolution of any comments received in subsequent WG letter ballots on the project’s draft to a comment resolution committee (CRC). [footnoteRef:1] [1:  The WG chair can announce this delegation at the meeting at which the request for conditional approval is approved by the 802.11 WG:  “Once the request for conditional approval to proceed to sponsor ballot is granted to 802.11<x>, it is operating under the Accelerated process described in our OM.  I delegate the responsibility of resolving comments to a CRC chaired by <name>, conditional on the EC granting this approval.”] 

a. The project’s TG chair is also chair of this CRC.
b. The CRC is subject to IEEE-SA anti-trust and patent policies.
c. The CRC will publish minutes of its meetings as 802.11 submissions.
d. The CRC meets together (either in person, or in teleconferences,  subject to the LMSC WG P&P rules about notification of such meetings) in order to resolve comments.
e. The CRC may vote to approve comment resolutions (75% approval required).
f. Any 802.11 voting member may vote at any CRC meeting.
g. Only voting members of 802.11 may vote in the CRC.
2. Once comment resolution is complete (as determined by the CRC chair) and any modified draft is available, the WG chair will start any necessary WG recirculation ballots.

[bookmark: _Toc498075737] Mandatory Draft Review (MDR)

The MDR is a review process that all 802.11 drafts shall complete prior to entering sponsor ballot.
[bookmark: _Toc387964864][bookmark: _Toc392909634]The goal of the MDR is to improve the editorial quality of drafts before they are sent to sponsor ballot, addressing specific areas that have caused problems in past project. The MDR process is described in the latest version 11-11/0615, which is definitive. 

The MDR process requires the consensus of the technical editors to make it work. As one goal of this process is to learn from problems experienced in projects, and also from performing the MDR itself, it is expected that the MDR process document will be updated relatively frequently.  Any such changes will be brought to the Editors’ Meeting for review and approval.
[bookmark: _Toc9279057][bookmark: _Toc9279302][bookmark: _Toc9279520][bookmark: _Toc9279738][bookmark: _Toc9279955][bookmark: _Toc9280172][bookmark: _Toc9280384][bookmark: _Toc9280590][bookmark: _Toc9295157][bookmark: _Toc9295377][bookmark: _Toc9295597][bookmark: _Toc9348593][bookmark: _Toc9279058][bookmark: _Toc9279303][bookmark: _Toc9279521][bookmark: _Toc9279739][bookmark: _Toc9279956][bookmark: _Toc9280173][bookmark: _Toc9280385][bookmark: _Toc9280591][bookmark: _Toc9295158][bookmark: _Toc9295378][bookmark: _Toc9295598][bookmark: _Toc9348594][bookmark: _Toc498075738]Summary of Types of Balloting / Voting used in 802.11

The following types of balloting / voting are used in 802.11:
	Type
	Description
	Who can vote?

	Working Group (WG) Motion
	A motion made during an 802.11 plenary meeting.   

Motions External (ME) affect or approve output documents that are sent to the EC or otherwise communicated outside 802.11.  Such a motion requires a mover and a seconder, even if the motion is made “on behalf of TG<x>”.

Motions Internal (MI) are all other motions.   MI may be made in the WG “on behalf of TG<x>” provided that the same motion passed in the TG.  In this case,  it is brought by an officer of the TG, and no second is required.
	802.11 voters present at the meeting

	WG Letter Ballot
	An electronic ballot used to make decisions outside an 802.11 plenary meeting.  

Normally these are used for ballots on drafts of the form “Should P802.11<x> Draft <y> be forwarded to Sponsor Ballot>”.  

Exceptionally ballots on other topics are conducted as determined by the WG chair.
	802.11 voters (for a new ballot) or those in the ballot pool (for a recirculation ballot).

The ballot pool for a draft is frozen at the voting membership of 802.11 when the draft first reaches 75% approval.

	Task Group (TG) Motion
	A motion made during a TG meeting during an 802.11 session.

A passing TG motion is required before a motion can be brought before the WG “on behalf of TG<x>”.   Such motions typically include approving going to ballot and any output documents, such as a report to the EC.

NOTE—this requirement does not stop an individual from bringing a motion in the WG (e.g. if the TG ran out of time, or the need for the motion was not understood before the TG adjourned), but the normal, orderly conduct of business requires this to be an exception, not the rule.
	802.11 voters present at the meeting.

	Standing Committee (SC) Motion
	A motion made during an SC meeting during an 802.11 session.


	Any person present at the meeting.

	Study Group (SG) Motion
	A motion made during an SG meeting during an 802.11 session.
	Any person present at the meeting

	Straw Poll
	Straw polls are used to determine the opinion of those present at a meeting.

They are typically used to select between alternatives before spending (potentially lengthy) time crafting a motion that has a better chance of success.  Straw polls have no formal effect; their outcome is not binding on the operation of any group.

When a TG breaks into “ad-hocs”, it is formally recessed.   When in TG ad-hocs, no motions are in order.  Because straw polls have no formal effect, they can be used in TG ad-hocs to determine the opinion of members – for example, to determine if there is sufficient support to make it worthwhile to bring a motion in a subsequent TG meeting.

A TG ad-hoc can distinguish between different types of straw poll if it so wishes.   This is just a matter of labeling and has no effect on the meaning of the result.   Regardless of what the TG ad-hoc calls the straw poll, it should make clear to its members that it is a straw poll, and that it has no formal effect.
	Any person present at the meeting




[bookmark: _Toc304314321][bookmark: _Toc304314322][bookmark: _Toc135780497][bookmark: _Toc135780498][bookmark: _Task_Groups][bookmark: _Toc599674][bookmark: _Toc9275827][bookmark: _Toc9276317][bookmark: _Ref18904018][bookmark: _Ref18904449][bookmark: _Ref18904719][bookmark: _Toc19527323][bookmark: _Toc498075739]Task Groups
[bookmark: _Toc9275828][bookmark: _Toc9276318][bookmark: _Toc19527324][bookmark: _Toc498075740]Function
The function of a Task Group (TG) is to produce a draft standard, recommended practice, guideline, supplement, or portion of a draft standard. These shall be within the scope of the IEEE LMSC, the charter of the WG and under an approved PAR as established by the 802 EC and approved by the IEEE Standards Board. After the publication by the IEEE of the standard, recommended practice or guideline, the function of the TG is complete and its charter expires (see section 4.8 of this document). The 802.11 WG maintains published 802.11 standards (see section 5.0 item f in [rules5] ). All business brought to the floor of the WG that deals with a topic assigned to a TG shall be automatically referred to the TG by the WG Chair, without discussion on the floor of the WG.
[bookmark: _Toc9275829][bookmark: _Toc9276319][bookmark: _Toc19527325][bookmark: _Toc498075741]Task Group Chair
The TG Chair shall be appointed by the WG Chair and confirmed by a WG majority approval. The TG Chair is re-affirmed every 2 years: one session after the WG Chair is elected.

The TG Chair is required to confirm that the function of secretary is performed for each TG meeting. TG meetings are not allowed to function without a secretary.
[bookmark: _Toc9275830][bookmark: _Toc9276320][bookmark: _Toc19527326][bookmark: _Toc498075742]Task Group Vice-Chair
TG Vice-Chair is elected by a TG majority approval and confirmed by a WG majority approval.  The TG Vice-Chair is reaffirmed every 2 years; one session after the WG Chair is elected.
[bookmark: _Toc9275831][bookmark: _Toc9276321][bookmark: _Toc19527327][bookmark: _Toc498075743]Task Group Secretary
The TG Secretary shall be appointed by the TG Chair and confirmed by a TG motion that is approved with a minimum 50% majority. The TG Secretary is re-affirmed every 2 years; one session after the WG Chair is elected. 

The minutes of meetings taken by the TG Secretary (or designee) are to be provided to the TG Chair in time to be available to the WG Chair for publication 30- days after close of the session.

The minutes of the meeting are to include documents produced by the voting process and document list. See section 10 of this document (802.11 Guidelines for Secretaries) for details on content and form of minutes.

[bookmark: _Toc9275832][bookmark: _Toc9276322][bookmark: _Toc19527328][bookmark: _Toc498075744]Task Group Technical Editor
The TG Technical Editor shall be appointed by the TG Chair and confirmed by a TG majority approval.

The TG Technical Editor is responsible for:

· Organizing, maintaining the draft standards for the TG in the format used by the IEEE standards department.
· Preparing technical drafts following the editor’s guidelines in section 11 of this document.
· Preparing an update of the draft standard as soon after a session as possible, as directed by the TG.
· Proof reading and coordinating changes of documents edited by IEEE staff.
· Sending the TG Chair the following:
· The Adobe Acrobat PDF file of the standard ([other3]).
· A word processing document file in a format that is acceptable by the IEEE standards department.

[bookmark: _Toc9279074][bookmark: _Toc9279319][bookmark: _Toc9279537][bookmark: _Toc9279755][bookmark: _Toc9279972][bookmark: _Toc9280189][bookmark: _Toc9280401][bookmark: _Toc9280607][bookmark: _Toc9295174][bookmark: _Toc9295394][bookmark: _Toc9295614][bookmark: _Toc9348610][bookmark: _Toc9279075][bookmark: _Toc9279320][bookmark: _Toc9279538][bookmark: _Toc9279756][bookmark: _Toc9279973][bookmark: _Toc9280190][bookmark: _Toc9280402][bookmark: _Toc9280608][bookmark: _Toc9295175][bookmark: _Toc9295395][bookmark: _Toc9295615][bookmark: _Toc9348611][bookmark: _Toc9275833][bookmark: _Toc9276323][bookmark: _Ref18904983][bookmark: _Toc19527329][bookmark: _Toc498075745]Task Group Membership
Participants in the 802.11 WG make up the TG membership.  The TG shall follow the operating policies defined for TGs in the 802.11 WG. 
[bookmark: _Toc19527331][bookmark: _Toc498075746]Rights
The rights of a TG participant that is an Active member of 802.11 include the following:

· [bookmark: _Toc9276324]To join the TG email reflector.
· [bookmark: _Toc9276326]To vote at meetings if present providing the participant is qualified under the WG voting policies and procedures.
· [bookmark: _Toc9276327]To examine all working draft documents.
· [bookmark: _Toc9276328]To lodge complaints about TG operation with the WG Chair.

[bookmark: _Toc392914912][bookmark: _Toc392915465][bookmark: _Toc392917789][bookmark: _Toc392940297][bookmark: _Toc392941687][bookmark: _Toc392941886][bookmark: _Toc392942474][bookmark: _Toc19527332][bookmark: _Toc498075747]Meetings and Participation
All TG meetings are open to participants of any status. Attention is drawn to the registration requirements for those attending 802 Plenary and Interim Sessions where TG meetings also occur. WG Voter members have the right to participate in decisions of the WG. The TG Chair may grant participants who are not 802.11 WG Voters the privilege of participating in discussions.

A TG will normally meet during the week of the 802.11 WG Session. The WG Chair determines, taking into account the TG status, if a TG meeting is required and assigns time slots for meeting during the session. Depending on the workload, TG meetings can be held between the 802.11 WG Sessions as often as required and as recommended by the TG membership with approval by the WG Chair. A meeting notice and agenda must be distributed on the TG email reflector at least 30 days prior to any meeting. This notice will include as a minimum the date, time, location, host, hotel details, travel details if necessary and a stated purpose. TG meetings that are not part of an 802.11 WG Session do not count towards 802.11 WG voting rights.

[bookmark: _Toc498075748]Teleconferences
Teleconferences are a means to prepare input for sessions provided that the teleconference date, time, agenda, and arrangements are announced on the TG email reflector at least 10 calendar days prior to the teleconference date.  Minutes (agenda, list of attendees, and proceedings) are kept and published as WG documents within 7 days of the teleconference.  Teleconferences may not be held more frequently than twice per week.

[bookmark: _Toc9275834][bookmark: _Toc9276329][bookmark: _Toc19527333][bookmark: _Toc498075749]Operation of the Task Group
The TG's primary responsibility is to produce a draft standard, recommended practice, or guideline in a reasonable amount of time for review and approval by the WG. 

The operation of the TG is governed by this operations manual and the procedural documents described in section 1 of this document.

[bookmark: _Toc250617828][bookmark: _Toc251533978][bookmark: _Toc251538428][bookmark: _Toc251538697][bookmark: _Toc251563966][bookmark: _Toc251591992][bookmark: _Toc19527334][bookmark: _Toc498075750]Task Group Chair Functions
The TG Chair may decide non-technical issues or may put them to a vote of the TG.[footnoteRef:2] The TG participants and the Chair decide technical issues by vote. The TG Chair decides what is non-technical and what is technical. [2:  The chair is advised not to make decisions that are potentially controversial, because doing so is likely to lead to an appeal.  The meeting then gets mired in procedure.] 


The TG Chair is responsible for presiding over TG sessions.

The TG Chair shall operate the TG in an unbiased fashion. To maintain impartiality, the TG Chair shall refrain from taking sides in debate on technical motions.

It is the responsibility of the TG Chair to lead the TG in producing a quality draft standard in a timely fashion as specified by the relevant PAR.
[bookmark: _Toc9279086][bookmark: _Toc9279331][bookmark: _Toc9279549][bookmark: _Toc9279767][bookmark: _Toc9279984][bookmark: _Toc9280196][bookmark: _Toc9280408][bookmark: _Toc9280614][bookmark: _Toc9295181][bookmark: _Toc9295401][bookmark: _Toc9295621][bookmark: _Toc9348617][bookmark: _Toc19527335][bookmark: _Toc498075751] Task Group Vice-Chair Functions
The TG Vice-Chair assists the TG Chair in carrying out the TG Chair Functions.  The TG Chair may delegate the control of the meeting to the Vice-Chair, who is responsible to lead the TG when, for example, the TG Chair wants to participate in the TG debate.

[bookmark: _Toc9279088][bookmark: _Toc9279333][bookmark: _Toc9279551][bookmark: _Toc9279769][bookmark: _Toc9279986][bookmark: _Toc9280198][bookmark: _Toc9280410][bookmark: _Toc9280616][bookmark: _Toc9295183][bookmark: _Toc9295403][bookmark: _Toc9295623][bookmark: _Toc9348619][bookmark: _Toc19527336][bookmark: _Toc498075752] Voting
WG Voters are entitled to make motions on the matters before the TG and all participants may participate in straw polls.

The TG Chair defines motions to be either technical or non-technical. On a technical motion, a vote is carried by a minimum 75% approval of the sum of those voting "Approve" or "Do Not Approve". All procedural motions described in [rules6] require the approval levels described in [rules6]. On other motions, a vote is carried by a greater than 50% approval of the sum of those voting "Approve" or "Do Not Approve". 

The decision to define a motion as technical or non-technical rests with the TG Chair. Generally a technical motion is defined as a motion that will materially affect the content of a draft. This is because a draft itself will ultimately be subject to a 75% majority vote at both WG and 802 LMSC ballot.

The vote by the TG to request the WG to submit a draft standard or a revised standard to the WG ballot group is considered to be a technical vote.
[bookmark: _Toc9279091][bookmark: _Toc9279336][bookmark: _Toc9279554][bookmark: _Toc9279772][bookmark: _Toc9279989][bookmark: _Toc9280201][bookmark: _Toc9280413][bookmark: _Toc9280619][bookmark: _Toc9295186][bookmark: _Toc9295406][bookmark: _Toc9295626][bookmark: _Toc9348622][bookmark: _Ref18904831][bookmark: _Toc19527337][bookmark: _Toc498075753]Task Group Chair's Responsibilities
The main responsibility of the TG Chair is to ensure the production, and to guide through the approval and publication process, a draft standard, recommended practice or guideline, or revision to an existing document as defined by the relevant PAR. The responsibilities include:

· Issue a notice and agenda for each approved meeting at least 30 days prior to start.
· Issue a notice and agenda of approved teleconferences by issuing a notice and agenda for each, at least 10 days prior to start.
· [bookmark: _Toc9276331]Ensure that there is a Recording Secretary for each meeting.
· [bookmark: _Toc9276332]Issue meeting minutes and important requested documents to all members. The meeting minutes are to include:
· next meeting schedule and objectives
· agenda as revised at the start of the meeting
· voting record including resolution, mover and seconder, and numeric results
· [bookmark: _Toc9276334]Maintain liaison with other organizations at the direction of the WG Chair. All liaison and liaison statements shall be approved by the WG or the WG chair.
· [bookmark: _Toc9276335]Work with the WG Chair and Technical Editor to complete the publication process for the draft standard, recommended practice or guideline.

Sufficient detail shall be presented in the meeting minutes to allow a person knowledgeable of the activity, but not present at the discussion, to understand what was agreed to and some of the discussion (see section 10 of this document). Minutes shall be distributed within 30 days of the meeting to the attendees of the meeting, all TG participants and all liaison groups. 

At each session in which the TG has meetings the TG Chair shall report as follows:
· A status (PowerPoint) report (achievements, teleconference schedule, goals for next meeting) for the closing plenary, to be made available before or during the Thursday night CAC meeting.
· A summary (html) report to be posted to the 802.11 web site no later than one week after the close of the session.
[bookmark: _Toc19527338][bookmark: _Toc498075754]Task Group Chair's Authority
To carry out the responsibilities cited in section 4.7.4 of this document, the TG Chair has authority to:
· [bookmark: _Toc9276336]Decide which issues are technical and which are non-technical.
· [bookmark: _Toc9276338]Assign and unassign subtasks and task leaders or executors, e.g. secretary, subgroup leader, etc.
· [bookmark: _Toc9276339]Speak for the TG to the WG.
· [bookmark: _Toc9276340]Determine if an organization or consortium is dominating the TG, and, if so, raise the issue to the WG Chair.
· [bookmark: _Toc9276342]Be representative of the TG during coordination and interaction with IEEE staff.
[bookmark: _Toc9275835][bookmark: _Toc9276344][bookmark: _Ref18905140][bookmark: _Toc19527340][bookmark: _Toc498075755]Deactivation of a Task Group
The 802.11 WG may deactivate a TG it has formed. After the objective of the TG is complete, its charter expires and the TG is deactivated by the WG. If the TG has not completed its work within its allotted period of time, the TG can request to be disbanded by the 802.11 WG or request an extension of time. The TG may request the WG to deactivate the TG prior to the expiration of the PAR. A motion to deactivate a TG requires 75% approval.
[bookmark: _Toc9275836][bookmark: _Toc9276345][bookmark: _Ref18904081][bookmark: _Toc19527341][bookmark: _Toc498075756]Study Groups
[bookmark: _Toc9275837][bookmark: _Toc9276346][bookmark: _Toc19527342][bookmark: _Toc498075757]Function
The function of a Study Group (SG) is to complete a defined task with specific output and in a specific time frame. Once this task is complete, the function of the SG is complete and its charter expires.

The normal function of a SG is to draft complete PAR and Criteria for Standards Development (CSD) documents (see [rules5]) and to gain approval for them from the 802.11 WG.
[bookmark: _Toc9275838][bookmark: _Toc9276347][bookmark: _Ref18904147][bookmark: _Toc19527343][bookmark: _Toc498075758]Formation
A SG is formed when sufficient interest has been identified for a particular area of study within the scope of 802.11 WG. Sufficient interest is determined by a motion in the WG. An 802.11 SG is initiated by 50% approval of the 802.11 WG and is subject to approval by the 802 EC. During this approval process the 802 EC decides whether a SG is within the scope of 802.11 WG, should be moved to another WG or should be set up as a 802 Executive Committee Study Group. 

Mechanisms that are available for building interest in a SG include presentations at the Wireless Next Generation (WNG) Standing Committee and a call for interest. A call for interest may be made by any attendee at an 802.11 WG opening plenary.
[bookmark: _Toc9275839][bookmark: _Toc9276348][bookmark: _Toc19527344][bookmark: _Toc498075759]Continuation
A SG is authorized from plenary session to plenary session. If the SG has not completed its work within that time, a request must be made to the WG for an extension for up to additional 6 months. A request for SG extension is voted upon at an 802.11WG closing plenary meeting.
[bookmark: _Toc9275840][bookmark: _Toc9276349][bookmark: _Toc19527345][bookmark: _Toc498075760]Study Group Operation
SGs follow the operating procedures for TGs specified above in section 4.7, with the exception of voting as detailed below.
[bookmark: _Toc19527346][bookmark: _Toc498075761]Study Group Meetings
SG meetings held as part of an 802.11 WG Plenary or Interim sessions count towards 802.11 WG voting rights.
[bookmark: _Toc19527347][bookmark: _Toc498075762]Voting at Study Group Meetings
Any participant attending a SG meeting may participate in SG discussions, make motions and vote on all motions (including recommending approval of a PAR and CSD). A vote is carried by 75% of those present voting “Approve” or “Disapprove.”

NOTE—the 802 LMSC WG P&P [rules5] sets a threshold of 75% for all votes in a study group, regardless of the type of that vote.  This takes precedence over the usual Robert’s Rules of Order thresholds for procedural votes. 
[bookmark: _Toc251538442][bookmark: _Toc251538711][bookmark: _Toc251563980][bookmark: _Toc251592006][bookmark: _Toc498075763]Reporting Study Group Status
Progress of the SG is presented at the closing 802 EC meeting of each IEEE 802 plenary session by the WG Chair.  

[bookmark: _Toc9275841][bookmark: _Toc9276350][bookmark: _Toc19527349][bookmark: _Toc498075764]802.11 Standing Committee(s)
[bookmark: _Toc9275842][bookmark: _Toc9276351][bookmark: _Toc19527350][bookmark: _Toc498075765]Function
The function of the 802.11 Standing Committee (SC) is to perform a specific function as defined by the WG Chair.  
[bookmark: _Toc9275843][bookmark: _Toc9276352][bookmark: _Toc19527351][bookmark: _Toc498075766]Membership
Participants from the 802 .11 WG make up the SC membership.
[bookmark: _Toc9279121][bookmark: _Toc9279366][bookmark: _Toc9279584][bookmark: _Toc9279802][bookmark: _Toc9280019][bookmark: _Toc9280231][bookmark: _Toc9280437][bookmark: _Toc9280635][bookmark: _Toc9295202][bookmark: _Toc9295422][bookmark: _Toc9295642][bookmark: _Toc9348638][bookmark: _Toc9275844][bookmark: _Toc9276353][bookmark: _Toc19527352][bookmark: _Toc498075767]Formation
The Chair of the WG has the power to appoint SCs when enough interest has been identified for a particular area of study within the scope of 802.11 WG. To determine that sufficient interest has been identified, the formation of the SC shall be ratified by a simple majority of the WG.
[bookmark: _Toc9275845][bookmark: _Toc9276354][bookmark: _Toc19527353][bookmark: _Toc498075768]Continuation
SCs are constituted to perform a specific function and remain in existence until the specific function is no longer required at the WG Chair’s discretion.
[bookmark: _Toc9275846][bookmark: _Toc9276355][bookmark: _Toc19527354][bookmark: _Toc498075769]Standing Committee Operation
SCs follow the operating procedures for SGs specified section 5 of this document.

[bookmark: _Toc9279125][bookmark: _Toc9279370][bookmark: _Toc9279588][bookmark: _Toc9279806][bookmark: _Toc9280023][bookmark: _Toc9280235][bookmark: _Toc9280441][bookmark: _Toc9280639][bookmark: _Toc9295206][bookmark: _Toc9295426][bookmark: _Toc9295646][bookmark: _Toc9348642][bookmark: _Toc9279126][bookmark: _Toc9279371][bookmark: _Toc9279589][bookmark: _Toc9279807][bookmark: _Toc9280024][bookmark: _Toc9280236][bookmark: _Toc9280442][bookmark: _Toc9280640][bookmark: _Toc9295207][bookmark: _Toc9295427][bookmark: _Toc9295647][bookmark: _Toc9348643][bookmark: _Toc19527355][bookmark: _Toc498075770]Standing Committee Meetings
Attendance at SC meetings held as part of an 802.11 WG session counts towards 802.11 WG voting rights.
[bookmark: _Toc19527356][bookmark: _Toc498075771]Voting at Standing Committee Meetings
Any person attending a SC meeting may participate in SC discussions, make motions and vote on all motions. A vote is carried by 75% of those present voting “Approve” or “Disapprove.”

[bookmark: _Toc392940323][bookmark: _Toc392941713][bookmark: _Toc392941912][bookmark: _Toc392942500][bookmark: _Toc498075772]Standing Committee Chair
The Standing Committee Chair is appointed by the WG Chair and is re-affirmed by the WG majority approval.  The Standing Committee Chair is re-affirmed every 2 years; one session after the WG Chair is elected.
[bookmark: _Toc498075773]Topic Interest Groups
A “topic interest group” (TIG) is a standing committee of the 802.11 working group that is formed to progress a specific topic.

A TIG might be used prior to a formal study group to raise awareness and understanding of a potential study group.

A TIG follows all the rules for a WG11 standing committee.

A TIG is formed by WG motion and dissolved as determined by the WG chair.

A TIG group is formed after discussion during a WG plenary during which the goals of the TIG are identified, and a motion to form the TIG achieves a simple majority. 

Typically a TIG will exist for no more than 6 months.

[bookmark: _Toc498075774]Ad-hoc Group(s)

An ad-hoc group may be created to progress work on specific topics by either the WG or a TG.

There are no formal rules for the operation of an ad-hoc group, although it may well define its own informal operating process.  An ad-hoc group cannot make any decisions (i.e., no motion is in order at an ad-hoc group meeting), although it can test the will of its members using straw polls, which have no formal effect.

The 802.11 agenda may reserve meeting time for ad-hoc groups, in which case attendance at such ad-hoc group meetings counts towards the session attendance.

[bookmark: _Voting_Rights][bookmark: _Toc9275847][bookmark: _Toc9276356][bookmark: _Ref18903688][bookmark: _Ref18905511][bookmark: _Toc19527357][bookmark: _Toc498075775]Voting Rights
Voting rights and membership are described in section 7 of [rules5]. 

A participant belongs to one of five levels of membership: Non-Voter, Aspirant, Potential Voter, Voter, and Former-Voter, as described in section 7.1 below.

All participants can vote in SG and SC meetings. Only Voters have the right to make motions, 2nd motions and vote during WG and TG meetings. However, WG and TG Chairs may permit all participants to participate in straw polls, discussions and debates.

It is the responsibility of all participants to make the WG Chair and the WG Vice-Chair responsible for membership, aware of any changes to their contact information for the purpose of maintaining the IEEE 802.11 voting membership database. 

[bookmark: _Toc19527358][bookmark: _Toc498075776]Earning and Losing Voting Rights
A participant earns voting rights by properly attending 802.11 WG interim and plenary sessions. 

A “properly attended session” is an 802.11 WG interim or plenary session at which the participant has
· Recorded their contact details and affiliation.
· Recorded attendance for 75% of the “in session hours” (i.e. morning and afternoon) meeting slots (these are indicated as such on the session graphic in the WG agenda). Evening meetings may be substituted for any of the “in session hours” meetings.
· Registered for the session and paid any required meeting fee.

As a courtesy, after a session the WG officer responsible for maintaining membership will send an email to an individual whose membership status has changed informing them of the change.  The email will include instructions on any new entitlements or obligations and any newly acquired membership number or credentials.

It is the participant’s individual responsibility to ensure that they follow the obligations described below.
[bookmark: _Toc251534005][bookmark: _Toc251538456][bookmark: _Toc251538725][bookmark: _Toc251563994][bookmark: _Toc251592020][bookmark: _New_Participant][bookmark: _Ref18904582][bookmark: _Toc19527359][bookmark: _Toc498075777]Non-Voter
A Non-Voter is a participant who is described by one or more of the following:
· Is attending a session for the first time.
· Never gained any other participant status (i.e. attends some meeting slots,  but never enough to “properly attend” a session)
· Gained some other status, but lost it due to failing to properly attend 1 of 4 consecutive plenaries (one of which may be substituted by an interim)
· Gained voting status, and failed to return the required mandatory WG letter ballots

A Non-Voter who properly attends a session becomes an Aspirant member at the end of that session.

A Non-Voter can only gain voting status by following the transition:  Aspirant->Potential Voter->Voter.  Any previous attendances do not count towards this.

[bookmark: _Toc251534007][bookmark: _Toc251538458][bookmark: _Toc251538727][bookmark: _Toc251563996][bookmark: _Toc251592022][bookmark: _Toc19527360][bookmark: _Toc498075778]Aspirant
An Aspirant becomes a Potential Voter at the close of the second properly attended plenary session (a single interim session may be substituted for a plenary). 

Failure to properly attend 1 of 4 consecutive plenary sessions (a single interim session may be substituted for a plenary) results in the Aspirant becoming a non-voter.
[bookmark: _Toc251534010][bookmark: _Toc251538461][bookmark: _Toc251538730][bookmark: _Toc251563999][bookmark: _Toc251592025][bookmark: _Toc251534011][bookmark: _Toc251538462][bookmark: _Toc251538731][bookmark: _Toc251564000][bookmark: _Toc251592026][bookmark: _Toc135780539][bookmark: _Toc135780540][bookmark: _Toc498075779]Potential Voter
A Potential Voter becomes a Voter at the start of the next attended plenary session provided that they have:
· Recorded their contact details and affiliation.
· Recorded attendance for at least one 802.11 meeting slot.
· Registered for the session and paid any required meeting fee.
 

A  Potential Voter’s badge will contain an 802.11 voting token at the start of a plenary session.
(NOTE—a potential voter’s badge will not contain an 802.11 voting token at the start of an interim session, because voting status is only gained at the start of plenary sessions.)

Failure to properly attend 2 of 4 consecutive plenary sessions (a single interim session may be substituted for a plenary) results in the Potential Voter becoming an Aspirant.

NOTE – one common cause for complaint (“where’s my voting token, I had one at the last meeting”) is a potential voter who attends a plenary session (i.e., having a voting token on their badge), but who records attendance only for non-802.11 meetings.  Such a person fails to meet the 802.11 requirements to become a voter, and will not have a voting token on their badge at the subsequent interim session.
[bookmark: _Toc19527362][bookmark: _Toc498075780]Voter
A Voter’s badge will contain an 802.11 voting token.

A Voter remains as such provided:
· The Voter continues to properly attend 2 of 4 consecutive plenary sessions (a single interim session may be substituted for a plenary). 
· The Voter responds to 2 out of 3 consecutive mandatory WG letter ballots, where a valid response is received in the initial mandatory WG letter ballot or any of its subsequent recirculation ballots. 
· NOTE – A voter’s status is evaluated at completion of a WG letter ballot series. 

If a Voter fails to properly attend 2 of 4 consecutive plenary sessions (a single interim session may be substituted for a plenary), the voter will become an Aspirant if they then have properly attended 1 of 4 consecutive plenary sessions or will become a Non-Voter if they have properly attended 0 of 4 consecutive plenary sessions.
NOTE – The transition to Non-Voter will occur if the meetings supporting their Voter status were a plenary and the following interim such that the plenary is now 5 plenaries ago.

[bookmark: _Toc498075781]Former-Voter
A former voter member of 802.11 continues to retain the following rights:
· To join the WG maintained email reflectors
· To post documents on the 802.11 document server
[bookmark: _Toc251752841][bookmark: _Toc251752843][bookmark: _Toc251534018][bookmark: _Toc251538469][bookmark: _Toc251538738][bookmark: _Toc251564007][bookmark: _Toc251592033][bookmark: _Toc251534019][bookmark: _Toc251538470][bookmark: _Toc251538739][bookmark: _Toc251564008][bookmark: _Toc251592034][bookmark: _Toc251534020][bookmark: _Toc251538471][bookmark: _Toc251538740][bookmark: _Toc251564009][bookmark: _Toc251592035][bookmark: _Toc9279136][bookmark: _Toc9279381][bookmark: _Toc9279599][bookmark: _Toc9279817][bookmark: _Toc9280034][bookmark: _Toc9280246][bookmark: _Toc9280452][bookmark: _Toc9280650][bookmark: _Toc9295217][bookmark: _Toc9295437][bookmark: _Toc9295657][bookmark: _Toc9348653][bookmark: _Number_of_Sessions_required_to_beco][bookmark: _Ref18904640][bookmark: _Toc19527364]
NOTE – A Former-Voter might need to prove their status if the records maintained by the WG leadership do not include this information.
[bookmark: _Toc19527365][bookmark: _Toc19527495][bookmark: _Toc9279138][bookmark: _Toc9279383][bookmark: _Toc9279601][bookmark: _Toc9279819][bookmark: _Toc9280036][bookmark: _Toc9280248][bookmark: _Toc9280454][bookmark: _Toc9280652][bookmark: _Toc9295219][bookmark: _Toc9295439][bookmark: _Toc9295659][bookmark: _Toc9348655][bookmark: _Toc9279139][bookmark: _Toc9279384][bookmark: _Toc9279602][bookmark: _Toc9279820][bookmark: _Toc9280037][bookmark: _Toc9280249][bookmark: _Toc9280455][bookmark: _Toc9280653][bookmark: _Toc9295220][bookmark: _Toc9295440][bookmark: _Toc9295660][bookmark: _Toc9348656][bookmark: _Toc9279146][bookmark: _Toc9279391][bookmark: _Toc9279609][bookmark: _Toc9279827][bookmark: _Toc9280044][bookmark: _Toc9280256][bookmark: _Toc9280462][bookmark: _Toc9280660][bookmark: _Toc9295227][bookmark: _Toc9295447][bookmark: _Toc9295667][bookmark: _Toc9348663][bookmark: _Toc9279149][bookmark: _Toc9279394][bookmark: _Toc9279612][bookmark: _Toc9279830][bookmark: _Toc9280047][bookmark: _Toc9280259][bookmark: _Toc9280465][bookmark: _Toc9280663][bookmark: _Toc9295230][bookmark: _Toc9295450][bookmark: _Toc9295670][bookmark: _Toc9348666][bookmark: _Toc19527366][bookmark: _Toc498075782]Voting Tokens
[bookmark: _Voting_Rights_Dismissal][bookmark: _Toc251534025][bookmark: _Toc251538476][bookmark: _Toc251538745][bookmark: _Toc251564014][bookmark: _Toc251592040][bookmark: _Toc251534029][bookmark: _Toc251538480][bookmark: _Toc251538749][bookmark: _Toc251564018][bookmark: _Toc251592044][bookmark: _Toc251534033][bookmark: _Toc251538484][bookmark: _Toc251538753][bookmark: _Toc251564022][bookmark: _Toc251592048][bookmark: _Toc251534034][bookmark: _Toc251538485][bookmark: _Toc251538754][bookmark: _Toc251564023][bookmark: _Toc251592049][bookmark: _Toc9279152][bookmark: _Toc9279397][bookmark: _Toc9279615][bookmark: _Toc9279833][bookmark: _Toc9280050][bookmark: _Toc9280262][bookmark: _Toc9280468][bookmark: _Toc9280666][bookmark: _Toc9295233][bookmark: _Toc9295453][bookmark: _Toc9295673][bookmark: _Toc9348669][bookmark: _Toc9279153][bookmark: _Toc9279398][bookmark: _Toc9279616][bookmark: _Toc9279834][bookmark: _Toc9280051][bookmark: _Toc9280263][bookmark: _Toc9280469][bookmark: _Toc9280667][bookmark: _Toc9295234][bookmark: _Toc9295454][bookmark: _Toc9295674][bookmark: _Toc9348670][bookmark: _Toc9279154][bookmark: _Toc9279399][bookmark: _Toc9279617][bookmark: _Toc9279835][bookmark: _Toc9280052][bookmark: _Toc9280264][bookmark: _Toc9280470][bookmark: _Toc9280668][bookmark: _Toc9295235][bookmark: _Toc9295455][bookmark: _Toc9295675][bookmark: _Toc9348671][bookmark: _Toc9279171][bookmark: _Toc9279416][bookmark: _Toc9279634][bookmark: _Toc9279852][bookmark: _Toc9280069][bookmark: _Toc9280281][bookmark: _Toc9280487][bookmark: _Toc9280685][bookmark: _Toc9295252][bookmark: _Toc9295472][bookmark: _Toc9295692][bookmark: _Toc9348688][bookmark: _Toc9275848][bookmark: _Toc9276357][bookmark: _Ref18905125][bookmark: _Toc19527368][bookmark: _Toc599676]Voting Tokens are printed on the participant’s name badge and are used to vote on motions during WG and TG meetings, unless a roll call vote is requested by a WG voter or directed by the WG Chair. Voting tokens are only added for Potential Voters at plenary sessions.  Voting tokens are valid for the duration of the session in progress. If a Voter loses their voting token (name badge) during the session, they must report it to the WG Chair or WG vice-Chair to obtain a replacement from the meeting organizers.Access to: Email lists, Teleconferences, Document server and the 802.11 Drafts
[bookmark: _Toc392917827][bookmark: _Toc392940336][bookmark: _Toc392941726][bookmark: _Toc392941925][bookmark: _Toc392942513][bookmark: _Toc392917828][bookmark: _Toc392940337][bookmark: _Toc392941727][bookmark: _Toc392941926][bookmark: _Toc392942514][bookmark: _Toc251534037][bookmark: _Toc251538488][bookmark: _Toc251538757][bookmark: _Toc251564026][bookmark: _Toc251592052][bookmark: _Toc498075783]Access to: Email lists, Teleconferences, Document server and the 802.11Drafts
[bookmark: _Toc498075784]Email lists
The WG maintains an email list on which all meetings and ballots are announced, and which is used for discussion of matters relevant to all 802.11 participants (STDS-802-11@LISTSERV.IEEE.ORG). In addition a separate list is provided for each active subgroup.   

Any Active 802.11 participant or Former-Voter is entitled to be a member of any of these Email lists.  The 802.11 website provides links to allow an Active 802.11 participant or Former-Voter to manage this access. An Active 802.11 participant or Former-Voter that desires access to the IEEE 802.11 WG email reflector(s) may submit a request for such access using the web-based IEEE 802.11 reflector request http://www.ieee802.org/11/Reflector.html.

Postings to any of these lists are restricted to list members, i.e., only a member of a list (identified by email address) can post to that list.

The WG also maintains a read-only reflector, to which all emails to the main WG list are copied.  Anyone can join this list.  Members of this list cannot post to the list.
[bookmark: _Toc498075785]Teleconferences
WG (and subgroup) Teleconferences operate under the rules described in this 802.11 OM.

The agenda shall include a summary review of the relevant antitrust and patent P&P and shall include a call for essential patents, when a WG or subgroup is responsible for producing or potentially responsible for producing a standard, amendment or recommended practice.  Minutes shall be recorded and posted on the 802.11 document server.

WG (and subgroup) teleconferences are not permitted to make formal motions, with the exception of when a TG is operating under the accelerated process and when it is a sponsor ballot comment resolution committee (CRC).

A TG operating under the accelerated process follows the rules in section 3.9.4 of this document which permit voting on formal motions on teleconferences.

Sponsor ballot CRC teleconferences, albeit announced in the WG and consisting of WG participants, operate under the authority of the sponsor, and are therefore permitted to vote on formal motions.

Teleconferences are generally approved during the closing 802.11 plenary, and cover the period from 10 days after that plenary to 10 days after the next closing 802.11 plenary.  Any changes to the teleconference schedule after the closing plenary shall be made by announcement to both the WG and relevant group’s reflector at least 10 days in advance.

Details of 802.11 teleconferences are posted on the 802.11 website.   It is the responsibility of the relevant chair to provide bridge details in advance to the WG vice chair responsible for publishing these details.

Anyone may attend an 802.11 teleconference.
[bookmark: _Toc498075786]Public Document Server
The 802.11 public documents are kept on the IEEE mentor system https://mentor.ieee.org/802.11/documents.  Anyone may read these documents.

Only an Active 802.11 participant or Former-Voter may post documents on the 802.11 document server.

[bookmark: _Toc498075787]Private Members-only Document Server

Access to drafts and related documentation is provided on the private area of the 802.11 website http://www.ieee802.org/11/private/index.shtml.   Active 802.11 participants are entitled to access the private area.

Credentials will be emailed to new active 802.11 participants after the session in which they become an active 802.11 participant. These credentials are updated once a year.

Access to drafts is provided to all attendees at an 802.11 plenary or interim session.

[bookmark: _Toc498075788]Responsibilities of an 802.11 Sponsor Ballot CRC
 
An 802.11 Sponsor Ballot CRC shall make available on the 802.11 member’s area any drafts it sends to sponsor ballot.
 
An 802.11 Sponsor Ballot CRC shall make available on the 802.11 document server all sponsor ballot comments received and any comment resolutions that it approves.

All submissions presented to and all minutes of an 802.11 Sponsor Ballot CRC shall be posted to the 802.11 document server.

[bookmark: _Toc251534044][bookmark: _Toc251538495][bookmark: _Toc251538764][bookmark: _Toc251564033][bookmark: _Toc251592059][bookmark: _Toc251534048][bookmark: _Toc251538499][bookmark: _Toc251538768][bookmark: _Toc251564037][bookmark: _Toc251592063][bookmark: _Toc251534050][bookmark: _Toc251538501][bookmark: _Toc251538770][bookmark: _Toc251564039][bookmark: _Toc251592065][bookmark: _Toc251534053][bookmark: _Toc251538504][bookmark: _Toc251538773][bookmark: _Toc251564042][bookmark: _Toc251592068][bookmark: _Toc498075789]IEEE 802.11 WG Assigned Numbers Authority
The objective of the Assigned Numbers Authority (ANA) is to conserve and allocate identifier values in the IEEE 802.11 standards and approved amendments.   
[bookmark: _Toc498075790]WG ANA Lead
The WG ANA Lead shall be appointed by the WG Chair and re-affirmed by a WG majority approval.  The WG ANA Lead shall be responsible for approving and maintaining a central repository of identifier values in a document as defined in section 9.1.2 of this document. 
[bookmark: _Toc498075791]ANA Document
A document containing the identifier values shall be made available on the server during interim and plenary sessions and posted on the IEEE 802.11 WG website.  Any updates shall be posted on the IEEE 802.11 WG website within 15 days following the close of the 802.11WG interim or plenary session.
[bookmark: _Toc498075792]ANA Request Procedure
A request for an assigned number for new identifier values shall be made by using the following procedure:
1. A draft amendment or standard that has been approved by the WG or a TG and that requires allocation of numbers from the ANA shall contain placeholders for such numbers using the sequence <ANA>, and should not presume any particular value will be assigned. 
2. The TG chair or technical editor shall prepare requests for each such <ANA> flag using the forms provided by the ANA and documented in the ANA database document. 
3. The ANA shall circulate the requests and tentative assignments to the 802.11 editor's reflector and ask TG editors to check for any conflict.  Typically the requests are generated following a session.  The ANA should respond to the request within 1 week.  The ANA shall reject any request that is not properly formed, i.e., does not supply all information required by the ANA form.  The last item of any resource will never be assigned and will always automatically be designated as “escape bit/number”. 
4. After a period of 1 week has elapsed and no conflict has been reported, the assignments are confirmed and the ANA shall upload an updated database document and notify the WG reflector.
5. An ANA request from an entity external to the 802.11 WG shall be brought to the 802.11 WG for confirmation.
6. An ANA request for a legacy Element ID shall be approved by WG motion. Legacy Element IDs are intended for elements in Beacon and Probe Request/Response frames, and current and future “beacon-like” frames. By default, requests for Element IDs are allocated from the Element ID Extension space. 
7. An ANA request for reuse of a previously reserved Element ID shall be approved by WG motion.
[bookmark: _Toc251538510][bookmark: _Toc251538779][bookmark: _Toc251564048][bookmark: _Toc251592074][bookmark: _Toc251538511][bookmark: _Toc251538780][bookmark: _Toc251564049][bookmark: _Toc251592075][bookmark: _Toc251538512][bookmark: _Toc251538781][bookmark: _Toc251564050][bookmark: _Toc251592076][bookmark: _Toc251538513][bookmark: _Toc251538782][bookmark: _Toc251564051][bookmark: _Toc251592077][bookmark: _Toc251538514][bookmark: _Toc251538783][bookmark: _Toc251564052][bookmark: _Toc251592078][bookmark: _Toc251538516][bookmark: _Toc251538785][bookmark: _Toc251564054][bookmark: _Toc251592080][bookmark: _Toc498075793]ANA Revocation Procedure
The TG that has previously requested an assigned number may request revocation of that assigned number. The request must be approved by a motion in the TG or WG.
[bookmark: _Toc498075794]ANA Appeals Procedure
An appeal of an assignment of an identifier value may be made by a Voter by following the appeal procedure described in the Policies and Procedures of IEEE Project 802 (see section 9 in [rules3].)
 
[bookmark: _Toc19527372][bookmark: _Toc19527502][bookmark: _Toc19527377][bookmark: _Toc19527507][bookmark: _Toc19527379][bookmark: _Toc19527509][bookmark: _Ref319492973]
[bookmark: _Toc498075795]Requirements and Guidelines for 802.11 Secretaries
Prepare the minutes taking into account the following:

a. Use the template for documents.
b. Make sure the Chair of the group can deliver the minutes to the 802.11 WG chair within 30-days after closure of the session.
c. Use the following in the left side footer: “Minutes”.
d. Make the style of motions such that they are easily identifiable.
e. Numbering the motions is recommended.

Minutes should be short, don’t include every detail of the meeting.
Minutes include the following items:

1. Name of Group
2. Date and location of meeting
3. Officer presiding, including the name of the secretary who wrote the minutes
4. Attendance – The WG Secretary reports the attendance (name, affiliation, met attendance requirement) in the full working group minutes as a report published from the electronic attendance system. Sub-group secretaries shall include attendance records for any meeting held outside a WG Session (e.g. teleconference meeting). The attendance list shall include only the name and affiliation of each meeting attendee. 
5. Call to order, chair’s remarks
6. Approval of minutes of previous meetings.
7. Approval of agenda
8. Review of Policies and Procedures of IEEE
9. Motions, including mover, seconder and results
10. Straw polls, including name of requestor, if applicable
11. Discussions: 
a. Brief summary of discussion, pros and cons, and conclusions (optional, recommended)
b. Include name of primary document author
c. Do not include names of discussion participants
12. Action items, including assignee and date
13. References to submissions (optionally include links)
14. Subgroup reports (WG minutes only)
15. Next meeting—date and location


[bookmark: _Toc498075796] Guidelines for IEEE 802.11 WG and Task Group technical editors
The 802.11 WG Technical Editors and TG Technical editors shall use the following documents (latest revision) as guidelines for developing and maintaining technical drafts for IEEE 802.11 standards and amendments.
a. Document: 11-06-0786-00-0000-802-11-Editors-Guidelines
b. Document: 11-09-1034-00-0000-WG11-Style-Guide.doc

[bookmark: _Toc498075797]Guidelines for comment resolution

Document 11-11/1625, “WG11 Comment Resolution Guide“, contains guidelines to assist TGs and CRCs during the process of comment resolution, to properly responding to letter and sponsor ballots.

[bookmark: _Toc498075798]Appendix A: MDR Process Summary

This section summarizes the MDR process (see section 3.10 in this document), for information.

· The MDR should be performed when WG letter ballot is “almost done” – i.e., the last draft in which changes are anticipated to be made during WG letter ballot.
· There are three roles involved in the review: TG editor. WG editor and a TG nominee (usually another editor). 
· Process
· WG editor and nominee review the draft for compliance with the review items.
· WG editor prepares a draft report that identifies any changes that are necessary to satisfy the MDR.
· The report is iterated with the TG editor to clarify the findings and achieve consensus on resolution of any required changes.
· TG editor brings recommended changes before TG for approval.
· Review Items
· Numbering of clauses, subclauses, figures, tables and equations.
· Draft Number Alignment document (11-11/1149) revised to show correct numbering
· Numbering of ANA administered objects.
· Description of MIB variables matches WG802.11 style in 11-09/1034.
· MIB rolled-in to as much of the base document(s) MIB as possible and any compilation errors fixed.
· Compliance to IEEE-SA style and WG style as described in 11-09/1034.


[bookmark: _Appendix_B:_Guidelines]

[bookmark: _Toc498075799]Appendix B: Number of Sessions required to become a Voter

Figures C.1 and C.2 illustrate the timeline to become a voter. A new participant must attend two (2) out of four (4) consecutive plenary sessions to achieve voting rights, and on the third plenary session the participant will become a voter. An interim session may be substituted for a plenary session. Only one interim may be substituted for a plenary.

For example, if a new participant attends for the first time at a plenary session and attends only plenary sessions, voting privileges are granted at the third plenary as illustrated in Figure C.1.

[bookmark: _Toc393455422]Figure C.1 – New participant starting at a plenary session, attending plenary sessions
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When a new participant attends for the first time at an interim session, that interim session is substituted for a plenary session. Voting rights are granted at the next plenary session as illustrated in Figure C.2.

[bookmark: _Toc393455423]Figure C.2 – New participant starting at an interim session
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A participant that attends both a March plenary session and the following May interim session (not the January interim) will be a Voter at the beginning of the July plenary session.

[bookmark: _Toc498075800]Appendix C: Membership Flow-Diagram





[bookmark: _Toc393455424]Note: “attended n of m sessions” indicates attendance at n of m consecutive plenary sessions one of which may be substituted by an interim session
Figure D.1 – Membership Flow Diagram
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