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Abstract

Request for changes to the 802.11 WG Rules require: 

“Proposed improvements shall be in written form and presented to the WG Vice-Chair and include:

· The purpose, objective, or problem the proposed change is intended to address

· The specific text of the rule change

· The rationale for the chosen text.”

This Document provides the required information for a set of proposals gathered together over a few months of discussions with various members and as a courtesy for the 1st Vice-Chair are proposed and supplied here in written form to help in the discussion and collection phase.

This Document lists the proposed changes between version 4 and version 6 inclusive.

1. Add WG Tech Editor to the specified list of the members of the CAC.

a. The CAC is chartered as a coordination and advisory board for the WG Chair.  The membership is the leadership of the various WG, TG, SG, and SC groups.  The Technical Editor provides leadership and advises to Editors of the various groups.

b. The proposed Added Text change is in red as follows:

From page 14 of 03-00-331r4 

“2.4.2 Membership

The Membership of the CAC is appointed at the descression of the WG Chair. Membership of the CAC is composed of the following WG 802.11 officers:

· WG Chair

· WG Vice-Chair(s)

· WG Secretary

· WG Technical Editor

· TG Chairs and TG Vice-Chair(s)

· SG Chairs and SG Vice-Chair(s)

· SC Chairs and SC Vice-Chair(s)

c. The CAC is made up of members that are interested in helping the WG, and invited by the Chair to participate.  The List is a nominal list and the chair implicitly was able to invite any to be a part of the CAC, this change simply makes explicit the list of CAC members and the chairs prerogatives

2. Clarify the format of the Footer in Submissions.

a. The Format of the Footers for Submissions has been prescribed to include the author of the submission.  Often there are several authors, and the space to provide the list is not sufficient.

b. The proposed Added Text change is in red as follows:

From Page 14 03-00-331r4 

· The footer is as follows:

· Times (New) Roman, 12 point, line above.

· Left: the text type and status of the document (see subclause 0)

· Center: "page n", where n is the page number.

· Right: Primary Submitter(s) name and/ or company name(s) as point of contact.

c. The Primary Contact of each submission is listed to provide the information for who others should contact for further information or to get questions answered.  The full list of authors is listed on the first page is sufficient for credit.
3. Teleconferences:
a. Currently the rules include teleconferences in the same grouping as face-to-face meetings as a responsibility of the Task Group Chair.  Teleconferences are a means to prepare input for meetings provided that meeting date/time/arrangements.  No further time should be wasted empowering these nor waiting for 30 days to elapse after announcements
b. The proposed Text change is as follows:
Add the following red text as new section 3.6.3:

3.6.3 Teleconferences

Teleconferences are a means to prepare input for sessions provided that the teleconference date, time, agenda, and arrangements are announced 10 calendar days prior to the teleconference date and that the 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 bi-weekly.

Replace the following bulleted text with the red text in section 3.7.2 first bullet:

“

· Call meetings, including teleconferences, and issue a notice and agenda for each meeting at least 30 days prior to each session.
“

Two new bullets:

· Call meetings by issuing a notice and agenda for each, at least 30 days prior to start.

· Call teleconferences by issuing a notice and agenda for each, at least 10 days prior to start.

c. The need to provide timely notification of meetings allows all members to be able to schedule their time to attend and participate.  Notification of teleconferences is a means to prepare input for meetings provided that meeting date/time/arrangements are announced 10 days prior to the teleconference date and that minutes are kept and published as WG documents within 7days of the teleconference. No further time should be wasted neither empowering these nor waiting for 30 days to elapse after announcements.  By using a 10-day notice requirement, teleconferences can occur bi-weekly.  Bi-weekly meetings cannot be held if the meeting notice has a 15-day notice requirement.

4. Length of Letter ballot for questioning the start of a LB for a Draft.

a. In Section 2.9.2 paragraph 4, a ten-day letter ballot is called out.  The 802 ExCom has directed that letter ballots are a minimum of 15 or 40 days.  A Change in the rules should be made to make this come in line with the ExCom decision.

b. The text is a simple change from “ten” to “fifteen” in Section 2.9.2 paragraph 4.

c. The rationale for the change is to come into line with the requirements from the 802 ExCom.

5. Clarification of the Draft LB Process

a. In the rules Document, 2.9 WG Balloting, the section discusses how to do a Draft Letter Ballot rather than a generic Letter Ballot Process.   It would be better labeled as a Draft LB Process section.

b. Change the title of 2.9 from 2.9 WG Balloting to 2.9 Draft WG Balloting

c. The title should be changed to provide a more accurate description of what is described.

6. Extension of LB Deadline

a. When a WG LB is run, an ending date for the LB is declared 15 or 40 days later.  If the required Return rate percentage has not occurred, the LB is invalid, and no work can be done on the LB comments.  If the WG officer running the LB has sent out reminders to try to get the final votes to be turned in, it is reasonable to say that at the deadline, an extension should be allowed to help keep the letter ballot valid.

b. Add the following red Text to the last Sentence in 2.9.2

For a WG letter ballot to be considered valid the abstention rate must be less than 30% as per the 802 LMSC operating rules (ref. [rules3]). The WG is only obligated to consider comments that are received with ballots and other comments that are received by the close of the ballot. The ballot shall close at 11:59 PM Eastern Time (ET) on the date specified on the ballot. If the ballot has not achieved a 75% return by the specified closing date, the ballot may be extended to close when a 75% return of the balloting group is received. This extension for receipt of a 75% return shall not be longer than 60 days.  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.
c. By allowing the WG Chair to extend the LB deadline until enough votes come in to meet the requirements is good, however a final deadline needs to be held fast so as not to have a WG LB that can be extended forever.  The extensions chosen are inline with the Sponsor Ballot Rules from the IEEE-SA.  The Change is a direct copy from the IEEE-SA Standards Board Operations Manual clause 5.4.3.1 Initial ballot.  Note that the document also indicates that letter ballots close at the end of business day.  The 802.11 WG has traditionally had letter ballots close at 11:59 PM-ET.  The change to the red text acknowledges this fact and request from the membership of the WG.

7. 2.5.3 Link is missing proper textual string.

a. A link in 2.5.3 has lost its textual value, and needs to be corrected.

b. Change the text part of the link from “0” to “2.5.1”

c. Having the correct link value makes reading easier.

8. Setting Deadline for WG LB Ending Time

a. WG LB should always end at the same time.  Due to the time zones around the world, the WG should use IEEE Headquarter in Piscataway NJ, USA time of 11:59 PM-Eastern Time (ET).

b. The text has been included in change request #6.

c. Even though the IEEE-SA rules state that the LB should close at the close of business, 802.11 WG acknowledges that as an international standard, it is an arbitrary point in the 24 hour clock for choosing when the “close of business” is.  So as a compromise, and to uphold a long standing tradition, the “Close of business” has been declared as 11:59 PM ET.  The time chosen is to correspond with the IEEE Headquarters in Piscataway NJ, USA.

9. 2.8.4.2 Exception for WG Sec to WG Vice-Chair communication

a. As Standards meetings are run, there is a need for the secretary to maintain good minutes of the motions and material presented to the membership.  The Secretary should be able to receive material for inclusion in the minutes without delay to help ensure accuracy.

b. Add the red text to the end of the sentence as indicated in 2.8.4.2:

“ Electronic communication with the Officers conducting official meetings shall be deferred until after the meeting; with the exception that the secretary at the head table may receive electronic communication/transmissions of presented material for inclusion in the minutes.

c. While it is important for the Officers conducting Official meetings to provide their complete attention to the meeting, and ensure that progress is being made, the Secretary should be able to receive the information needed for accurate minutes electronically.  This single exception will allow for a more efficient use of meeting time.

10. Note: The rules file has had as a abstract/preface, a revision history of changes added.  The table shall include the Revision number, the date the revision was made available, and the disposition of the revision.  Most rule changes will not require a red-line revision.

a. Sample table,  The actual Revision, date and status shall be filled in correctly.
	Item
	Revision
	Revision Date
	Revision Status

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	331r4
	9-11-2002
	Official Rules

	6
	331r5
	5-1-2003
	Red-Line Version for review


11. Change all usage of the word “Operating Rules” to Policy and Procedures.

a. The 802 ExCom  has mandated the change in syntax.

b. Change the word “Operating Rules” to “Policy and Procedures”.

c. To bring the Policy and Procedures inline with the IEEE SA Policy and Procedures.

12. Change Treasurer roles and responsibilities in 2.3.5

a. Due to the size of  802.11, the interims have begun to require a significant amount of money that is required to be accounted for, and in order to comply with IEEE policies for reporting financial matters, a Treasurer is now necessary to be utilized.

b. Change 2.3.5 section to include the roles and responsibility of the WG Treasurer

“2.3.5 Working Group Treasurer

802.11 WG operates without treasurer and without treasury unless specified by the Chair. Occasionally there may be a need for short-term funds associated with a particular meeting. Any debts and collections shall take place within that meeting. The sponsoring group or individual will be responsible for financing short-term expenses for interim meetings. It is the responsibility of the sponsoring group or individual to provide a statement of accounts if a meeting registration fee is levied on members and present to the WG at the next WG meeting.


The WG Treasurer is responsible for the financial operations of the Working Group and the Working Group treasury.  This shall include, but is not limited to overseeing, disbursal and retention of all working Group funds, the creation and supervision of budgets for Working Groups hosted interim sessions, ensuring that disbursements are made only for approved expenses and the generation and submission of all financial reports and audit packages.”

c. The size of 802.11 has grown to the size that has warranted the need for a treasury and treasurer.  The Text was provided by the 802 EC Treasurer for inclusion in our Policies and Procedures.

13. Add Section 2.11 Working Group Financial Operations

a. A Clarification on the financial Operations of the Working Group is needed in our Policies and Procedures as per 802.11 EC.

b. Add Section 2.11 Working Group Financial Operations.

“2.11 Working Group Financial Operations

802.11 may operate with a treasury providing that the following conditions are met:

1. Operation with treasury requires the approval of the WG and the approval of the 802 EC.

2. The WG shall have a Treasurer.

3. The WG treasury shall be operated in compliance with all applicable requirements of the IEEE, the Computer Society and 802 EC.”

c. This text was provided by the 802 EC Treasurer for inclusion in our Policies and Procedures.

14. Add WG Treasurer to the specified list of the members of the CAC.

a. The CAC is chartered as a coordination and advisory board for the WG Chair.  The membership is the leadership of the various WG, TG, SG, and SC groups.  The Treasurer provides financial accountability of the group, and should be included in the CAC discussions.

b. The proposed Added Text change is in red as follows:

From page 14 of 03-00-331r4 

“2.4.2 Membership

The Membership of the CAC is appointed at the descression of the WG Chair. Membership of the CAC is composed of the following WG 802.11 officers:

· WG Chair

· WG Vice-Chair(s)

· WG Secretary

· WG Treasurer

· WG Technical Editor

· TG Chairs and TG Vice-Chair(s)

· SG Chairs and SG Vice-Chair(s)

· SC Chairs and SC Vice-Chair(s)

c. The CAC is made up of members that are interested in helping the WG, and invited by the Chair to participate.  The List is a nominal list and the chair implicitly was able to invite any to be a part of the CAC, this change simply makes explicit the list of CAC members.  This change is based on the change #1 having been accepted as well.

15. Add Guidelines for Secretaries for the WG, TG, WG, and SC

a. There was a concern that the Secretaries of the various groups were not providing consistent content for each of their respective meetings.  A section to clarify the role of the secretary and the content that needs to be provided in the minutes should be added.

b. Add Section 9.3 Guidelines for secretaries of IEEE 802.11 groups and subgroups.

9.3 Guidelines for secretaries of IEEE 802.11 groups and subgroups.


Please prepare the minutes taking into account the following:

1. Use the template for documents

2. Make sure the Chairman of the group can deliver the minutes to the 802.11 chair within 1 week after closure of the meeting

3. Use the following in the footer: “Tentative Minutes of TGx, January 03”

4. make the style of motions such that they are easily identifiable

5. Number the motions

6. Make a hierarchy of motions by indentation

7. Refer for attendance list and future meeting plan to the Full Working Group minutes.

8. Follow the following out of the IEEE Standards Companion:

“Minutes of Meetings

Minutes should be taken at every meeting, preferably by a secretary, as mentioned earlier.  The list to the right (below) states what minutes should include.  What minutes should not be is a detailed, blow-by-blow inclusion of every speaker’s words.  Many minutes are far too detailed, and in so being they are a deterrent to their usefulness to many readers (who simply won’t want to be bothered with trying to get through pages and pages of minutes).  Minutes should also include a separate list of action items as assigned by the chair.  The chair should use action items to make certain that the work is delegated among various committee members, relieving the burden on only a few members.  Placing a time deadline on action items is also useful, as it will help the working group members to prioritize this work.

What minutes should include:

Minutes should be short—don’t include every detail in your meetings.  After all, they’re called minutes, not hours.

What should be in minutes?

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 (TG refer to the WG Full minutes, SG and SC must collect attendance list and publish with the minutes)

5) Call to order, chair’s remarks.

6) Approval of minutes of previous minutes.

7) Approval of agenda

8) Review of Policies and Procedures of IEEE

9) Technical Topics

a. Brief summary of discussion, pros and cons, and conclusions

b. Motions and actions items with name and due date

c. Copies of handouts/presentations

d. Do not include names, except for movers and seconders of motions unless a roll-call vote is ordered.

10) Subcommittee reports

11) Next meeting—date and location

c. This text was provided by the WG previously, and had been lost from the WG website.  Including it as part of the normative text will keep the secretaries aligned with a consistent set of policies and procedures to follow.

16. Change references to WECA to WiFi Alliance.

a. The name of WECA has changed to WiFi Alliance.

b. Do a replacement of WECA to WiFi Alliance.

c. Keep up-to-date on names of referenced organizations.

17. Change to format of the Document Format requirements for Document Numbering.

a. With the advent of a more automated system of allocating the numbers for Documents, a change is needed to document the way the new numbering system.

b. Make the following changes as indicated in red:

2.5.3 Layout

The layout of draft standards shall be according to the IEEE style manual (ref. [other6]). 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/nn", where yy are the last two digits of the year and nn are the digits of the document number; revisions are indicated by addition at the end of the text of “-r” followed by the revision number.

· The footer is as follows:

· Times (New) Roman, 12 point, line above.

· Left: the text type and status of the document (see subclause 0)

· Center: "page n", where n is the page number.

· Right: Primary Submitter name and company name as point of contact.

….

2.5.5 Naming Convention

The file name shall be as shown in Table 2.5.5.1. An example of a good filename that conforms to the naming convention is 11-032-0652-00r0-WG-Motion-to-form-a-study-group.ppt.
Table 2.5.5.1 – File Naming Convention

	gg-yy-ssssr(n)[l]-rr-GGGG-HumanName.ext

where

	“gg”
	is the 802 group 11

	"yy"
	is the last 2 digits of the year the document is presented

	"ssss"
	is the sequence number of the document

	“(n)rr”
	is the revision number (new documents start with r00)

	"[l]"
	is an optional letter "A" added to the document number (for companion documents - as a Power Point Presentation to a Word document submission

	"GGGG"
	is the WG, TG (task group letter), SG (as designated by chair), or SC (as designated by chair) to which the document assigned or presented (see the document list for approved letters)

	“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 letter file extensions: .doc for Word, .ppt for PowerPoint, .pdf for Adobe Acrobat compatible files.


· These clarifications are to make the text of the Policies and Procedures match the new format required by the new automation the group is employing.
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