By-laws for Working Group on Programming Issues
· Meetings will be held every 2-weeks on Thursdays, usually from 9am to 11 am New York time.
· The work of WGPI will involve as necessitated by the nature of the issue and tasks at hand a variety of mechanisms, e.g. dedicated meetings of the full WGPI, discussions through task teams which conclude after completion of the tasks, retreats, small subgroups for small and short-lived tasks, electronic discussion and decision, etc.

· There will be open access to all members with respect to sub-structures.

· Each version of the work plan will be given a reference number as updates and amendments are made.

· All abbreviations in the work plan should be spelled out.

· All documents for consideration at meetings will be sent at least 5 days in advance of the meeting.
· All meeting notes will include a matrix outlining decisions taken.

· Every effort should be made to adhere to decisions taken.

· Meeting notes should include record of participants by indication of names of agencies represented.

· Video conference rules:

· Mikes should be kept on mute when not in use
· Sound test should be carried before start of every meeting

· Cell phones should be kept in silent mode and kept away from mikes

· The video signal should include a sign indicating the location of the speaker

· Agencies are requested to provide names of the participants per agency to DGO right after the meeting for the purpose of drawing up of minutes
· Participants should try to minimize shuffling of papers and other disturbing sounds during meetings[image: image1.png]



