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Draft Operating Principles
(Submitted by  the Secretariat)

	SUMMARY AND PURPOSE OF DOCUMENT

The document provides a template for the draft operating principles – modeled on those of the Argos joint Tariff Agreement (JTA) – of the international forum of users of satellite data telecommunication systems (Forum).



ACTION PROPOSED


The Meeting is invited to review the template, and propose draft operating principles for the Forum on its basis.
____________
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1.
Introduction

The WMO-IOC[-FAO] International Forum of Users of Satellite Data Telecommunication Systems (Forum) provides for an international mechanism covering a wide user basis from the co-sponsoring Organizations, to address remote data communication requirements – including tariff negotiations as needed – for automatic environment observing systems using satellite data telecommunication systems (Satcom systems). 
The goal of the Forum is to ensure appropriate coordination amongst users of Satcom systems in order to represent their collective interests with regard to Satcom systems requirements, and tariffs. By sharing knowledge and ideas, the users can make informed decisions about the use of Satcom systems, influence on the developments of those systems to better address their requirements, and provide for a strong user base for negotiating with the Satcom service providers in order to their observing systems in the most cost-effective way, and maximize usefulness of these systems (e.g. data return, data timeliness, platform life-time).
Forum’s stakeholders include:

i. Representatives of co-sponsoring Organizations Members/Member States (ROMs);

ii. Representatives of Users Groups (FRUGs);

iii. Representatives of the Secretariats of the co-sponsoring Organizations;
iv. Representatives of the Satcom systems operator and service providers (Observers);
v. Representatives of the satellite equipment manufacturers (Observers).
2.
Basic aims and principles of the Forum
2.1
The basic aims and principles are as follows:

i. The benefits of Forum participation should be shared equally amongst all participants (Users);
ii. The information validated by the Forum (e.g. user requirements, performances of Satcom systems, recommendations) should be shared within the forum and with the wider community of the co-sponsoring Organizations on a free and unrestricted basis;

iii. The Forum may wish to initiate and establish sub-programmes of the Forum to address the particular requirements and needs of a specific Satcom system or user group. Sub-programmes of the Forum should following the general principles below:

1. The sub-programme shall follow the aims and principles of the Forum;

2. The sub-programme shall define the scope of its activities;

3. The sub-programme shall propose its Terms of Reference, and Operating Principles to be approved by the Forum.

2.2
The Argos Joint Tariff Agreement (JTA) is established as a sub-programme of the Forum on the basis of the Terms of Reference and Operating Principles of the JTA agreed upon at the 32nd Session of the JTA. Its scope is to address requirements for using the Argos system, and to provide a mechanism for negotiating Argos Tariff amongst Argos governmental users.

2.3
The Terms of Reference of the Forum are given in Annex A.

3.
The stakeholders’ representation

3.1
Representatives of the co-sponsoring Organizations Members/Member States (ROMs) 
ROMs are representing the Satcom users of a Member or Member State of the co-sponsoring Organizations. The Terms of Reference of the ROMs, including mechanism for their nomination are provided in Annex B.

3.2
Representative of a User Group (FRUG)
3.2.1
A Representative of a User Group (FRUG) is an individual who can fairly represent the overall consensus view of a significant user community regarding the use of Satcom systems. Such communities might reasonably include the operators of specific environmental observing stations, e.g. Automatic Weather Stations (AWS), polar observing stations, data buoys, floats, ice platforms, animal tags, ship stations and airborne stations, or bodies with agreed international responsibilities for the promotion, sponsorship or validation of any aspect of environmental observation using Satcom systems (e.g. IOC, WMO, FAO, WWF). The FRUG will work with Satcom system providers and the Forum Executive Committee to identify opportunities that might bring the Forum session into closer contact with his/her user group, with a view to establishing within that group the benefits of the Forum process.

3.2.2
The Terms of Reference of a Forum Representative of a User Group (FRUG), including mechanism for their nomination are provided in Annex C.

3.3
Satcom system providers
3.3.1
The Satcom system providers are the agents operating the Satcom systems ground segments, or Value Added Reseller (VAR) for such systems. They normally promote the use of the satellite systems they are responsible of. Those services are usually provided at cost to the users. Their representatives are observers in the forum.
3.3.2
The role of the Satcom system providers with regard to the Forum is:

i. to report to the Forum on developments and operations, related to the use and performances of their respective Satcom systems;

ii. to report to the Forum on their pricing policy and structure;

iii. to collect requirements from the user community and implement required solutions when possible;

iv. to interface with the participating space agencies to assist in providing system upgrades if recommended;

v. to interface with manufacturers to certify their transmitter products and to provide engineering assistance to them to insure their hardware operates correctly and efficiently with the Satcom systems, thereby increasing and optimizing Satcom systems usage;

vi. if applicable, to develop and maintain the ground system and the Global/Regional/National data processing centres; in the contrary, to provide liaison with the operators of the ground systems, and data processing centres in this regard;
vii. if applicable, to operate the Satcom systems ground segment; in the contrary, to provide liaison with the operators of the ground systems in this regard;
viii. if applicable, to operate the data processing centres under quality of service agreements and deliver data collected to the user community according to international standard data exchange requirements and protocols; in the contrary, to provide liaison with the operators of the data processing centres in this regard;
ix. to monitor and control the overall performances of the Satcom systems so as to guarantee the level of quality and continuity of service;

x. to promote the use of the Satcom systems and market new user communities, with the goal of minimizing the cost of using Satcom systems;

xi. to support users through responsive customer service for any request, claim or declaration of equipment;

xii. to support the Forum Executive Committee in Forum management and operations as might be needed;

xiii. to support ROMs as needed especially by facilitating access to and interaction between them and the user communities.

3.4
Representatives of the satellite equipment manufacturers
3.4.1
The representatives of the satellite equipment manufacturers (e.g. platform transmitter/transceiver terminals) can also participate in the Forum as observers. 
3.4.2
The role of the satellite equipment manufacturers with regard to the Forum is:

i. to report to the Forum on the characteristics, performances, and costs of satellite equipments available or under development to be used for the transmission of environmental data from/to observing platforms in remote areas;

ii. to collect requirements from the user community and implement required solutions when possible;

iii. to report on the certification procedures for their transmitter/transceiver products, and ensure that their hardware operates correctly and efficiently with the Satcom systems, thereby increasing and optimizing Satcom system usage;

iv. to monitor and control the overall performances of the equipments so as to guarantee the level of quality of Satcom data transmission;

v. to support users through responsive customer service for any request, claim or declaration of equipment;

vi. to support the Forum Executive Committee in Forum management and operations as might be needed;

vii. to support ROMs as needed especially by facilitating access to and interaction between them and the user communities.

3.4
The Secretariats of the co-sponsoring Organizations
The World Meteorological Organization (WMO), the Intergovernmental Oceanographic Commission (IOC) of UNESCO, and the Food and Agriculture Organization (FAO) recognize that Satcom systems are important components for the implementation and sustainability of global environmental observing networks. WMO, IOC, and FAO endorse the Forum as a mechanism to cost-effectively address the requirements of their Programmes and Co-sponsored Programmes, in particular in terms of Satcom and related data processing, quality control, data encoding according to international standards, and data distribution to their end users. In order to facilitate the Forum achieving its goals, the Secretariats of the co-sponsoring Organizations will provide support to the Forum Chairperson in the following manner:

i. Working with the Forum  Executive Committee (Forum-EC), and its Chairperson to identify hosts for the regular meetings; and to work with the hosts to gather and disseminate logistical information to the participants;

ii. Providing financial assistance  and administrative support to Forum participants who have been nominated by the Forum-EC to receive such assistance;

iii. Issuing Forum meetings’ invitation letters to the ROMs with copies to the representatives of the co-sponsoring Organizations Members/Member States;

iv. Managing the documentation in preparation of the Forum meetings;

v. Participating at the Sessions of the Forum and its Executive Committee meetings;

vi. Preparing the session’s final report template, and collaborating with the Chairperson, the Forum Executive Committee, and nominated individuals for recording the Session's decisions, and issuing reports of Forum Sessions;

vii. Finalizing the issuance and distribution of Session reports of the Forum to the co-sponsoring Organizations Members/Member States, as well as to the ROMs and other participants;

viii. Coordinating and communicating with the ROMs, the Forum Chairperson and the Executive Committee on all related issues during the intersessional periods;

ix. Serve as members of the Forum Executive Committee (ex officio).
The representatives of the co-sponsoring Organizations will participate in Forum Sessions as stakeholders, representing the interests of those Organizations.

Reimbursement to the co-sponsoring Organizations for their Administrative support may be made by the Forum based on voluntary contributions from the stakeholders.  The amount reimbursed is to be reviewed annually by the Forum-EC and approved by the Chairperson for the upcoming session.

4.
Forum office bearers

4.1
The Forum elects a Chairperson and vice-Chairperson at Forum Sessions. The primary duty of the Chairperson is to ensure that the Forum activities and negotiations proceed in as open and equitable a way as possible, and to assist in reconciling the needs of Satcom systems stakeholders through fair discussions. The Chairperson chairs the Forum sessions, and represents the Forum during intersessional periods. The Chairperson also leads the forum Executive Committee. The vice-Chairperson shall deputize for the Chairperson in his/her duties if required by the Chairperson.

4.2
The Terms of Reference for the Forum Chairperson, and the Forum vice-Chairperson, details about their election and terms are provided in Annexes D and E respectively. 

5.
The Forum Executive Committee (Forum-EC)

5.1
The function of the Forum Executive Committee (Forum-EC) is to conduct the sessional and intersessional business, as well as all other matters in support of the Chairperson’s duties to meet the needs of the Forum members.

5.2
The Terms of Reference of the Forum Executive Committee are provided in Annex F.

6.
Regular meeting of the Forum
6.1
Structure

The Satcom Forum meeting is an open meeting that solicits views from its stakeholders (ROMs, FRUGs, representatives of the satellite operators, service providers, VARs, and manufacturers of satellite equipment) in the view (i) to understand the state of the art regarding available Satcom systems, their potential for improvements, (ii) to address the needs of these bodies through discussions, and sharing of information for taking the best of each Satcom system, and (iii) to attempt to reconcile those needs through negotiation regarding future service level provision and costs. 

The structure of the meeting consists of deliberative and report producing 3-day sessions organized typically every 2 years that are directed by the Chairperson to achieve the desired outcome.  It is expected that the agenda, as adopted by the Forum at the start of the session, will be followed.

The Forum Session should be every two years, but the schedule may be changed at the discretion of the Chairperson.

6.2
Desired outcome:

The meeting is to be an open forum for all ROMs and FRUGs to discuss and agree by consensus on any matter that affects their use of the Satcom systems. Outcome includes a final report of the meeting with a record of decisions and recommendations by the forum. Information on the evaluated performances, and costs of existing Satcom systems for the collection of environmental data from remote observing platforms can also be an outcome of the meeting. 
6.3
Invited participants

There is an open invitation to all stakeholder to attend the Forum regular meetings.  However, official invitation by the co-sponsoring Organizations will be made to the following:

· ROMs representing the users of Satcom systems of Members/Member States of the co-sponsoring Organizations

· FRUGs representing specific Satcom systems user groups

Representatives of the Satcom systems operators and service providers, representatives of the satellite equipment manufacturers, and other interested parties are welcome to attend the Forum regular meetings. Formal invitation letters may be issued to them by the Secretariat on case by case basis.
6.4
Secretariat

It is expected that Secretariat support for the Forum meetings will be provided by the co-sponsoring Organizations on a rotating basis.  
6.5
The typical agenda for Forum meetings is provided in Annex G.
7.
Typical intersessional workplan and reporting process

The actual workplan will be implemented by the Chairperson and will include a combination of meetings, teleconferences, and email. A typical intersessional workplan and the reporting process is detailed in Annex H.

_______________
ANNEX A
Terms of Reference of the International Forum of Users of
Satellite Data Telecommunication systems
The International forum of users of Satcom systems (Forum) is an entirely self-funded body under the umbrella of the World Meteorological Organization (WMO), the Intergovernmental Oceanographic Commission of UNESCO, and the Food and Agriculture Organization (FAO) of the United Nations in the view to address the requirements of the three Organizations for the collection in real-time of environment data from remote observing platforms. It ensures proper coordination amongst the users of Satcom systems in order to represent their collective interests with the satellite operators.

The forum shall:

1.
Review available technologies, share experiences, and address the following requirements in the view to document capabilities, and identify strengths and weaknesses of the different Satcom systems to address the requirements of specific uses. 

· Global and regional coverage;

· Network services and data access technology;

· Data transmitter technology, including radio-frequencies, interface programming, and electric power consumption;

· Data transmission rates;

· Data transmission quality;

· Real-time capability and data timeliness;

· Location capability;

· One-way vs. two-way data communication;

· Ground segment data processing, quality control, and distribution requirements;

· Data collection, and ground segment data processing pricing;

· Etc.

2.
If appropriate, propose common approaches for specific user needs, and identify the best and more cost-effective Satcom systems options to be used for the relevant observing platforms;

3.
Make proposals for establishing cooperative mechanisms through the Data Collection Platform (DCP) services of meteorological satellites;

4.
Engage negotiations with Satcom system operators for 

· Inclusion of specific user requirements in their respective development programmes;

· Pricing of data telecommunication services. In particular, specific tariff negotiating schemes such as the existing Argos Joint Tariff Agreement (JTA) will be managed through the forum as sub-programmes;

5.
Engage negotiations with the manufacturers of platform transmitters for the inclusion of specific user requirements in future models of the transmitters;

6.
Review and agree on its operating principles. The operating principles define the aims and principles of the forum; the roles and responsibilities of the stakeholders and the Secretariats of the co-sponsors; the Terms of Reference of the Executive Committee; the structure and frequency of meetings; and their desired outcome; as well as the reporting procedure of the forum;

7.
Elect a Chairperson, and vice-Chairperson from its participants;

8.
Elect an Executive Committee, chaired by the forum’s Chairperson, and including the vice-Chairperson, and stakeholder representatives;

9.
Report through the Chairperson to the Executive Bodies of the Co-Sponsor Organizations, and submit its recommendations as appropriate for their agreement;

Decisions shall be agreed unanimously by the Forum. If decisions cannot be agreed unanimously, they will be deferred to the Executive Committee for further discussion and decision.

Membership:

Membership is open to all representatives of the co-sponsors stakeholders. Invitations to participate in the forum are issued by the Secretariats of the co-sponsors to their respective Members/Member States, as well as to their relevant programmes and bodies. Representatives of the Satcom providers, and the platform transmitter manufacturers can participate in the forum as observers. Representatives of the Secretariats of the co-sponsors participate as ex-officio members of the forum.

These Terms of Reference are agreed upon by the Executive Bodies of the Co-sponsors.

_______________
ANNEX B
Terms of reference of the 

Satcom Forum Representative of the co-sponsoring Organizations
Member/Member Nation/Member State (ROM)

The Representative of the co-sponsoring Organizations Member/Member State (ROM):

1.
shall be nominated by the Permanent Representative of a WMO Member or FAO Member Nation, or the Action Addressee of an IOC Member State;
2.
should collect evolving requirements from Member/Member Nation/Member State users of Satellite Data Telecommunication systems (Satcom systems) and bring these to the attention of the Forum;

3.
could designate an alternate to act on its behalf at Forum meetings by means of a letter to the Forum Chairperson;

4.
decides on nominations and proposals put forward by the Forum Executive Committee (Forum-EC);

5.
is the only authority in the Forum to represent the Member/Member Nation/Member State user groups and to decide on matters relevant to the Terms of Reference of the Satcom Forum;

6.
should initiate interaction with their users, or act as the focal point when deemed to be appropriate or being considered necessary;

7.
will provide basic support to existing and new users based on information made available by the Forum or Satcom system providers;

8.
interact with Satcom system providers when deemed to be necessary or required;

9.
participate in the regular negotiations initiated by the Forum for the tariff and service level of specific Satcom systems;

10.
monitor the usage of the Satcom systems by its users;

11.
will provide a report to the Forum meeting at least one month prior to the meeting date, in a format following the current reporting structure;

12.
should, upon request of Satcom system providers, not distribute or communicate commercially sensitive information provided by Satcom system providers to the ROMs.

_______________

ANNEX C
Terms of Reference of a 

Satcom Forum Representative of a 
User Group (FRUG)

Satcom Forum Representatives of a User Group (FRUGs) are designated through either of the following mechanisms:

i. An agency or consortium (candidate) who wishes to be represented through a FRUG consults with the Satcom Forum Chairperson to check whether there is already a FRUG representing a similar community in the Satcom Forum;
ii. If such a FRUG already exists, the candidate negotiates whether it could be represented through that FRUG;
iii. If such a FRUG doesn’t already exist, the candidate provides the Chairperson with the proposed Terms of Reference for the FRUG, and the name of the individual proposed to be the FRUG, and requests these to be added in the list of FRUGs;

iv. The Chairperson consults with the Forum-EC, and makes an informed recommendation to the next Forum session whether the new FRUG should be accepted or not;

v. The FRUGs are formally endorsed at the regular Forum sessions.

In this context a Representative of User Group’ (FRUG) is defined as follows, with the following Terms of Reference:

i. A FRUG will be an individual who can fairly represent the overall consensus view of a significant user community regarding the use of Satcom systems. Such communities might reasonably include the operators of specific environmental observing stations, e.g. Automatic Weather Stations (AWS), polar observing stations, data buoys, floats, ice platforms, animal tags, ship stations and airborne stations, or bodies with agreed international responsibilities for the promotion, sponsorship or validation of any aspect of environmental observation using Satcom systems (e.g. IOC, WMO, FAO, WWF).
ii. The FRUG will work with Satcom system providers and the Forum Executive Committee to identify opportunities that might bring the Forum session into closer contact with his/her user group, with a view to establishing within that group the benefits of the Forum process.
iii. It is accepted that for certain user groups (e.g. animal trackers), accreditation as above might be difficult to establish in the short term. Nonetheless the Forum-EC will work proactively to seek and encourage the identification of FRUGs as essential components of the Forum.

iv. Notwithstanding the above, the Forum sessions are open with observer status to any interested person (see Forum TORs).

v. If accredited, a FRUG will be obliged to consult as widely as possible with his/her user community regarding their use and expectations of the Satcom systems, and to make the results of these consultations publicly available well in advance of Forum sessions.

vi. The FRUG will also be expected to act as an impartial focal point for the dissemination of relevant information regarding Satcom systems that might be of benefit to his/her user community.

vii. In return, the FRUG will receive a letter of accreditation, and may be able to request some level of financial support from the Forum for attendance at meetings and for other activities approved by the Forum-EC.

_______________
ANNEX D
Terms of Reference of the

Satcom Forum Chairperson

The primary duty of the Chairperson is to ensure that the Forum activities and negotiations proceed in as open and equitable a way as possible, and to assist in reconciling the needs of Satcom systems stakeholders through fair discussions. The Chairperson chairs the Forum sessions, and represents the Forum during intersessional periods. The Chairperson also leads the forum Executive Committee.
The Forum shall elect a Chairperson and vice-Chairperson at Forum Sessions. The term for the Chairperson will be for two years. The Chairperson shall be eligible for re-election in his/her capacity as Chairperson, but only for one subsequent term.

Terms of Reference for the Forum Chairperson:

1. The Chairperson shall be impartial and shall not favour any particular group, organisation or country;
2. In consultation with the Executive Committee (Forum-EC), the Chairperson shall prepare the agenda, and confirm the venue for the annual session for distribution by the secretariat;
3. The Chairperson shall conduct the annual session of the Forum, and promote free, equitable and open discussion of agenda items;
4. The Chairperson shall convene intersessional meetings of the Forum-EC as necessary;
5. The Chairperson shall regularly liaise with Satcom system providers with regard to developments that might impact the Forum and its members;

6. The Chairperson shall routinely circulate information to the Forum participants during the intersessional period as appropriate;

7. The Chairperson shall deputize the vice-Chairperson if required;
8. The Chairperson shall represent the agreed views, decisions, and requirements of the Forum at various appropriate meetings, and report back on the outcomes to subsequent meetings of the Forum-EC and Forum;
9. The Chairperson, assisted by members of the Forum-EC if required, shall prepare and finalize reports of the Forum and its Forum-EC, and submit them to the Secretariats for publication if necessary;
10. The Chairperson shall seek contributions to the Satcom Forum Trust Fund, advise on the use of the funds, and authorize spending following consultation with the Forum-EC in accordance to the guidance provided by the Forum;
11. The Chairperson, in consultation with the Forum-EC and other stakeholders, shall review candidate representatives of user groups (FRUGs), and make informed recommendation in this regard to the Forum;
_______________
ANNEX E
Terms of Reference of the Satcom Forum vice-Chairperson

The Forum shall elect a Chairperson and vice-Chairperson at Forum Sessions. The term for the vice-Chairperson will be for two years. The vice-Chairperson shall be eligible for re-election in his/her capacity as vice-Chairperson, but only for one subsequent term.

Terms of Reference for the Forum vice-Chairperson:

· The Chairperson shall deputize the Vice-Chairperson for all of the duties (except for item number 7 of the Forum Chairperson’s ToR) if required.

______________

ANNEX F
Terms of Reference of the 

Satcom Forum Executive Committee

The function of the Forum Executive Committee (Forum-EC) is to conduct the sessional and intersessional business, as well as all other matters in support of the Chairperson’s duties to meet the needs of the Forum members.

Terms of Reference

The specific tasks of the Forum-EC are to:

1.
Assist the chairperson in the preparation of reports, and their submission, if needed, to the Secretariats of the co-sponsoring Organizations for distribution.

2.
Annually review the functions and duties of the Forum and recommend any changes to the Chairperson for discussion and approval at the Forum Session.

3.
Analyze the Forum budget, and advises the Chairperson.

Membership

1.
The membership shall include:

i. Chairperson

ii. Vice-Chairperson

iii. Three additional members proposed by the Chairperson and elected by the Forum.  These members will serve a term of 2 years with an optional 2-year appointment

iv. Representatives of the Forum sub-programmes

v. Representatives of the co-sponsoring Organizations (ex officio)

vi. Representative of Operators and service providers of Satcom systems (ex officio)
vii. Representative of Satellite equipment manufacturers (ex officio)

2.
Careful consideration should be made to ensure a proper mix that represents co-sponsoring Organizations Members/Member Nations/Member States, user groups, and subject matter experts.

Meetings

1.
As necessary, the Chairperson will convene and organize all Forum-EC meetings.  The meetings can be in person, or teleconference.

2.
If decisions are needed by the Forum-EC as permitted/requested by the Forum Session or the Chairperson during the inter-session, elections for those decisions may be organized with a quorum consisting of at least four members of the Forum-EC, including the Chairperson or his nominated deputy.

_______________
ANNEX G
Typical agenda for A Satcom Forum Session in year yyyy
1.
ORGANIZATION OF THE MEETING

1.1
OPENING OF THE MEETING

1.2
ADOPTION OF THE AGENDA

1.3
WORKING ARRANGEMENTS

1.4
SELECTION OF THE WRITING GROUP (WG)

2.
REPORT OF THE CHAIRPERSON OF THE FORUM
2.1
REPORT ON THE FORUM-EC
2.2
REVIEW OF ACTIONS
3.
USER GROUP REPORTS

4.
REPORT ON THE SUB-PROGRAMMES
5.
REPORT ON THE DEVELOPMENT OF SATCOM SYSTEMS
6.
REVIEW OF USER'S REQUIREMENTS AND ISSUES

7.
SATCOM SYSTEMS REVIEW, AND PERFORMANCE EVALUATION

8.
TARIFF ISSUES AND RELEVANT NEGOTIATIONS
9.
review of the operating principles
10.
FUTURE PLANS AND PROGRAMMES

11.
ANY OTHER BUSINESS

12.
ELECTION OF THE CHAIRPERSON, VICE-CHAIRPERSON, and FORUM-EC MEMBERSHIP

13.
DATE AND PLACE OF THE NEXT MEETING

14.
CLOSURE OF THE MEETING

_______________
ANNEX H
Typical Satcom Forum intersessional workplan and reporting process

	Step no.
	Time frame
	Step/Action

	1
	T0-5 months
	Invitation letters issued by the co-sponsoring Organizations for the next Forum session

	2
	T0-4 months
	Contributors are invited by the Secretariat to provide written input for the Forum Session (deadline 1 month)

	3
	T0-1 months
	Preparatory documents for the Forum Session are made available to all participants through website

	4
	T0
	Forum Session

	5
	T0+2 months
	E-mail from the Secretariat informing ROMs about the achievements of the forum session (final report on the web)

	6
	T0+3 months
	Chairperson consults with Forum-EC, outlines the work to be accomplished and assign actions to Forum-EC

	7
	T0+6 months
	Status of actions assigned by the previous Session of the Forum.  Make adjustments as necessary



	8
	T0+6 months
	Chairperson communicating to the Forum on recent outcomes, and plans for the next Session


_______________
� : The purpose of the WG is to assist the Secretariats in taking the minutes and compiling a draft report of the proceedings for approval of the Forum.





