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Procedure of WGs operation in NEASF

Proposal Stage

Each national member body will launch a call for new proposals in its country each year,
review proposals submitted and send those approved at its national level to the year’s host
country no later than four weeks before the year’s NEASF meeting.

The term of "new proposal" is meant to create a new Working Group.

The host country will provide all three countries with a list of new proposals submitted by
the national member bodies.

The proposer of each new proposal (who is regarded as a potential convenor of the WG if
the new proposal is approved) will make a presentation on the proposed item at the year’s
NEASF meeting.

The national member body will hold a responsibility of informing each proposer from its
country of their eventual appointment as a WG convenor, who will play a key role in
managing the WG upon approval of their proposal, and ensuring that both the national

member body and the proposer have a shared understanding of the requirement.

Establishment of WGs

® After each NEASF meeting, a vote will be held to determine whether or not to approve
each new proposal presented at the meeting. If all three countries vote in favour of
the proposal and appoint one or more expert(s), or provide contact information of the
contact person(s), a WG will be established.

® A WG can be established for the further discussion of a proposal, and it is not
necessarily meant to agree at ISO/IEC voting stage.

® Each newly established WG will be given a WG number

® If any WG dealing with a similar item(s) already exists, it may be integrated into the
existing WG based on consensus of all three countries. However, each project within

the merged WG shall be given a Project number for appropriate project management.

The year’s host country will enter each new WG into the WG master file* (preferably
containing a column to list achievements such as any ISO standards developed and
published based on proposals derived from any work conducted by NEASF) and send a
copy of the updated master file to each national member body along with voting results
(containing the name(s) and contact information of the contact person(s) of each new
WG).

Each national member body informs each proposer from its country of the voting results
along with the name(s) and contact information of the contact person(s) of each new WG.
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The WG master file should be kept in one single file and be handed over to the next year’s

host country once the year ends.

WG Activities

® WG activities include the following:

- Communication among WG members through phone calls or emails on a regular basis

- Face-to-face meetings (should be held on the occasion of international meetings held
by ISO/IEC or other international organizations attended by the WG’s members)

- Online meetings

- WG meetings at NEASF meetings (see section 4 below)

- Others

® The convenor of each WG (the proposer of the proposal which prompted the
establishment of the WG) shall take initiatives in managing the WG’s activities. Its
responsibilities include the following:

- Make necessary arrangements for WG meetings.

- Update the WG’s member list as needed.

- Convene and chair WG meetings.

- Submit periodical progress reports (including details of the WG’s activities and the
latest version of its WG members list) to each national member body.

- Others

Procedure for WG meetings at NEASF meetings

4-1
Each year, each national member body will contact the convenor of each WG established
based on proposals from its country to inquire whether or not the WG will hold a meeting

at the year’s NEASF meeting no later than twelve weeks before the year’s NEASF meeting.

4-2

The convenor will make a decision, in consultation with the WG’s members, whether or not

to convene a WG meeting.

If a decision is made to hold one, the convenor will invite the WG’s members to attend the

meeting while making necessary arrangements including making a meeting notice and draft

agenda available to the WG’s members and informing the national member body no later

than four weeks before the year’s NEASF Forum of the following:

- The date and time for each meeting (normally, the date and time for WG meetings are
set by the host country)

- Meeting room requirements for each meeting (capacity, layout, equipment)

- Adraft agenda for each meeting using the WG agenda form in Annex 2
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4-3

Each national member body will inform the host country of which of the WGs run by its
country’s convenors will hold WG meetings and which of such WGs will not at the NEASF
meeting and the meeting room requirements for each WG meeting no later than eight

weeks before the year’s NEASF meeting.

4-4

The host country will reserve a meeting room for each WG meeting that meets the
requirements set by its convenor.

Once the reservation is made, the host country will inform the national member which

requested the reservation of the successful reservation of the meeting room.

4-5
Once notified by the host country, the national member body will inform the convenor of

the WG that will use the meeting room.

4-6
The WG convenors may virtually hold WG meetings. Each WG convenor also chooses the

virtual meeting tools with his/her own virtual meeting account.

Monitoring of Progress of WG activities and Modification /Disbandment of WGs

Each year, each national member body will contact the convenor of each WG established
based on proposals from its country to inquire the progress of the WG’s activities (along
with whether or not the convenor wishes to continue the WG) and report to NEASF at its
annual meeting during presentations for the “Ongoing items”.

Should any WG convenors/experts wish to modify their WGs titles, tasks and items those
requests should be submitted through the national secretary of the WGs convenorship to
the NEASF Study Group Meeting. The NEASF Study Group Meeting will decide at its annual
meetings either to approve their modification.

Should any WG convenors/experts wish to discontinue their WGs, those requests should
be submitted through the national secretary of the WGs convenorship to the NEASF Study
Group Meeting. The NEASF Study Group Meeting will decide at its annual meetings either
to discontinue the selected WGs or to continue the selected WGs with remaining two
countries participating in the WG. If the WG convenor does not submit periodical progress
report for two years, the WG shall be automatically disbanded.

All decisions regarding such matters will be issued as NEASF resolutions, which will then be

considered whether or not to be adopted at NEASF annual meetings.
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End
Annexes:
Annex 1: WG master file
Annex 2: Form of WG Meeting Agenda

Annex 1: WG master file

The year’s host national secretary is responsible to maintain the WG master file until the
outcome of the voting is open. The host national secretary is required to reflect newly
established WGs based on the voting result and any modifications/disbandments of WG
based on the Study Group Meeting at each annual NEASF meeting and share the WG
master file to the other national secretaries for confirmation.

The next year’s host national secretary will take over the WG master file.
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Annex 2: Form of WG Meeting Agenda

Each national secretary should encourage the WGs of each country to use the below

format when the WGs hold meetings at the annual NEASF meeting.

WG Meeting Agenda — WG 1

0 Background

® Establishment and accomplishments?

0 Event Synopsis

Theme:

Date & Venue:
Host:

Who should attend:

0 Programme

Time Subject Presenter
09:00-12:00

13:00-16:00

16:00-18:00 Resolution Committee Meeting WG Convenor/Host
18:00-18:30 Signature and Closing Plenary All

**WG Convenor should submit WG meeting report to the Secretariat of NEAS Forum of the year by
the separately specified date; All WGs Convenors should attend and witness the Signature and
Closing Plenary.



