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1 Reason for Contribution

The procedures for handling meeting registrations have evolved and the template could better convey the current practice.

2 Summary of Contribution

The proposed template revision changes the default wording related to meeting registration activity.  This is expected to better reflect the goal of using the OMA web portal for this function.

Actions related to the handling of info on registrants to support the meeting (e.g. production of security badges by the host-member) are not specifically addressed.  This will likely be a manual activity (e.g. chair forwards participant list to the host-member following the ‘register by’ date) for some time.

3 Detailed Proposal

The attached revised template is proposed to replace the current template.  The key changes in this template involve a few sections:

1) The intro on the cover page:

	To register for the meeting please complete the registration form attached and send to <contact> either by e-mail or fax before <registration date>.

Notes

· Paper copies of documents will not be provided.

· <expectation of wireless LAN at meeting>

· The voltage at the venue is <110/220> volts.  Please bring the correct adapter, as voltage converters will not be provided at the meeting.


is proposed to be changed to

	Use the OMA web portal to register for the meeting.  Please register before <registration date> to permit <pick and revise as needed: proper sizing of meeting rooms, handling security issues with facility, etc…>.  <if needed add info on late registrations – for example>Late registrations will be permitted if space permits, security rules require that badges be worn at all times – please register to make sure a badge may be prepared in advance to avoid any delays.

Notes

· <provide any meal info as needed – for example:>Lunches will be provided by the host(s).  For any special dietary needs, please contact <email>

· Paper copies of documents will not be provided.
· <expectation of LAN support – wired or wireless or none - at meeting>

· The voltage at the venue is <110/220> volts.  Please bring the correct adapter, as voltage converters will not be provided at the meeting.


2) The previous Annex A – Meeting Registration Form – has been deleted.  By registering on the portal, we should not need a separate form to be emailed or faxed to the meeting host.

4 Intellectual Property Rights Considerations

Author is unaware of any.

5 Recommendation

The OpsPrcs committee is requested to agree the changed version of the template (as attached) so that it may become current and available for use.
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