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	Title:
	Meeting minutes Template 
	 FORMCHECKBOX 
 Public       FORMCHECKBOX 
 OMA Confidential

	To:
	Ops and Procs

	Doc to Change:
	Meeting Minutes Template

	Classification:
	 FORMCHECKBOX 
 0: New Functionality
 FORMCHECKBOX 
 1: Major Change
 FORMCHECKBOX 
 2: Bug Fix
 FORMCHECKBOX 
 3: Clerical

	Source:
	<Adrian Buckley>, <RIM>,  <Matt Lopez> <NEC>

	Replaces:
	n/a


1 Reason for Change

The meeting minutes template provides a place to put the agenda.  However it would seem that WG’s within OMA have their own way of filling in the template with the minutes.  One recent example was the Architecture minutes of OMA-ARC-2004-0064R01-minutes_ARCHConfCall20040302.  One document on there was listed in the agenda (OMA-ARC-2004-0055-Inventory-Document-forRA.doc), however it was not apparent from quickly scanning the minutes what the resolution of the document was.  It would be a lot easier for individuals who quickly want to see the resolution of documents to look at a single table within the minutes and find immediately the information they require.
In addition other decisions are taken in meetings that are not apparently from quickly scanning the meeting minutes.  Again it would be useful to have a 

2 Impact on Backward Compatibility

None
3 Impact on Other Specifications

None
4 Intellectual Property Rights Considerations

The author is not aware of any.
5 Recommendation

See attached file in ZIP.
6 Detailed Change Proposal

Accept the changes in section 5.0
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