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1 Reason for Contribution

OMA staff is developing an Online Agenda and Meeting Minutes tool.
The tool aims to automate and facilitate the creation of the Meeting Agendas as well as support members and DSOs in their task of taking meeting minutes.

This new tool will be used by the DSOs during the meeting in Los Angeles. After this first trial, the tool will be deployed to the Working Groups.

2 Summary of Contribution

In this contribution we present the look & feel of the new templates for:
· Meeting Agenda, and

· Meeting Minutes

3 Detailed Proposal

The tool will allow the chair to create a Meeting Agenda by selecting from the OMA portal:

· Agenda document,

· Previous Meeting Minutes,

· Status of Action Items,

· Documents, and

· Next Meetings

The Meeting Minutes Skeleton will be created automatically by the tool. Therefore, there is no need for the DSO to create this document
The tool also provides an Agenda and Minutes Editor allowing the addition or removal of any document of item.

Both documents Meeting Agenda and Meeting Minutes can be exported from the tool as Word document. The exported document will be used to uploaded to the portal

4 Intellectual Property Rights

Members and their Affiliates (collectively, "Members") agree to use their reasonable endeavours to inform timely the Open Mobile Alliance of Essential IPR as they become aware that the Essential IPR is related to the prepared or published Specification.  This obligation does not imply an obligation on Members to conduct IPR searches.  This duty is contained in the Open Mobile Alliance application form to which each Member's attention is drawn.  Members shall submit to the General Manager of Operations of OMA the IPR Statement and the IPR Licensing Declaration.  These forms are available from OMA or online at the OMA website at www.openmobilealliance.org.

5 Recommendation

Please review and provide comments on the look and feel of the two attached documents:
· Meeting Agenda and

· Meeting Minutes

To provide as much detailed as possible, we have recreated the last Bangkok Meeting Agenda & Meeting Minutes with the new templates.
Note: Please observe that these templates are still under development, which means that more than the final look and feel may defer of what is presented in these two documents.
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