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[bookmark: _Toc86139114][bookmark: _Toc119935802]1	General
The 3rd ITU Inter-regional Workshop on WRC-23 Preparation will be held in Geneva as a face‑to‑face event with the possibility of remote participation from 27 to 29 September 2023. The website of the workshop is at: www.itu.int/go/ITU-R/wrc-23-irwsp-23.
[bookmark: _Toc302573174][bookmark: _Toc156621248][bookmark: _Toc144103202][bookmark: _Toc144102443][bookmark: _Toc94002039][bookmark: _Toc94001988][bookmark: _Toc69620134][bookmark: _Toc69618940][bookmark: _Toc52871978][bookmark: _Toc18385751][bookmark: _Toc486751558][bookmark: _Toc486751445][bookmark: _Toc472915090][bookmark: _Toc525650607][bookmark: _Toc51313392][bookmark: _Toc86139115][bookmark: _Toc119935803]2	Place of the Workshop and meeting rooms
[bookmark: _Toc302573175][bookmark: _Toc156621249][bookmark: _Toc144103203][bookmark: _Toc144102444][bookmark: _Toc94002040][bookmark: _Toc94001989][bookmark: _Toc69620135][bookmark: _Toc69618941][bookmark: _Toc52871979][bookmark: _Toc18385752][bookmark: _Toc486751559][bookmark: _Toc486751446][bookmark: _Toc472915091]The Workshop will be held in Room Amphitheatre D of the Geneva International Convention Center (CICG) (see the online CICG circulation and floor plan and the Plan of the ITU buildings in Annex 1).
A limited number of parking cards are available for those participants attending ITU meetings held in the CICG. Please contact the ITU-R Event Registration service to request a parking card.
Note: For visually impaired delegates, an “AudioSpot beacon” system is available across the ITU Headquarters (see Annex 2).
[bookmark: _Toc103777756][bookmark: _Toc116039796][bookmark: _Toc119935804][bookmark: _Toc302573176][bookmark: _Toc156621250][bookmark: _Toc144103204][bookmark: _Toc144102445][bookmark: _Toc94002041][bookmark: _Toc94001990][bookmark: _Toc69620136][bookmark: _Toc69618942][bookmark: _Toc52871980][bookmark: _Toc18385753][bookmark: _Toc486751560][bookmark: _Toc486751447][bookmark: _Toc472915092][bookmark: _Toc525650609][bookmark: _Toc51313393][bookmark: _Toc86139116][bookmark: _Hlk144894565]3	Advance registration and badging
Advance registration for this event is mandatory and is carried out exclusively online, through ITU-R Designated Focal Points (DFPs). See www.itu.int/go/ITU-R/events-registration.
Registered delegates are invited to collect their event badge at the entrance of the ITU Montbrillant building, 2 rue de Varembé, 1202, Geneva.
Where possible, delegates are invited to collect their badges on Tuesday, 26 September, as many delegates are expected at the badging desks on the opening day of the event.
Opening hours of the Delegate Registration Service will be as follows:
	Delegate Registration Service – Opening hours
	From
	To

	Tuesday, 26 September 2023
	08:00
	17:00

	Wednesday, 27 to Friday, 29 September 2023
	08:00
	17:00


An official photo ID (ex. passport) must be presented to the registration desk to receive your event badge which must be worn at all times while on the ITU and CICG premises. 
For further information, please contact the Delegate Registration Service at itu‑r.registrations@tu.int.

	ACCESS to ITU HQ 

	ACCESS POINT
	ENTRANCE
	EXIT

	Tower
	Mon to Fri: 0700-2000
	Granted 24/7

	Varembé
	NOT granted
	Granted 24/7

	Montbrillant
	Granted 24/7
	Granted 24/7


[bookmark: _Toc119935805]4	Working hours
As indicated in Administrative Circular CA/268, the workshop will open at 0930 hours (Geneva time) on the first day. The sessions will start at 0900 hours on the other two days. 
Please refer to the latest information in the detailed programme of the Workshop available at:
http://www.itu.int/en/ITU-R/conferences/wrc/2023/irwsp/Pages/Program-2023.aspx
5	Meeting Rooms
In addition to the information provided in Section 2 above, other meeting rooms could be reserved if necessary and upon availability for informal discussions through the management service (Office V.247, E-mail: room.management@itu.int (for emails, please use the option “Request a read receipt” to ensure the request has been seen), 0830 – 1230 hours and 1330 – 1730 hours from Monday to Friday).
[bookmark: _Toc493062180][bookmark: _Toc119935807][bookmark: _Toc412542980]6	Documentation
The Workshop will be conducted in a “paperless” environment, i.e. Workshop proceedings will be available on the Workshop website. 
[bookmark: _Toc417442203][bookmark: _Toc417442349][bookmark: _Toc417443639][bookmark: _Toc417444585][bookmark: _Toc472915105][bookmark: _Toc486751462][bookmark: _Toc486751575][bookmark: _Toc18385770][bookmark: _Toc52871997][bookmark: _Toc69618960][bookmark: _Toc69620153][bookmark: _Toc94002006][bookmark: _Toc94002057][bookmark: _Toc144102461][bookmark: _Toc144103220][bookmark: _Toc156621266][bookmark: _Toc18385771][bookmark: _Toc52871998][bookmark: _Toc69618961][bookmark: _Toc69620154][bookmark: _Toc94002007][bookmark: _Toc94002058][bookmark: _Toc144102462][bookmark: _Toc144103221][bookmark: _Toc156621267][bookmark: _Toc302573185][bookmark: _Toc103777766][bookmark: _Toc116039806][bookmark: _Toc119935808]7	Remote participation
Remote participation facilities will be provided during the Workshop. 
Participants are invited to follow the guidelines provided hereafter and get familiar with the procedures to be implemented for ensuring a smooth running of the Workshop.
The platform to be used is Zoom and access to the Workshop sessions is available via the Restricted Virtual Events portal. The links will be made available about 30 minutes before the start of each session.


Delegates attending the workshop physically are strongly invited to connect with Zoom to the workshop as well. In order to facilitate the role of the chairman/moderator and for a clear understanding on the order of the requests for the floor, delegates must raise their hand using Zoom and not the country plate available in the meeting room. In addition, even if the documents will be displayed in the screens available in the room, having access to the documents via Zoom will allow delegates to have a better readability of the document.
[bookmark: _Toc346884255][bookmark: _Toc493062181][bookmark: _Toc119935809][bookmark: _Toc103777767][bookmark: _Toc116039807]8	Webcast and Captioning
In addition to the remote participation facilities, the ITU-R Secretariat is pleased to inform you that an audio and video webcast of the Workshop sessions will be provided through the ITU Internet Broadcasting Service (IBS). The “Webcast” on the Workshop website gives access to the relevant video-audio feeds. 
“Captioning” is also available on the Workshop website.
[bookmark: _Toc119935810][bookmark: _Hlk144894626]9	IT facilities and Internet/WiFi access
On ITU premises access to the Internet will be available using the wireless LAN technologies listed below:
-	Wired:
a)	in Rooms H, K, L, M, Popov and cybercafé of ITU;
b)	use this whenever available.
–	Wireless:
	ITU provides IEEE 802.11a, g and n wireless LAN coverage throughout its premises. Configuration parameters to use the wireless facilities of the ITU premises:
a)	select the SSID ITUwifi (better performance, 5 GHz devices only), otherwise select the SSID ITUwifi-legacy (same key as ITUwifi);
b)	when prompted for the access key, enter the key provided on-site.
Access to a free WiFi-system is available at ITU-premises and CICG. Please see below: 

[image: A close-up of a computer error

Description automatically generated]
Information on connecting to the ITU’s wireless facilities and access to printers is available at:
http://www.itu.int/en/ITU-R/information/events/Pages/ITUwirelessLAN.aspx
10	Practical information
For practical information for participants arriving in Geneva to attend an event held at the ITU Geneva premises, please see:
www.itu.int/en/ITU-R/information/events
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Practical information for ITU-R physical meetings with remote participation











Rationale

For physical meetings with remote participation, the meeting room set-up, in particular the integration of the microphone systems of the room with Zoom platform, and their usage, needs to be clarified to the delegates.



Background information

Each room in ITU and CICG has been assigned with a dedicated Zoom license. For a particular meeting, the Chairman (being in Geneva or remote), the delegates (being in Geneva or remote) and the meeting room use the same Zoom link (assignment done by IT) to connect to a session.

Introduction







































Before travelling

Information for in-person participants

Delegates must bring their own PC and ensure that Zoom is installed and functional.

Delegates must bring their own wired headsets with an integrated microphone and external noise suppression. The use of wireless headsets is strongly discouraged.











































Requests for the floor

Raising hands:

Despite the fact that delegates present in the room may raise their hand physically, it is important to align the order of the requests for the floor for both, delegates physically present and those participating remotely.

To simplify, everyone has to be connected to Zoom and raises the hand only via the platform (in order to be visible to all participants). In addition, this approach would allow the use of rooms not equipped with integrated audio system.

If a hand is raised by a physically present delegate, the Chairman / Counsellor should invite that delegate to use the Zoom hand-raise option to request the floor.











































ITU rooms with integrated audio system

The following ITU rooms have integrated audio system with Zoom: 

Room Popov

Room C, C1, C2

Room A

Room T103

Rooms E, G1, G2, G3

Rooms H, H1, H2

Rooms K, K1, K2

Rooms L, L1, L2











































Rooms with an integrated audio system

Listening and speaking:

All large rooms have microphones and integrated audio system.

The Chairman / Counsellor needs to test the audio system at the beginning of the meeting.

Delegates can choose to listen via:

	(1) their laptop connected to the Zoom platform, using their own headsets; or

	(2) using the room audio.

Delegates can choose to speak via:

	(1) their laptop microphone via the Zoom platform; or

	(2) use the room microphones. In this case, their laptop shall be muted.

However, the meeting may decide not to use the room microphones and use only the audio connection via the laptop (Zoom). In this case, everybody is only connected via Zoom like in a fully virtual meeting.

Delegates must wait to be recognized to unmute themselves and speak. At the conclusion of their intervention, delegates are invited to mute their microphone.























































Rooms without integrated audio system

Listening and speaking:

Not all small rooms have microphones and integrated audio system.

Delegates can only listen via their laptop connected to the Zoom platform, using their own headsets.

Delegates can only speak via their laptop microphones via the Zoom platform, using their own headsets with an integrated microphone and external noise suppression.

Delegates must wait to be recognized to unmute themselves and speak. At the conclusion of their intervention, delegates are invited to mute their microphone to avoid any echoes and delays. 

If no one is connected remotely to the session, the meeting may decide not to connect via Zoom. If at some point during the session a participant connects remotely, the moderator will immediately inform delegates present in the room and everyone should connect via Zoom to continue the meeting.





















































Presenting and displaying documents

Presenting:

The Chairman / Counsellor should use Zoom to display the documents (same procedure as in fully virtual meetings).

In a room, the main screen will be independently connected to Zoom to display the session.

This is also applicable to delegates who need to share their screen (in Geneva or remotely).

In large rooms, participants can see the content of the document displayed either:

	 (1) on the room screens; or

	 (2) on their own laptop using Zoom.

This would allow chairmen to be in the room or connected remotely and run the session.





















































Use of Zoom chat function

Zoom chat function:

If a delegate experiences any difficulties, he/she is encouraged to send a private message to either the technical moderator or, if that fails, then to the public chat.

The technical moderator’s role is to facilitate the technical aspects of the meeting. They may respond to questions about whether the audio is being heard, whether access has been granted, or other technical aspects of the meeting.  

Other messages sent to the public chat are not recommended in order to not overload the system and hide messages related to technical difficulties. 











































Email to registered participants





Dear Registered Participants,

This message is intended to provide you with advance information on how to participate in the following ITU-R event:

Title of the ITU-R Event 

Date

Working hours 

Registered participants may join the sessions of this event in person and/or connect remotely, regardless of the option they selected during the on-line registration process. 

Upcoming ITU-R event

Remote and Physical Participation Information

There will be a common text in the email-message to all registered participants (to be sent by ITU-Registrations some days prior to the meeting).







































Email to registered participants (cont’d)



 Physical Participation

Delegates must bring their own laptop and ensure that Zoom is installed and functional. You may connect to the Zoom platform from within the conference room. For anyone choosing to connect to the platform from within the conference room, the use of a wired high-quality headset with an integrated microphone and external noise suppression is highly recommended. The use of wireless headsets is strongly discouraged.

Remote Participation

Download/update the remote participation platform to be used for the event:  Zoom.

Go to the ITU Restricted Virtual Events Portal. 

Log in with your ITU user account credentials. 

Remote participation is granted to registered participants only (when required, registration requests must also be approved by the corresponding focal point). Make sure to use the same ITU user account credentials to register and to connect remotely.

If you plan on requesting the floor or to present a document, connect early to your session to test your audio and microphone configuration. Access to the remote connections are available 30 minutes prior to the start of the session. The use of a wired high-quality headset with an integrated microphone is highly recommended. The use of wireless headsets is discouraged.

Should you experience any difficulties to join the session remotely, click here for troubleshooting and further assistance.







































Good practices during the meeting



The access to each meeting is via the “Restricted Virtual Event” ITU website (same procedure as for the e-meetings).

The platform to be used is “Zoom”. Delegates present in Geneva are strongly encouraged to also connect to the Zoom platform (using a wired headset with an integrated microphone).

The commonly use of the Zoom platform would also allow any delegate to share the screen. If there is such intention, please inform the Counsellor or the in-room present IT support in advance.

For “raising hands” of delegates present in Geneva, we strongly recommend using the feature in Zoom. Only this ensures a proper consideration in the “order of the raised hands”. Nevertheless, if a hand is raised manually, we will try to ensure proper consideration and the Counsellor will remind that delegate to use the hand-raise option in Zoom.

All users in the room need to turn down the volume of their PC speakers completely and only increase their headset volumes to the minimum level. This will avoid echoes (audio feedback) that may result in delays and interruptions during the meeting.



























































Good practices during the meeting (cont’d)

For speaking, delegates can choose Zoom or the integrated room microphones. When using the integrated room microphones, the laptop shall be muted.

When making an intervention, please speak slowly and clearly. It would be appreciated if delegates would adhere to making shorter interventions and clearly indicating that they have concluded their remarks. 

To ensure fair and equitable participation in the meeting, the Chairman may choose to recognize a delegate who is making their first intervention on a subject prior to one who has spoken before, even if they appear later in the queue.

If the meeting is behind schedule, the chairman may establish a limit on the time and number of interventions made by each delegate.  The meeting would appreciate all delegates making as short and as few interventions as possible in order to allow full participation of delegates within the time established for the meeting. *

Every effort is being made to facilitate the smooth flow of the meeting. Thank you in advance for your assistance and consideration in this regard. 



* According to provision GR 108 of the General Rules for Conferences, Assemblies and Meetings of the Union.



























































Thank you!





brsgd@itu.int

https://www.itu.int/en/ITU-R/Pages/default.aspx 
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ITUs WI-FI Networks:
A 1. ITUWifi The recommended choice, designed for high performance.

PY Designed for devices that support all the latest Wi-Fi features. Devices
not supporting all the latest features may experience intermittent
connectivity issues.

2. ITUwifi-legacy Designed to support all Wi-Fi equipment, including older/legacy
. equipment.
Access:

Please connect to one of the Wi-Fi networks of your choice and then tap the “Sign-in is required” prompt or

launch your web browser, you will be redirected to the Wi-Fi logon portal where you may enter your username
and password. Your username and password may be any of the following:

1. Your username or email address that is associated with your ITU user account.

2. The username and password that are printed on your access badge, which is valid as per the date pri

on your badge.
/9
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ITU Circulation Plan
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Activate beacons to help you
to identify corridors, lifts, doors
and public spaces

Audiospot Audiospot
on Apple Store  on Google Play from
from 1057/ Android 4.3

iPhone 4s

| a———

0%

— — — —
Allow Geolocation *  Authorize the geolocation
To allow the location *  Accept the general conditions of use.
of contents. *  Thenselect your profile, your destination and let your-

self be guided.
AudioSpot uses the voice synthesis of your smartphone:
Check not to be on “mute” and adjust the sound.
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