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Geneva, 24 November 2003

	Ref:
	TSB Collective-letter 10/2


	

	Tel:
Fax:

E-mail:

	+41 22 730 5887
+41 22 730 5853
tsbsg2@itu.int 
	-
To Administrations of Member States of the Union, to ITU-T Sector Members and to ITU-T Associates participating in the work of Study Group 2


	Subject:
	Meeting of Study Group 2 Working Party 2 
Geneva, 1 – 3 March 2004


Dear Sir/Madam,

1
In accordance with the provisions of 1.3.2 of ITU-T Recommendation A.1, I would like to inform you of a meeting of Working Party 2 of Study Group 2 (Network service and assessment, and traffic engineering) that had not been previously planned and scheduled.  The meeting will take place at ITU headquarters, Geneva, from 1 to 3 March 2004 inclusive.

A draft work programme for the meeting is given in Annex 1.

Detailed information concerning the meeting rooms will be displayed on screens at the entrances to ITU headquarters.

2
No interpretation services will be provided for the meeting.

3
The draft agenda, as prepared by the Chairman of Working Party 2/2, is set out in Annex 2 hereto.

4
Pursuant to the provisions of Recommendation A.1 of WTSA (Montreal, 2000), contributions to the work of the working party shall be submitted to the Telecommunication Standardization Bureau (TSB).

a)
Contributions received at least two months before the meeting shall be published and mailed to the Administrations of Member States of the Union, to ITU-T Sector Members and to ITU-T Associates registered in this study group who have requested paper copies, and will be available on the Study Group 2 website.

b)
Contributions received by TSB less than two months but not less than seven working days before the date set for the opening of the meeting shall be published as "delayed contributions" and shall be posted to the Study Group 2 website and shall be distributed at the beginning of the meeting only to the participants present. Therefore, such contributions must be received by TSB not later than 18 February 2004.

Participants are encouraged to submit contributions by electronic mail to the following address: 
tsbsg2@itu.int. Detailed instructions can be found on the ITU-T website.

For your information, a new set of templates has been created to harmonize the appearance of ITU-T documents, while making the production of the documents easier and thus more efficient.  These templates are accessible from each ITU-T Study Group web page, under “Guides, Tools and Templates” (http://www.itu.int/ITU/studygroups/templates/index.html).  We strongly encourage you to use these new templates.

With a view to settling any questions which might arise concerning contributions, the name, the fax and telephone numbers and the e-mail address of the person to be contacted should be indicated on contributions.  Accordingly, please give those details on the cover page of all documents.

5
In order to enable TSB to make the necessary arrangements concerning the documentation and organization of the meeting, I should be grateful if you would send me, by letter, fax (No: +41 22 730 5853), or e-mail (tsbreg@itu.int ), as soon as possible, but not later than 1 February 2004 , the list of people who will be representing your Administration, Sector Member, Associate, regional and/or international organization or other entity. Administrations are requested also to indicate the name of their head of delegation (and deputy-head, if applicable). The registration form in Annex 4, duly completed (one per participant), should be attached to the above-mentioned list and should indicate the form in which you wish to receive the documentation during the meeting (paper form or direct downloading from the web).

6
Wireless LAN facilities are available in the ITU main conference room areas and in the CICG building (International Conference Centre of Geneva) for delegates’ use. Wired network access continues to be available in the ITU buildings. Detailed information is available on the ITU-T website (http://www.itu.int/ITU-T/edh/faqs-support.html).

7
For your information, a hotel confirmation form is enclosed as Annex 3 (see http://www.itu.int/travel/HotelList.html for the list of hotels).

8
We would remind you that citizens of some countries are required to obtain a visa in order to enter and spend any time in Switzerland. The visa must be requested and obtained from the office (embassy or consulate) representing Switzerland in your country or, if there is no such office in your country, from the one that is closest to the country of departure. If problems are encountered, the Union can, at the official request of the administration or company you represent, approach the competent Swiss authorities in order to facilitate delivery of the visa. Any such request must specify the name and functions of the individual(s) for whom the visa(s) is/are requested and be accompanied by a copy of the registration form approved for the ITU conference or meeting in question.

Yours faithfully,

H. Zhao
Director of the Telecommunication
Standardization Bureau

Annexes: 4
ANNEX 1
(to TSB Collective-letter 10/2)

Schedule of meetings

Working Party 2/2 Meeting
Geneva, 1 – 3 March 2004

	
	
	Mon, 01/03
	Tues, 02/03
	Wed, 03/03

	Room
	Group
	am
	pm
	am
	pm
	am
	pm

	
	WP 2/2
	PLEN
	
	
	
	------
	PLEN

	
	Q.5/2
	------
	------
	------
	------
	
	

	
	Q.6/2
	
	------
	------
	
	
	

	
	Q.7/2, Q.8/2, andQ.9/2
	------
	
	
	------
	
	

	
	QoS Handbook
	
	------
	
	------
	
	


ANNEX 2
(to TSB Collective-letter 10/2)

Draft Agenda

Working Party 2/2
Geneva, 1 – 3 March 2004
1. Opening of the meeting

2. Approval of the Agenda

3. Review of the documents input to the 25-31 October SG2 meeting

· TSAG (February 2003 and November 2003) – Key results for WP2, in particular discussions on restructuring of ITU-T Study Groups

· Practical logistic guidance

4. Timetable and room allocation

5. Meeting of Questions and Associated Groups

6. Results of the meetings of Questions and Associated Groups

7. Review of WP meeting results:

· Identification of Recommendations for future approval under provisions of Resolution No. 1 (TAP and AAP)

· Future work programme (including scheduled meeting of working parties and/or Rapporteur Groups)

8. Security coordination

9. Report to TSAG

10. Preparations for WTSA

11. Liaisons

12. Future meetings

13. Other business


ANNEX 3

(to TSB Collective-letter 10/2)

	Ce formulaire de confirmation est à adresser directement à l'hôtel de votre choix 

This confirmation form should be sent directly to the hotel of your choice 

Dirija directamente este formulario de confirmación al hotel que elija 


	[image: image2.wmf]
	UNION INTERNATIONALE DES TÉLÉCOMMUNICATIONS
INTERNATIONAL TELECOMMUNICATION UNION
UNIÓN INTERNACIONAL DE TELECOMUNICACIONES
	[image: image3.wmf]


SECTEUR DE LA NORMALISATION DES TÉLÉCOMMUNICATIONS
TELECOMMUNICATION STANDARDIZATION SECTOR
SECTOR DE NORMALIZACIÓN DE LAS TELECOMUNICACIONES

Réunion  CE/GT                                                         du                               au                          Genève

SG/WP meeting     --------------------------------------  from    ----------------  to ------------------ Geneva

Reunión  CE/GT                                                     desde el                           al                          Ginebra

Confirmation de la réservation faite le                                                       A l'hôtel

Confirmation of the reservation made on ----------------------------           To hotel   -------------------------------

Confirmación de la reserva efectuada el                                                    Al hotel

au prix préférentiel offert à l'UIT / at ITU preferential tariff / al precio preferencial ofrecido a la UIT
                 chambre simple/double        du                                heure d'arrivée                           au 

-------------single/double room            from        ---------------  time of arrival        -------------  to  ------------

                 habitación indiv./doble    desde el                           hora de llegada                           al

Nom / Name / Apellido                ---------------------------------------------- 

Prénom / First name / Nombre    ----------------------------------------------- 

Adresse / Address / Dirección    -------------------------------------------------           Tel: -----------------------------  

-----------------------------------------------------------------------------------------          Fax: -----------------------------  

-----------------------------------------------------------------------------------------      E-mail: -----------------------------

Carte de crédit en garantie de la réservation

Credit card to guarantee this reservation:        AX/VISA/DINERS/EC  ----------------------------------------------- 

Tarjeta de crédito que garantiza la reserva                                                                autre / other / otras   

No ---------------------------------------------- validité / validity / validez   --------------------------------------------------- 

Date/Date/Fecha   --------------------------  Signature / Signature / Firma  ------------------------------------------------ 

REGISTRATION  FORM 
(PDF)
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ANNEX 4

(to TSB Collective-letter 10/2)
	ITU-TSB
	Working Party 2 of Study Group 2 Meeting
(Geneva, 1 – 3 March 2004)
	

	

	REGISTRATION  FORM

	To be returned to TSB (Fax: +41 22 730 5853 / tsbreg@itu.int ) by 1 February 2004

	

	 FORMCHECKBOX 
 Mr.    FORMCHECKBOX 
 Mrs.    FORMCHECKBOX 
 Ms.    FORMCHECKBOX 
 Miss
	
	
_______________________________________________
Country

	____________________________________________
Family Name
	
	______________________________________________
Name of Administration of Member State*

	____________________________________________
First Name
	
	______________________________________________
Name of Sector Member / Associate / Other

	

	Complete address of Administration or Organization:

	______________________________________________
	Tel: _____________________________________________

	______________________________________________
	Fax: _____________________________________________

	______________________________________________
	E-mail: __________________________________________

	

	

	*For delegates of Member States: Function at the meeting
	
	Hotel/Address in Geneva

	
	
	Hotel: __________________________________________

	(C)        FORMCHECKBOX 
      Head of delegation
	
	Address: ________________________________________

	(CA)     FORMCHECKBOX 
      Deputy Head
	
	___________________________________________

	(D)        FORMCHECKBOX 
      Delegate
	
	Tel: ____________________________________________

	
	
	

	

	Important Note:
Paper copy of meeting documents will be provided only upon request.

I need paper copies for Delayed Contributions:

 FORMCHECKBOX 


I need paper copies for Temporary Documents:

 FORMCHECKBOX 


	Date: ___________________________
	Signature: ______________________________________


	For TSB Secretariat use only

	
	Pigeon-hole

	
	


	Place des Nations
Telephone 
+41 22 730 51 11
Telex 421 000 uit ch
E-mail:
itumail@itu.int

CH-1211 Geneva 20
Telefax
Gr3:
+41 22 733 72 56
Telegram ITU GENEVE
www.itu.int

Switzerland

Gr4:
+41 22 730 65 00



ITU-T\COM-T\COM02\COLL\010E.DOC
ITU-T\COM-T\COM02\COLL\008E.DOC

_1131180675.pdf
) Working Party 2 of Study Group 2 Meeting
ITU-TSB (Geneva, 1 - 3 March 2004)

| REGISTRATION FORM

Tobereturned to TSB (Fax: +41 22 730 5853 / tshreg@itu.int) by 1 February 2004

Note: Please typein the fields provided and use the Tab key to switch from one field to another.

O Mr. O Mrs. OMi$.

Family Name

First name

Country

Name of Administration of Member State *

Name of Sector Member / Associate / Other

Complete address of Administration or Organization :

Country:

Tel:

Fax:

E-mail:

*For delegates of Member States:
function at the meeting

©) (O Head of delegation
cA) O Deputy Head
® O Deegate

Hotel/Addressin Geneva

Hotdl:

Address:

Tel:

Important Note:

Paper copy of meeting documents will be provided only upon request.

I need paper copies for Delayed Contributions and Temporary Documents : |:|

Date: Signature:

For TSB Secretariat use only

Pigeon-hole






		Family_name: 

		First_name: 

		Country: 

		Admin: 

		Sector: 

		Country2: 

		Address1: 

		Address2: 

		Address3: 

		Address4: 

		Tel: 

		Fax: 

		Email: 

		Hotel: 

		Hotel_address: 

		Hotel_zip: 

		Paper_yes: Off

		Hotel_tel: 

		Date: 

		Title: Off

		Function: Off






