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Foreword
An electronic version of these Working Procedures is available from the oneM2M web-site via the following URL:
http://www.onem2m.org/
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This document is subject to change according to the process described herein. Should a change be approved, this document will be re-released with an identifying change in the version.

	Designation
	Date
	Comments

	WPD_v1.0
	2012-07-25
	Adopted at the first meeting of the Steering Committee and focuses on material relevant to the operation of the Steering Committee




Draft Working Procedures
Draft Working Procedures
Draft Working Procedures

	Contents	|	i
ii	|	Foreword
	Contents	|	iii
[bookmark: _Toc192040690][bookmark: _Toc192061794]General
oneM2M
The collaborative activity known by the acronym “oneM2M” is described in the oneM2M Partnership Agreement, which is available from the oneM2M web-site via the following URL:
http://www.onem2m.org/
In particular, the Agreement details the Purpose, Scope, Objectives, Intellectual Property Rights and Copyright Ownership, together with the undertakings and rights of the various opportunities to participate in the collaboration. 
Whenever a conflict arises between this Working Procedure and the oneM2M Partnership Agreement, the latter takes precedence.
[bookmark: _Toc192040702][bookmark: _Toc192061807]Structure
[bookmark: _Toc192040703][bookmark: _Toc192061808]Structure of oneM2M
oneM2M structure shall consist of a Steering Committee (SC) and a Technical Plenary (TP). The SC and TP may establish subordinate groups as required. 
[bookmark: _Toc192040707][bookmark: _Toc192061812]Steering Committee (SC)
SC tasks
The SC shall be responsible for the following tasks:
· Developing, approving, and maintaining 
-	the oneM2M purpose and scope;
-	the oneM2M Working Procedures;
· Approving applications from organizations wishing to join oneM2M as new Partners;
· Electing the SC Chair and Vice Chairs;
· Approving the Terms of Reference of the TP;
· Managing the oneM2M Secretariat;
· Handling appeals from Partners and Members on procedural matters;
· Approving liaison relationships;
· Developing and managing the [budget][resources] where approval is limited to those contributing to the [budget][resources];
· Managing marketing and public relations activities;
· Appointing or dismissing the TP Chair and Vice Chair, as proposed by TP based on election results or an approved resolution for the dismissal of the Chair or Vice Chair[footnoteRef:2]; [2:  The proposed candidate shall be appointed unless there are extraordinary circumstances. In such cases the Technical Plenary shall be requested to elect an alternative candidate. The decision not to appoint a candidate shall be made by consensus.] 

· Maintaining the register of Partners and Members eligible to participate in oneM2M.
The SC may decide to call a meeting of the full oneM2M membership.
[bookmark: _Toc192040709][bookmark: _Toc192061814]SC participation
In this Article, the term attend is used to indicate the right to be present at a meeting of the SC; the term participate is used to indicate a right to provide input and engage in discussion; the term vote is used to indicate the right to take part in decision-making activities, including if necessary, casting a vote. The right to vote includes the rights to participate and attend. The right to participate includes the right to attend.
[bookmark: _Toc192040710]The following shall have a right to participate in the SC:
· representatives of each Partner as identified by that Partner;
· the Chair and Vice Chair(s) of the TP.
Following notification to the SC, the SC Chair may invite individuals to participate as appropriate when considered needed to progress the work (e.g. WG chairs, rapporteurs, external presenters).
Prior meeting registration is required. 
The following shall have a right to attend the SC:
· One representative of each Member (exclusive of Partner representatives); 
[bookmark: _Toc192061815]SC appointment of Chair and Vice Chairs
The SC shall appoint its Chair and Vice Chair from amongst the Partner candidates. 
The SC shall appoint a maximum of three Vice Chairs. An endeavor shall be made to maintain Partner and regional balance in the election of the Chair and Vice Chairs.
The Chair and Vice Chairs shall be appointed for a two year term of office.
The Chair and Vice Chairs shall normally serve one term of office. If no other candidates are available, the Chair or Vice Chairs may be appointed for a further term.
The Chair of SC subgroups Chairs are appointed by the SC Chair.
SC election of Chair and Vice Chair(s)
Regular elections shall be held every two years.
A candidate for election shall provide a letter of support from the Partner he/she represents. The deadline for nominations is 14 days prior to the point when an election takes place.
If a Chair or Vice Chair changes the Partner that he/she represents during his/her term of office, a new letter of support shall be provided. The decision for the Chair or Vice Chair to continue in office under the same terms of election shall be made by consensus of the SC. If consensus cannot be achieved, an election shall be held for the office. 
The Chair and Vice Chair(s) shall be elected for a two-year term of office. The Chair and Vice Chair(s) may offer themselves for election for a second consecutive term. Exceptionally, they may offer themselves for further consecutive terms, subject to the following:
· A two week deadline that expires at noon Greenwich Mean Time (GMT) on the Friday which falls between 20 and 14 days prior to the first day of the meeting at which elections are due to be held shall be established.
· A Chair is not permitted to stand for another consecutive term if another candidate is announced via the oneM2M web site or via the relevant oneM2M email reflector prior to this deadline.
· A Chair is permitted to stand for another consecutive term only after this deadline if another candidate has not been announced.
· A Vice Chair is not permitted to stand for another consecutive term in a Vice Chair position for which there is a candidate announced via the oneM2M web site or via the relevant oneM2M email reflector prior to this deadline.
· A Vice Chair is permitted to stand for another consecutive term only after this deadline if the number of candidatures is less than the number of Vice Chair positions.
There is no restriction on a Vice Chair whose term of office is due to expire offering himself for the position of Chair; neither is there any restriction on a Chair whose term of office is due to expire offering himself as a Vice Chair. 
Should a SC Chair or Vice Chair position become vacant for reasons other than expiration of term of office, an election shall be conducted to fill the unexpired term. This election shall be conducted at a meeting of the SC, and shall be announced in the agenda according to the provisions of Article 24. 
When such an election is held to fill the office of Chair, and one or more of the SC Vice Chairs intend to stand for election to that position, the announcement shall also indicate that there will be an election to fill the position of Vice Chair(s) in the event that a Vice Chair be elected to the office of Chair. If, at the election, the Vice Chair is elected to the office of Chair, that individual shall become Chair immediately, and the position of Vice Chair thus being vacant, an election shall be held for the office of Vice Chair. 
When such an election is held to fill the office of a Vice Chair and the Chair of the SC intends to stand for election to that position, the announcement shall also indicate that there will be an election to fill the position of the Chair in the event that the Chair be elected to the office of the Vice Chair. If, at the election, the Chair is elected to the office of Vice Chair, the position of Chair thus being vacant; an election shall be held for the office of the Chair. 
The term of office for a Chair or Vice Chair elected at an election is a partial term lasting until the end of the current term. A partial term of office does not count towards the two consecutive term limit. 

[bookmark: _Toc192040711][bookmark: _Toc192061816]SC Chair Responsibilities
The SC Chair is responsible for the overall management of the work within the SC.
The Chair may assign tasks to members of the SC to assist in the work.
The Chair may be assisted by the Secretariat.
The Chair may delegate tasks to the Vice Chairs.
The Chair and Vice Chair shall maintain strict impartiality in their respective roles and act in the interest of oneM2M.
The Chair may invite as observers organizations wishing to explore the possibility of joining oneM2M as Partners, with notification to the SC.
[bookmark: _Toc192040712][bookmark: _Toc192061817]SC meetings
A meeting of the SC shall be held at least twice per year. SC meetings may be conducted via electronic means. Face-to-face meetings shall provide the means for participation via electronic means. However, the meeting shall not be delayed to accommodate technical difficulties encountered with such electronic means. 
An invitation to an SC meeting should be distributed 90 days in advance but shall be distributed at least 30 days before a meeting. 
The draft agenda for an SC meeting shall be distributed 30 days before a meeting. The draft agenda should indicate subject matters where voting may be required. The draft agenda shall indicate elections to be held (including known candidates). 
The supporting documents of the SC shall be ready for review seven days before the meeting date. Documents provided after that date may be treated at the discretion of the meeting.
[bookmark: _Toc192040713][bookmark: _Toc192061818]SC decision-making
In any meeting of the SC, the quorum required for decision-making shall be 30% of the Partners. 
The SC shall endeavor to reach consensus on all issues. The views and opinions of all the Partners shall be taken into account during the consensus building process. If consensus cannot be achieved, the Chair may decide to take a vote. 
The vote shall be announced at least 14 days in advance. Exceptionally, the vote may be conducted by secret ballot as decided by the Chair. 
Voting may take place in meetings or by correspondence.
Each Partner shall have one vote.[, however, in case of a number of Partner Type 2 is higher than the number of Partners Type 1, the votes of the Ppartners Type 2 will be weighted to count xx50% of the total votes.]. 
The SC Chair and Vice Chair do not vote. 
A proposal shall be deemed approved if 71% of the votes are cast in favor. Abstentions or failure to submit a vote shall not be included in determining the number of votes cast. Partners that chose not to vote shall be deemed to have abstained. 

Admitting New Partners
Applications to Join oneM2M
An application to join oneM2M as a Partner or Associate Member may be sent at any time to oneM2M.
Information, including the oneM2M Partnership Agreement and application forms, are available at:
http://www.onem2m.org/
Applications shall be returned to the SC.
The SC decision to accept the new Partner or Associate Member shall be taken expeditiously. 
[bookmark: _Ref202839834]Applications to join oneM2M
An organization shall submit an application from a person in authority (D-G, Sec Gen, Chairman of the Board, Executive Director, etc.), which states their desire to be considered for the Partner Type 1 or Partner Type 2 category. 
The application should include some brief information about the applicant, a link to its website and to its IPR Policy. Any missing information will be requested.
Candidatures Review
Once an application is received it will be sent to the SC for consideration.
The SC will consider whether the applicant fulfills the criteria given in the Partnership Agreement.
Candidatures Approval
Potential Partners meeting the above criteria should not be unreasonably denied the right to be a Partner. The decision to accept the new Partner shall be taken by the SC. The SC shall inform the applicant of its decision.
Upon approval, the applicant shall receive a copy of the oneM2M Agreement to be signed. 

[bookmark: _Toc192040714][bookmark: _Toc192061819]Technical Plenary (TP) and Working Groups (WG)
[bookmark: _Toc192040715][bookmark: _Toc192061820]Technical Plenary tasks
The TP shall prepare, approve and maintain oneM2M Technical Specifications and Technical Reports taking into account market requirements.
The TP shall also perform the following tasks:
· Electing TP Chair and Vice Chair(s);
· Proposing to the SC for appointment TP Chair and Vice Chair(s) based on election results (see Article 12);
· Creating WGs and approving their scopes and terms of reference;
· Appointing a WG Convener when a new WG is created (see Article 12);
· Endorsing WG Chair and Vice Chair(s) as proposed by the WG;
· Resolving deadlocks within and between WGs;
· Handling of appeals on technical matters;
· Managing and approving work items and study items within the agreed scope of oneM2M, including the scope, detailed timeline, and responsible groups;
· Providing coordination of the technical Work Programme and its management; 
· Where a work item is outside the scope of oneM2M but a common global solution is desired, recommending an approach to the SC;
· Determining whether specific regional requirements will be addressed;
· Handling the document release process and change management process while examining improved processes for document handling;
· Liaising with other organizations on technical matters; and
· Maintaining the list of Members and Partners Type 2 eligible to vote within the TP (Voting Members).
[bookmark: _Toc192040716][bookmark: _Toc192061821]Technical Plenary participation
In this Article, the term attend is used to indicate the right to be present at a meeting of the TP; the term participate is used to indicate a right to provide input (e.g., contributions) and engage in discussion; the right to participate includes the right to attend. From the right to participate derives also the right to take part in decision-making activities, including, if necessary, casting a vote. The term vote is used to indicate it.
The following shall have a right to vote in the TP:
· a representative of each Member admitted by a Partner Type 1 (not counting the Chair and Vice Chair unless casting the vote on behalf of his/her Membership);
· for an organization with one or more of its Affiliates admitted as oneM2M Members by a specific Partner Type 1, the organization and its Affiliates shall cast only one vote per admitting Partner Type 1;
· a representative of each Partner Type 2.
The following shall have a right to participate in the TP:
· Representatives of Members and Partners Type 2;
The following shall have a right to attend the TP:
· Representatives of Partners Type 1;
· One representative of each Associate Member; and
· [bookmark: _Toc192040717][bookmark: _Toc192061822][bookmark: _Ref193173360]One representative of each observer invited by the TP Chair.
[bookmark: _Ref197486366]TP and WG election of Chair and Vice Chair(s)
1. [bookmark: _Toc192040718][bookmark: _Ref193173364][bookmark: _Toc363546587][bookmark: _Toc363977175][bookmark: _Toc363977268][bookmark: _Toc363977508][bookmark: _Toc364125653][bookmark: _Toc364126502][bookmark: _Toc364213286][bookmark: _Toc366397031][bookmark: _Toc366400540][bookmark: _Toc366467938][bookmark: _Toc366468066][bookmark: _Toc366468211][bookmark: _Toc366577568][bookmark: _Toc366577809][bookmark: _Toc366581663][bookmark: _Toc366670432][bookmark: _Toc366748560][bookmark: _Toc366897736][bookmark: _Toc366917386][bookmark: _Toc371209297][bookmark: _Toc389293382]TP elections
Regular elections shall be held every two years.
The TP Chair and Vice Chair(s) shall be elected by the TP from amongst the Members or Partners Type 2 representatives. The TP shall elect a maximum of three Vice Chairs. The Chair and Vice Chair(s) of the TP shall be confirmed by the SC. An endeavor shall be made to maintain Partner, Member and regional balance in the election of the Chair and Vice Chairs. 
A candidate for election shall provide a letter of support from the Members or Partners Type 2 that he/she represents. The deadline for nominations is 14 days prior to the point when an election takes place.
If a Chair or Vice Chair changes the Member or Partners Type 2 that he/she represents (e.g., job change, merger or acquisition) during his/her term of office, a new letter of support shall be provided. If the change of company affiliation is due to a move to another company, then the decision for the Chair or Vice Chair to continue in office under the same terms of election shall be made by consensus of the TP. If consensus cannot be achieved, an election shall be held for the office. 
The Chair and Vice Chair(s) shall be elected for a two-year term of office. The Chair and Vice Chair(s) may offer themselves for election for a second consecutive term. Exceptionally, they may offer themselves for further consecutive terms, subject to the following:
· A two week deadline that expires at noon Greenwich Mean Time (GMT) on the Friday which falls between 20 and 14 days prior to the first day of the meeting at which elections are due to be held shall be established.
· A Chair is not permitted to stand for another consecutive term if another candidate is announced via the oneM2M web site or via the relevant oneM2M email reflector prior to this deadline.
· A Chair is permitted to stand for another consecutive term only after this deadline if another candidate has not been announced.
· A Vice Chair is not permitted to stand for another consecutive term in a Vice Chair position for which there is a candidate announced via the oneM2M web site or via the relevant oneM2M email reflector prior to this deadline.
· A Vice Chair is permitted to stand for another consecutive term only after this deadline if the number of candidatures is less than the number of Vice Chair positions.
There is no restriction on a Vice Chair whose term of office is due to expire offering himself for the position of Chair; neither is there any restriction on a Chair whose term of office is due to expire offering himself as a Vice Chair. 
Should a TP Chair or Vice Chair position become vacant for reasons other than expiration of term of office, an election shall be conducted to fill the unexpired term. This election shall be conducted at a meeting of the TP, and shall be announced in the agenda according to the provisions of Article 1. 
When such an election is held to fill the office of Chair, and one or more of the TP Vice Chairs intend to stand for election to that position, the announcement shall also indicate that there will be an election to fill the position of Vice Chair(s) in the event that a Vice Chair be elected to the office of Chair. If, at the election, the Vice Chair is elected to the office of Chair, that individual shall become Chair immediately, and the position of Vice Chair thus being vacant, an election shall be held for the office of Vice Chair. 
When such an election is held to fill the office of a Vice Chair and the Chair of the TP intends to stand for election to that position, the announcement shall also indicate that there will be an election to fill the position of the Chair in the event that the Chair be elected to the office of the Vice Chair. If, at the election, the Chair is elected to the office of Vice Chair, the position of Chair thus being vacant; an election shall be held for the office of the Chair. 
The term of office for a Chair or Vice Chair elected at an election is a partial term lasting until the end of the current term. A partial term of office does not count towards the two consecutive term limit. 
Following election by the TP, the TP Chair and Vice Chair shall be appointed by the SC on the recommendation of the TP.
[bookmark: _Toc192040719]WG elections
The provisions concerning the election of WG Chair and Vice Chair shall be as for TP Chair and Vice Chair as defined in a) above, changing TP to WG wherever TP is mentioned, with the following differences:
· Each WG shall elect a maximum of two Vice Chairs;
· WG elections shall be held when the corresponding terms of office expire or when an existing Chair or Vice Chair resigns; 
· WG elections need not be synchronized within the WG (i.e., elections for Chair and each Vice Chair may occur at different times), across different WGs, or with the regular TP elections; 
· WG Chair and Vice Chair(s) are elected for a period of two years, or the lifespan of the WG; whichever is shorter (and not, as is the case with elections in TP, for the unexpired period of the present term of office).
Note: 	For this reason, elections for WG Chair and Vice Chairs are likely to become spread over a period of time, rather than being grouped like the TP regular elections.
When a new WG is established, the TP is responsible for appointing a convener for the first two meetings.
Following elections by the WG, the Chair and Vice Chairs hold office immediately, without need of appointment by TP.
[bookmark: _Toc192040720][bookmark: _Toc192061823]TP and WG Chair responsibilities
The TP Chair is responsible for coordination of the overall management of the technical work within the TP and its WGs. The Chair has an overall responsibility to ensure that the activities of the TP follow these Working Procedures.
The WG Chair is responsible for the coordination of the overall management of the technical work within the WG.
An example front cover for an input document is provided in Annex E. If the source information per Annex E is not provided, the document shall be entered into the record of the meeting and the Chair shall not entertain discussions regarding the document. 
The Chair may assign tasks to members of the TP to assist in the work.
The Chair may delegate tasks to the Vice Chairs.
The Chair may be assisted by the Secretariat.
The Chair shall form a Management Team, including the Vice Chair(s) and the Secretariat, in order to assist in discharging his duties.
The Chair may invite subject matter experts or observers to the meeting.
Recognizing the need to balance the requirement for rapid specification development with the demand for  resources of Members, the Chair should encourage a minimum number of meetings, and maximize the use of electronic means to advance the work. The number of parallel meetings should be minimized to limit the demand for resources of Members. 
The Chair and Vice Chair shall maintain strict impartiality in their respective roles and act in the interest of oneM2M.
[bookmark: _Toc192040721][bookmark: _Toc192061824]TP and WG Chair and Vice Chair dismissal
A secret ballot shall be taken for the proposal to dismiss a TP or WG Chair or Vice Chair because of a failure to effectively perform their duties, if requested by 30% of the TP or WG membership list. 71% of the votes cast are required to recommend the dismissal.
Abstentions or failure to submit a vote shall not be included in determining the number of votes cast. 
The SC should dismiss a Chair or Vice Chair of the TP on the proposal of the TP.
The TP should dismiss a Chair or Vice Chair of a WG on the proposal of the WG or a resolution at the TP.
[bookmark: _Toc192040722][bookmark: _Ref192056367][bookmark: _Toc192061825]TP and WG decision-making
TP and WGs shall endeavor to reach consensus on all issues, including decisions on Technical Specifications and Technical Reports. Informal methods of reaching consensus are encouraged (e.g., a show of hands). If consensus cannot be achieved, the Chair can decide to take a vote. A vote may be conducted during a TP meeting or by correspondence, and must be announced at least 14 days in advance. The WG Chair can propose a vote to the TP.
Each Member is entitled to one vote per admitting Partner Type 1. Companies and their affiliates, or non-member-based organizations and their affiliates, are considered a single membership and are entitled to a single vote per admitting Partner Type 1.Each Partner Type 2 is entitled to one vote. A proposal shall be deemed approved if 71% of the votes are cast in favor, and the number of votes cast is more than 30% of the voting list. Abstentions shall be included in determining the number of votes cast. Members and Partners Type 2 that chose not to vote shall not be counted in the number of votes cast.
A proposal shall be deemed approved if

It is the responsibility of the Chair to ensure that questions to be voted upon are phrased in an unambiguous and actionable manner. 
Working assumptions may be used to establish tentative agreements in cases where consensus cannot be obtained. The working agreement process is described in Annex E.
[bookmark: _Toc192040723][bookmark: _Ref192056286][bookmark: _Ref192056375][bookmark: _Ref192056481][bookmark: _Toc192061826]TP voting during a meeting
The following procedures apply for voting during a TP meeting:
· the Chair shall announce the end time of the voting period;
· before voting, the question of the vote shall be clearly defined, and a clear definition of the issues shall be provided, and an opportunity for discussion shall be provided by the Chair;
· A single registered participant representing a Member admitted by a Partner Type 1 on the voting list shall be entitled to one vote;
· A single registered participant representing a Partner Type 2 on the voting list shall be entitled to one vote;
· no proxy votes are permitted;
· the quorum required for voting during a TP or WG meeting is defined in Article 30; and
· the result of the vote shall be recorded in the meeting report.
[bookmark: _Toc192040724][bookmark: _Ref192056291][bookmark: _Ref192056380][bookmark: _Toc192061827]TP voting by correspondence
The following procedures apply for voting by correspondence:
· before voting, the question to be voted upon shall be clearly defined, and a clear definition of the issues shall be provided by the Chair and disseminated to all on the TP or WG membership list;
· a voting Member shall be entitled to one vote during the voting period;
· a voting Partner Type 2  shall be entitled to one vote;
· failure to vote by an eligible member of the voting list shall be deemed an “abstain”; and
· the Chair shall announce the end time of the voting period;
· there are no quorum requirements.
The result of the vote should be disseminated to the TP or WG and shall be recorded in the meeting report of the first ordinary meeting to occur after the end time of the voting period.
[bookmark: _Toc192040725][bookmark: _Toc192061828]TP or WG voting for the election of TP or WG Chair and Vice Chairs
In the case where there is more than one candidate for TP or WG Chair or Vice Chairs, a secret ballot shall be used. For interpreting the result of the secret ballot the following procedure shall apply:
· If no candidate obtains 71% of the votes cast in the first ballot, a second ballot shall be held. In the case there are only two candidates in the second ballot, the candidate obtaining the higher number of votes is elected. In cases where there are more than two candidates in the second ballot and if none of them obtains 71% of the votes, a third ballot shall be held among the two candidates who have obtained the highest number of votes in the second ballot. The candidate obtaining the higher number of votes in the third or subsequent ballot is elected. Abstentions shall not be included in determining the number of votes cast. 
The Secretariat shall be responsible for the voting process and shall ensure that confidentiality is maintained.
[bookmark: _Toc362427524][bookmark: _Toc362830314][bookmark: _Toc363546609][bookmark: _Toc363977197][bookmark: _Toc363977290][bookmark: _Toc363977530][bookmark: _Toc364125670][bookmark: _Toc364126524][bookmark: _Toc364213308][bookmark: _Toc366397053][bookmark: _Toc366400562][bookmark: _Toc366467960][bookmark: _Toc366468088][bookmark: _Toc366468233][bookmark: _Toc366577591][bookmark: _Toc366577832][bookmark: _Toc366581686][bookmark: _Toc366670455][bookmark: _Toc366748583][bookmark: _Toc366897759][bookmark: _Toc366917409][bookmark: _Toc371209316][bookmark: _Toc389293404][bookmark: _Toc192040726][bookmark: _Toc192061829]TP or WG Chair's decision appeal process
A Member or Partner Type 2 of oneM2M that opposes a Chair’s ruling on a vote taken within the TP or a WG may submit its case to the SC for decision. In such cases the Member or Partner Type 2 shall also inform the TP or relevant WG Chairs.
When a TP or WG Chair has made a ruling, his decision shall be taken as the basis for future operations, unless or until overturned by the SC.
[bookmark: _Toc192040727][bookmark: _Toc192061830]TP and WG meetings
TP and WGs shall meet as necessary to complete their work within the prescribed timeframe. TP and WGs should endeavor to hold their meetings at the same time and place to assist in the overall coordination of the work.
Meeting locations and conference call/electronic meeting times should reflect the geographical diversity of the TP and WG delegates.
[bookmark: _Toc389293385]Further information on meetings is given in Annex D.
[bookmark: _Toc192040728][bookmark: _Ref192055940][bookmark: _Toc192061831]TP and WG meeting invitation
[bookmark: _Toc192040729][bookmark: _Ref192055840][bookmark: _Toc192061832]TP and WG meetings may be conducted via electronic means. Face-to-face meetings shall provide the means for participation via electronic means. However, the meeting shall not be delayed to accommodate technical difficulties encountered with such electronic means. 
An invitation should be distributed 90 days in advance but shall be distributed at least 30 days before a meeting. 
The draft agenda shall be distributed 30 days before a meeting. The draft agenda should indicate subject matters where voting may be required. The draft agenda shall indicate elections to be held (including known candidates). The draft agenda shall include the following:
Participation in, or attendance at, any activity of oneM2M, constitutes acceptance of and agreement to be bound by all provisions of IPR policy of the admitting Partner Type 1 and permission that all communications and statements, oral or written, or other information disclosed or presented, and any translation or derivative thereof, may without compensation, and to the extent such participant or attendee may legally and freely grant such copyright rights, be distributed, published, and posted on oneM2M’s web site, in whole or in part, on a non-exclusive basis by oneM2M or oneM2M Partners Type 1 or their licensees or assignees, or as oneM2M SC directs.
The supporting documents shall be ready for review seven days before the meeting date. Documents provided after that date may be treated at the discretion of the meeting.
[bookmark: _Toc362427494][bookmark: _Toc362830284][bookmark: _Toc363546591][bookmark: _Toc363977179][bookmark: _Toc363977272][bookmark: _Toc363977512][bookmark: _Toc364125657][bookmark: _Toc364126506][bookmark: _Toc364213290][bookmark: _Toc366397035][bookmark: _Toc366400544][bookmark: _Toc366467942][bookmark: _Toc366468070][bookmark: _Toc366468215][bookmark: _Toc366577573][bookmark: _Toc366577814][bookmark: _Toc366581668][bookmark: _Toc366670437][bookmark: _Toc366748565][bookmark: _Toc366897741][bookmark: _Toc366917391][bookmark: _Toc371209302][bookmark: _Toc389293387][bookmark: _Toc192040730][bookmark: _Toc192061833]TP and WG meeting attendance
All delegates shall confirm their attendance on arrival at each TP or WG meeting. Each delegate who represents a Members or Partners shall declare the precise name of that Members or Partners. A delegate shall only represent one Members or Partners at a meeting. 
The term attendance list is used for a list of individuals who attend physically means at a given meeting representing a Members or Partners or other entity entitled to participate in meetings – see 0.
[bookmark: _Toc192040731][bookmark: _Toc192061834]TP and WG meeting document numbering and file naming
OneM2M web site shall provide a freely accessible data base of meeting documents, TSs, TRs [and CRs].
The oneM2M web site will provide an automatic allocation of document numbers.
Document numbering and consistent file naming shall be supported by an application on the oneM2M web site that provides for capturing the information detailed in Annex F and maintains a consistent file naming convention.
[bookmark: _Toc362427495][bookmark: _Toc362830285][bookmark: _Toc363546594][bookmark: _Toc363977182][bookmark: _Toc363977275][bookmark: _Toc363977515][bookmark: _Toc364125658][bookmark: _Toc364126509][bookmark: _Toc364213293][bookmark: _Toc366397038][bookmark: _Toc366400547][bookmark: _Toc366467945][bookmark: _Toc366468073][bookmark: _Toc366468218][bookmark: _Toc366577576][bookmark: _Toc366577817][bookmark: _Toc366581671][bookmark: _Toc366670440][bookmark: _Toc366748568][bookmark: _Toc366897744][bookmark: _Toc366917394][bookmark: _Toc371209303][bookmark: _Toc389293388][bookmark: _Ref196191719][bookmark: _Toc192040732][bookmark: _Ref192055224][bookmark: _Toc192061835]Management of quorum in TP and WG
0. [bookmark: _Toc192040733]Voting list
The TP and each WG shall maintain a voting list for ordinary meetings: a list of members eligible to vote in that group. The voting list shall be published and made available to the members at least [30 days] in advance of each meeting.
The voting list shall be a proper sub-set of the member list: 
0. [bookmark: _Toc192040734]On creation of new group
When a new group is formed the voting list is empty. 
For the second meeting of a newly formed group, the voting list is a copy of the attendance list for the first meeting.
[bookmark: _Ref195950564]Addition to voting list
A Members or Partners Type 2 shall be added to the voting list at the end of the second consecutive meeting at which that Members or Partners Type 2 is represented.
[bookmark: _Toc192040735]Removal from the voting list
A Member or Partners Type 2 shall be removed from the voting list if they are not represented at three consecutive meetings. The removal shall take place at the end of the third consecutive meeting at which that Member or Partners Type 2 has not been represented.
[bookmark: _Toc192040738][bookmark: _Toc192061836]Establishing quorum
Quorum is established if the number of Members or Partners Type 2 present exceeds 50% of the number of Members or Partners Type 2 on the voting list. 
Subordinate Groups
A WG may establish a Subordinate Groups. Subordinate groups shall work by consensus. 
[bookmark: _Toc192040739][bookmark: _Toc192061837][bookmark: _Toc363546596][bookmark: _Toc363977184][bookmark: _Toc363977277][bookmark: _Toc363977517][bookmark: _Toc364125660][bookmark: _Toc364126511][bookmark: _Toc364213295][bookmark: _Toc366397040][bookmark: _Toc366400549][bookmark: _Toc366467947][bookmark: _Toc366468075][bookmark: _Toc366468220][bookmark: _Toc366577578][bookmark: _Toc366577819][bookmark: _Toc366581673][bookmark: _Toc366670442][bookmark: _Toc366748570][bookmark: _Toc366897746][bookmark: _Toc366917396][bookmark: _Toc371209305][bookmark: _Toc389293390]Work Programme And Technical Coordination
[bookmark: _Toc192040740][bookmark: _Toc192061838]Work Programme
The oneM2M Work Programme shall consist of Work Items defined by the TP.
[bookmark: _Toc389293391][bookmark: _Toc192040741][bookmark: _Toc192061839]Work Items
An oneM2M Work Item is a specification task defined in terms of the following principal parameters:
· title;
· intended output (i.e. Technical Specifications or Technical Reports);
· impact on other Technical Specifications and Technical Reports;
· technical scope, including the field of application of the intended output;
· impact on other oneM2M Work Items;
· the schedule of tasks to be performed;
· the identities of the supporting Members or Partners Type 2;
· the identity of the Work Item Rapporteurs.
[bookmark: _Toc389293392][bookmark: _Toc192040742][bookmark: _Toc192061840]Work Item creation
Each proposed new Work Item shall be supported by at least four Members or Partners Type 2, and their names shall be recorded in the Work Item definition prepared for the TP approval. One or more persons shall be named as Rapporteur for the proposed Work Item, and the Rapporteur shall act as the prime contact point on technical matters and for information on the progress throughout the drafting phases. The supporting Members or Partners Type 2 are expected to contribute to and progress the new work item throughout the drafting phases.
In addition to the above, TP shall approve new Work Items, giving all essential parameters. The proposal shall be entered into the oneM2M Work Programme maintained on the oneM2M web site, clearly marked as a new entry, for which a unique reference identity shall be allocated.
A WI item can be proposed first in a WG and endorsed by such WG for TP approval.
[bookmark: _Toc389293393][bookmark: _Toc192040743][bookmark: _Toc192061841]Work Item adoption by TP
The oneM2M Work Programme shall be made available to all Members and Partners. A new Work Item shall remain flagged as "new" until the end of the month following the month during which the oneM2M work item was entered into the oneM2M Work Programme. A new Work Item shall be adopted by the TP unless a substantial objection is received from a Member or Partner during this period. At the end of the period, the "new" flag shall be removed (even if there is an objection) and it is the responsibility of any objecting Member or Partner to discuss their objections with the TP Chair. If it is not possible to resolve the objection, it is the responsibility of the Member or Partner to raise the issue with the SC.
The TP shall ensure that the oneM2M Work Item details are maintained at regular intervals.
[bookmark: _Toc389293395][bookmark: _Toc192040744][bookmark: _Toc192061842]Work Item stopping
[bookmark: _Toc363546602][bookmark: _Toc363977190][bookmark: _Toc363977283][bookmark: _Toc363977523][bookmark: _Toc364125666][bookmark: _Toc364126517][bookmark: _Toc364213301][bookmark: _Toc366397046][bookmark: _Toc366400555][bookmark: _Toc366467953][bookmark: _Toc366468081][bookmark: _Toc366468226][bookmark: _Toc366577584][bookmark: _Toc366577825][bookmark: _Toc366581679][bookmark: _Toc366670448][bookmark: _Toc366748576][bookmark: _Toc366897752][bookmark: _Toc366917402][bookmark: _Toc371209312][bookmark: _Toc389293396]Prior to the completion of the intended oneM2M output, the responsible TP may conclude that a Work Item is no longer required. Any Work Item shall automatically be considered by a TP for stopping, if no progress has been achieved in a given period of time, typically six months, e.g. due to a lack of contribution. In such cases, the Work Item shall be flagged as "stopped" in the Work Programme. The proposal to stop a Work Item shall be fully justified.
The Work Programme shall be updated accordingly, and shall show the Work Item as "stopped" until the end of the month following the month during which the Work Item was initially flagged.
The Work Item will be stopped by the TP unless substantial objection is received from a Member or Partner during this period. It is the responsibility of any objecting Member or Partner to discuss their objections with the TP Chair. 
[bookmark: _Toc192040745][bookmark: _Toc192061843]Technical coordination
The TP shall be responsible for determining the overall time frame and for managing the overall work progress. The TP shall have the responsibility for the technical coordination of the work being undertaken within oneM2M, and for overall system architecture and system integrity. 
[bookmark: _Toc192040746][bookmark: _Toc192061844]Deliverables
[bookmark: _Toc192040747][bookmark: _Toc192061845]Deliverable types
oneM2M shall prepare, approve and maintain documents known as Technical Specifications and Technical Reports based on input contributions from all eligible parties. Such documents shall be drawn up by the TP and shall, following approval at that level, be submitted to the participating Partners.
[bookmark: _Toc192040748][bookmark: _Toc192061846]Such deliverables shall be allocated a unique identifier that also incorporates version and release information.Approval process
Approval of Technical Specifications and Technical Reports by a TP shall normally be by consensus.
Where consensus cannot be achieved in the TP a vote may be taken.
When Technical Specifications and Technical Reports become sufficiently stable, they shall be put under change control of the TP or relevant WG. The further elaboration of these Technical Specifications and Technical Reports shall be achieved by change requests to be approved by the TP or relevant WG.
[bookmark: _Toc366397074][bookmark: _Toc366400583][bookmark: _Toc366467981][bookmark: _Toc366468109][bookmark: _Toc366468254][bookmark: _Toc366577612][bookmark: _Toc366577853][bookmark: _Toc366581707][bookmark: _Toc366670476][bookmark: _Toc366748604][bookmark: _Toc366897780][bookmark: _Toc366917430][bookmark: _Toc371209335][bookmark: _Toc389293426][bookmark: _Toc192040749][bookmark: _Toc192061847]Drafting Rules
The Technical Specifications and Technical Reports drafted by the TP shall follow the oneM2M Drafting Rules, using document processing facilities, format, languages and notations agreed by the Partners, and on a medium suited for electronic document handling and publishing. The oneM2M Drafting Rules are available from the oneM2M web-site via the following URL:
http://www.onem2m.org/
[bookmark: _Toc366397095][bookmark: _Toc366400602][bookmark: _Toc366468000][bookmark: _Toc366468128][bookmark: _Toc366468273][bookmark: _Toc366577631][bookmark: _Toc366577872][bookmark: _Toc366581726][bookmark: _Toc366670495][bookmark: _Toc366748623][bookmark: _Toc366897799][bookmark: _Toc366917449][bookmark: _Toc371209343][bookmark: _Toc389293448][bookmark: _Toc192040751][bookmark: _Toc192061849]Conversion by Partners
As appropriate, Partners shall use their best endeavors to convert the Technical Specifications and Technical Reports approved by the oneM2M initiative into national/regional deliverables in a timely manner through their normal processes.
The Partners are urged not to change the technical parts of the Technical Specifications and Technical Reports; they may add non-technical parts required by their own deliverable schemes and they may add descriptions of options selected. 
Partners should ensure that all comments raised during their public enquiry and approval phases are delivered to the TP.
[bookmark: _Toc192040752][bookmark: _Toc192061850]Reporting
[bookmark: _Toc192040753][bookmark: _Toc192061851]Chair’s reporting obligations
A report shall be prepared by the Chair following all SC, TP and WG meetings.
[bookmark: _Toc389293412][bookmark: _Toc192040754][bookmark: _Toc192061852]Changes to structure and elected officials
The Chair of each WG shall inform the TP of all organizational changes concerning WGs and their elected officials. An up-to-date record of the oneM2M structure shall be maintained on the oneM2M web site.
[bookmark: _Toc362427545][bookmark: _Toc362830333][bookmark: _Toc362923623][bookmark: _Toc363546615][bookmark: _Toc363977203][bookmark: _Toc363977296][bookmark: _Toc363977536][bookmark: _Toc364125678][bookmark: _Toc364126535][bookmark: _Toc364213320][bookmark: _Toc366397063][bookmark: _Toc366400572][bookmark: _Toc366467970][bookmark: _Toc366468098][bookmark: _Toc366468243][bookmark: _Toc366577602][bookmark: _Toc366577843][bookmark: _Toc366581697][bookmark: _Toc366670466][bookmark: _Toc366748594][bookmark: _Toc366897770][bookmark: _Toc366917420][bookmark: _Toc371209324][bookmark: _Toc389293415][bookmark: _Toc192040755][bookmark: _Toc192061853]Calendar of meetings
The SC and TP shall maintain an up-to-date electronic calendar of the dates and venues for future meetings on the oneM2M web site.
[bookmark: _Toc192040756][bookmark: _Toc192061854]External Relations
[bookmark: _Toc192040757][bookmark: _Ref192056149][bookmark: _Toc192061855]Relationship with external organizations
oneM2M results should be submitted to external organizations as appropriate.
Representatives of external organizations may be invited to attend for the efficient coordination and exchange of information.
[bookmark: _Toc192040758][bookmark: _Toc192061856]Relations with Other Groups
TP is encouraged to liaise directly with the relevant technical bodies within oneM2M and Partners as appropriate.
A liaison statement shall clearly communicate what is expected from the receiver, i.e., which parts are for information, what document types may be exchanged, which questions are expected to be clarified and by whom (especially if there are multiple receivers), and also when an answer is needed, e.g., when is the next meeting of the group sending the liaison statement. 
A WG may draft individual liaisons to any external organization for approval by the TP. 
It is not necessary to have all external liaisons copied to the SC. The TP should decide, at its own discretion, which Groups should be copied. 
External liaisons that may have management implications such as schedules, organization, process, procedures, and policy shall be copied to the SC, or approved by the SC if sensitive.
Nevertheless, the establishment of a new liaison relationship needs to be approved by the SC before the start of liaison exchange.
[bookmark: _Toc192040759][bookmark: _Toc192061857]Miscellaneous
[bookmark: _Toc192040760][bookmark: _Toc192061858]Resources
The resources for the operation of oneM2M shall be managed by the SC. The resources are allocated to the TP by the SC.
Secretariat
The Partners shall provide logistical support to, and assist in the operation of, oneM2M in the form of a Secretariat. The functions of the Secretariat are described in oneM2M Secretariat Functions which is available from the oneM2M web-site via the following URL:
http://www.onem2m.org/
[bookmark: _Toc192040763][bookmark: _Toc192061861]Working language
The working language for oneM2M shall be English.
Meetings of the SC and TP shall be conducted in English.
oneM2M Technical Specifications and Technical Reports shall be prepared in English (as defined by the Shorter Oxford English Dictionary).
[bookmark: _Toc192040767][bookmark: _Ref192058336][bookmark: _Ref192058397][bookmark: _Ref192058510][bookmark: _Toc192061865]Amendments to oneM2M Working Procedures
These Working Procedures may only be amended by a decision taken by the SC. 
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[bookmark: _Toc192040768][bookmark: _Ref192056204][bookmark: _Ref192056605][bookmark: _Toc192061866]Definitions
	

	Affiliate:
See oneM2M Partnership Agreement.

	Agreement:
The oneM2M Partnership Agreement signed by oneM2M Partners defining their rights and obligations and available at http:…...

	Associate Member:
See oneM2M Partnership Agreement.

	Attendance List:
A list of individuals who attend either physically or by electronic means at a given meeting representing a Member or other entity entitled to participate in meetings.

	Consensus:
General agreement, characterized by the absence of sustained opposition to substantial issues by any important part of the concerned interest and by a process that involves seeking to take into account the views of all parties concerned and to reconcile any conflicting arguments. (Note: consensus need not imply unanimity).

	Conversion:
The transformation of a oneM2M output document into a Partner Type 1 deliverable following the Partners’ recognized processes.

	Delegate:
An individual taking part in a meeting and representing a Member, Partner, Associate Member or Observer.

	Drafting Rules:
A document approved by the Partners providing rules for the drafting of oneM2M Technical Specifications and Technical Reports.

	Election:
The voting process used to identify an individual from a number of individuals.

	Member:
See oneM2M Partnership Agreement.

	

	Member list:
A composite list of all Partners Type 2 and Members admitted by all Partners Type 1 per §3 of the oneM2M Partnership Agreement.

	Observer:
An organization fulfilling the criteria to become a future Partner or Member, which has been granted temporary participation rights in oneM2M by the SC or TP Chair.

	oneM2M:
See oneM2M Partnership Agreement.

	Partner Type 1:
See oneM2M Partnership Agreement.

	Partner Type 2:
See oneM2M Partnership Agreement.

	Partner:
See oneM2M Partnership Agreement.

	Secretariat:
A number of persons dedicated to support oneM2M.

	Steering Committee (SC):
See oneM2M Partnership agreement.

	Sub Working Group (SWG):
A subordinate body of a Working Group.

	Technical Plenary:
See oneM2M Partnership Agreement.

	Technical Report:
A oneM2M output document containing mainly informative elements approved by the TP.

	Technical Specification:
A oneM2M output document containing normative provisions approved by a TP.

	Voting List:
A list of Members eligible to vote in a group.

	Voting Member:
A Member or Partner Type 2 that is included in the voting list for the TP or a WG.

	Work Item:
The documented record of a specific technical activity of oneM2M.

	Work Programme:
The documented record of all the technical activities of oneM2M.

	Working Group (WG):
A subordinate body of a Technical Plenary.


[bookmark: _Toc192040769][bookmark: _Toc192061867]Abbreviations
SC	Steering Committee
TP	Technical Plenary
WG 	Working Group
[bookmark: _Toc192040770][bookmark: _Toc192061868]Partner application form
An application form is available from the oneM2M web-site via the following URL:
http://www.onem2m.org/
[bookmark: _Toc192040775][bookmark: _Ref192054852][bookmark: _Ref192054939][bookmark: _Ref192055024][bookmark: _Ref192056217][bookmark: _Toc192061869]
[bookmark: _Ref329859538]Guidance on meeting organization
[bookmark: _Toc192040776][bookmark: _Toc192061870]Meeting classification
TP and WG Meetings are classified and announced as either ordinary or ad-hoc.
[bookmark: _Toc192040777][bookmark: _Toc192061871]Ordinary meetings
Ordinary meetings are the ones where regular business of the TP or WG is conducted. Such meetings are normally chaired by the Group's Chair or, if unavailable, a Vice Chair. 
Ordinary meetings that are to be conducted face-to-face should be announced at least six months prior to the opening day of the meeting. Ordinary meetings that are to be conducted solely via electronic means should be announced at least 30 days prior to the opening day of the meeting. 
TP and WG ordinary meetings shall follow an incrementing number sequence. If an additional ordinary meeting is required between two ordinary meetings, the sequence may be preserved, even though this means renumbering subsequent meetings, or the additional meeting may be numbered using the ‘bis’ suffix as a numbering scheme. 
Attendance at an ordinary meeting counts towards a Member's eligibility to cast a vote in the Group (see Article 16 and Article 17). The Secretariat shall record the participation in an ordinary meeting (each person and organization represented) and the attendance list shall be included in the meeting report.
[bookmark: _Toc192040778][bookmark: _Toc192061872]Ad-hoc meetings
[bookmark: _GoBack]An ad-hoc meeting may be called by decision of the WG to address one or more particular topics. The ad-hoc meeting shall not expand or change the scope originally determined by the parent group. An ad-hoc meeting is allowed to make decisions only within its pre-defined remit, and any such decisions shall be ratified by the parent WG or TP unless, in the case of a WG, a decision was previously explicitly delegated by the WG to the ad-hoc meeting.
An ad-hoc meeting may be chaired as described for an ordinary meeting above, or, with the agreement of the WG concerned, by a Work Item rapporteur, or other appropriate person..
Ad-hoc meetings shall not be considered when calculating voting rights. 
No voting shall occur at ad-hoc meetings.
[bookmark: _Toc192040779][bookmark: _Toc192061873]Attendance registration
[bookmark: _Toc192040780]The Secretariat shall make available a means for delegates to confirm their attendance during an ordinary meeting. A Member is added to the attendance list only if at least one of their delegates confirms their attendance via such means. If a delegate does not confirm their attendance via such means, the secretary shall assume that the delegate did not attend.
A delegate, having registered and begun to participate in a meeting, is not allowed to change the organization he represents during the course of that meeting. An individual delegate is not allowed to simultaneously represent more than one Member at a meeting.
[bookmark: _Toc192040782][bookmark: _Ref192054693][bookmark: _Toc192061874]Working agreements
"Working agreements" are tentative decisions reached by oneM2M groups in order to make progress on matters where consensus (as defined in Annex A) cannot be reached. It is intended to be used in situations where there is a clear majority in favour of one approach, but a small minority has sustained opposition to that approach.
The working agreement process has the following steps:
· Consensus cannot be reached on an issue. A substantial majority of Members prefer a given approach, but there is sustained opposition by a small minority of Members, preventing consensus.
· The Chair declares a working agreement. The working agreement is documented in the meeting report
· The approach agreed to by the majority and documented in the working agreement can continue unimpeded.
· The working agreement is entered into the oneM2M working agreements page on the oneM2M web site. The window for challenging the working agreement is now open. 
· Working agreements may be challenged, resulting in a formal vote. This potential vote would be held at the next meeting of the WG or parent TP (whichever comes first). If the next meeting is less than 14 days after the establishment of the working agreement, then that meeting is skipped in determining the next meeting. The meeting for potential voting is documented on the oneM2M working agreements page of the oneM2M web site 
· The challenge cutoff date is established. This is 7 days before the start of the meeting for potential voting. The cutoff date is documented on the oneM2M working agreements page of the oneM2M web site.
· Organizations wishing to challenge the working agreement may do so until the challenge window closes. A challenge may be made by informing the Chair of the group which will do the voting. Any received challenge is documented on oneM2M working agreements page of the oneM2M web site. 
· The group which will be voting is informed of the intention to have a working agreement challenge vote and the specific voting question.
· If no challenge is received by the challenge cut-off date, then the working agreement is confirmed. The confirmation of the working agreement is documented on the oneM2M working agreements page of the oneM2M web site. The issue is closed. 
· If a challenge is received, then a formal vote on the working agreement will occur at the designated meeting. Voting on working agreements is a standing part of meeting agendas. Voting is as described in Article 15Article 14: and Article 16Article 15:.
· Organizations may withdraw a challenge at any time in the process. If the last challenge is withdrawn after the challenge cut-off, then the working agreement is confirmed. The confirmation of the working agreement is documented on the oneM2M working agreements page of the oneM2M web site. The issue is closed. 
[bookmark: _Toc192040783][bookmark: _Ref192054822][bookmark: _Ref192054905][bookmark: _Ref192055051][bookmark: _Toc192061875][bookmark: _Ref198808704][bookmark: _Ref329859459]Information with input
The table below does not attempt to define a layout of the information, but is presented as a table to identify the information to be provided. Failure to provide that information identified as mandatory will require the Chair of the affected group and those participating in the affected group to reject the input and report that fact in the meeting report. 
The following information shall be provided with any input to the work of oneM2M:
	Title*:
	A title for the contribution

		Source*:
	Information pertaining to the Member(s) or Partner Type 2 that are the source of the contribution. Each Member shall include their admitting Partner Type 1. 

	Contact*:
	An individual or individuals that other Members may contact for further information or discussion.




	Abstract:
	An abstract of the document that may be used to help reader decide whether to read the entire document, and provide information that may be used in subsequent electronic searches.

	Unique identifier*:
	Such as a document number. This field is assigned automatically. 

	Meeting*:
	The designation of the group to which this contribution is submitted, e.g. Technical Plenary, Working Group, … This field assigned automatically.

	Agenda*:
	A list of the relevant agenda item(s).

	Work Item:
	A list of the designation of the relevant work item(s).

	Document(s) impacted:
	A list of the Technical Report(s), Technical Specification(s) or other documents that are impacted by this contribution.

	Intended Purpose of Document:
	 	Decision
	Discussion
	Information
	Other:	«specify»
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