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	MINUTES

	Meeting:
	<e.g. TP 14.0>

	Chair:
	<name>, <company>, <contact info>

	Secretary:
	<name>, <company>, <contact info> (or TBD)

	Meeting Date:
	2015-MM-DD

	Meeting Details:
	<Ordinary / AdHoc>
<For physical meetings – link to the invitation>

<For conference call – call-in details>

	Intended purpose of

document:
	 Decision

 Discussion

 Information

 Other <specify>


oneM2M Notice

The document to which this cover statement is attached is submitted to oneM2M.  Participation in, or attendance at, any activity of oneM2M, constitutes acceptance of and agreement to be bound by terms of the Working Procedures and the Partnership Agreement, including the Intellectual Property Rights (IPR) Principles Governing oneM2M Work found in Annex 1 of the Partnership Agreement.

1
Opening of the meeting


1.1
Welcome
<Chair> opened the meeting and drew the participants’ attention to the oneM2M notice on the cover page of the agenda.
1.2
Objectives 
1.3
Schedule <For face to face meetings>
2
Review & Approval of Agenda


	PRO-2014-0289
	WG3 PRO Agenda
	WG3 Chairman
	2014-07-01


<Should be copied and pasted directly from the portal – change style to oneM2M-Normal>
Comment and Issue
<Doc_Number> was AGREED / NOTED / POSTPONED / WITHDRAWN
3
Review & Approval of Previous Minutes


	PRO-2014-0288
	Minutes PRO 11.3
	Secretary
	2014-07-0


Agreement by correspondence
<Doc_Number> was 
4
Review of open Action Status

	Number
	Action
	Responsible
	Status

	a-ARC-10.1-0001
	To take xxxx action 
	Person / Organization
	Open

	a-ARC-10.1-0003
	To take xxxx action 
	Person / Organization
	New


5
Contributions


5.1
Contributions on xxxx subject 

	PRO-2014-0286
	Container and Container Instance ResType
	FUJITSU
	2014-07-0


Comment/Issue
A-WG-meeting_ID-xxxx: Responsible person will take action
<Doc_Number> was 
6
Planning for next Meetings
6.1
Face to Face Meetings
Date / location / link to invitation
6.2
Next Conference Calls

Date / time / webinar url
Date / time / webinar url
8
Any other business

xxxxx

9
Closure of meeting

Xxxxx
Annex 1
Participants list <conf calls>
	First Name
	Last Name
	E-mail Address

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Annex 1
Participants list <face to face>
	First Name
	Last Name
	Organization
	Partner

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Annex 2
Secretary Checklist

(To be removed before uploading minutes)
	Action

	Sanity check of minutes:

· ensure that all sentences are finished

· cover page should be correct (date, secretary, meeting number etc)

	Reserve document number

	Update header (right click to update Doc name)

	Update portal with document dispositions

	Send email for Agreement by Correspondence
· one email per contribution

· subject: oneM2M Agreement by Correspondence – Doc number

	On the portal, move any untreated documents to the next meeting.

	If new meetings have been agreed, add them to the portal and create the GTM/GTW.

	Inform Secretariat of any liaisons that are agreed or any other actions on them.
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