APNIC SIG guidelines

About this document
Thisisaworking doaument. It will bereviewed frequently and updded as processes are refined.
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1 Definitions

11 SIG

Specid Interest Groups(SIGs) provide an open public forum to discuss topics of interest to APNIC
and the Interneg community in the Asia Pacific region. SIG sessionsare hdd at APNIC Open Policy
Meetings Between meetings discussions continuevia subsription-based SIG mailing lists
(archived onthe APNIC webdte). SIGs are open to all interested participants.

1.2  SIG charter
A SIG charter isa short description of theSIG's purpose and related activities.

1.3 BoF

Birdsof aFeather meetings(BoFs) are informal meetingsconvened for avariety of purposes, such
as exchanging information and discussing new ideas or paticular issues. They can be proposd and
convened at short notice and thereis noformal requirement to submit pgpers or pog to mailing
lists.

1.4 WG

Working Groups (WGs) focuson a particular work item and exist only aslongas it takes to
complete thetask(s). A working groupis usudly small and conssts of volunteers willing to
dedicate themselves to oneparticular task. They are formed as aresult of recommendationsfrom
the SIGs. A Working Groupreports back to the SIG that created it.

1.5 Chair

A Char isresponsble for coordinaing the activities of a SIG, BoF or WG. Therole of Char is
voluntary.

1.6 Co-chair

Co-charswork with the Chair to coordinae the activities of aSIG, BoF or WG. Therole of Co-
char isvoluntary.

1.7 Consensus

Consnaus is achieved when everyonecongents to the decision of thegroup. Thedecision may not
beeveryonésfirst preference, butis acceptable to all participants.

2 Special Interest Groups (SIGs)

2.1 Creating a SIG
Therecommendaion to create anew SIG may come from:

- Mailinglist discussions

- AnexistingSIG

- APNIC Member Meeting (AMM) endorsement
- A BirdsOf Feather (BOF)

After anew SIG has been recommended, thefollowing steps mug occur:

1. Hold a preliminary BoF
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A new SIG cannotbe created unless a BoF has been hdd. The purpo< of theBoF isto:

- Determineinterest in the proposd subject area
- Find apersonto volunteer as acting Char
- Draft achater for theSIG

2. Seek endorsement at the AMM
The outcomes of the BoF are reported to the AMM. Thereport should indudethe draft
charter, BoF attendance nunbers, thelevel of participant interest, and the naure of the
discussions. The AMM attendess will be asked to indicate by a show of handswhether there
is conenaus to endorse the formation of thenew SIG.

3. Create a mailing list for the SIG
When the SIG has been endorsed, the APNIC Secretariat will create a subscriber-based
mailing list for the SIG. Anyonecan subscribeto a SIG mailing list.

4. Formally issue a call for SIG Chair and Co-chair positions on the mailing list
The APNIC Secretariat will issueacall for SIG Chair and Co-char postionsaccording to
the procedure described in Section 2.3.3 of this document.

5. At the first meeting of the new SIG, endorse the draft charter and elect Chair and
Co-Chairs
At thefirst meeting of thenew SIG, theattendees will be asked to endorse the proposed
charter and to formaly eect the Chair and Co-chairs for the SIG.

2.2 Dissolving a SIG

It isnot assumed that a SIG will continue to exist inddinitely. Each SIG should periodcaly review
its charter to assess the SIG@ usefulness and relevance.

Sgnsthat a SIG may have outlived its purpose indude;

- Lack of discussion on themailing lists for more than one year
- Lack of response to cals for presentations at SIG sessions
- Low attendance at SIG sessions

A SIG may bedissolved if themembers of the SIG decide that thisis an appropriate course of
action and this recommendationis approved by the AM M. Members of the SIG may make the
decisonto dissolve the SIG viathe SIG maling list or at SIG sessions. If aSIG is dissolved, dl
assodated mailing lists will be closed for subscription, but the public archives will remain onthe
APNIC website.

2.3 SIG Chair and Co-chair roles

SIG Chars and Co-chars paform avita rolein managing the SIGs. The effectivenessof aSIG is
dependant on the active participation of the char and the co-char. All SIG Chars and Co-chairs
undetake their work onavolunteer basis.

SIG Chars and Co-Chairs are expected to attend at least oneof thetwo APNIC meetingshdd each
year. When SIG Chairs and Co-Chairs attend an APNIC meeting, and asessonis hdd for theSIG,
they are expected to attend that session. SIG Chairs and Co-chars mug remain sub<ribed to the
SIG'smailinglist for theduration of thar term.
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2.3.1 Chair responsibilit ies
Therespongbilities of the Chair are listed bdow:

1. Before an APNIC meeting
- Monitor mailing list discussions
- Call for presentation proposls on the SIG mailinglist
- Read submitted proposls
- Accept or reject proposls for discussion at theforthcoming SIG (and suggest an
alternative forumif thetopic is notrelevant to tha particular SIG)*
- After coordinaing with APNIC Secretariat, annownce policy proposlsto mailinglist
- Liaise with speskers as necessary

2. At meeting
- Meet with proposl authors before the SIG

- Read theauthors didesto familiarise yourself with the proposl details (the SIG
Chair should aready have read the proposal text before the meeting)

- Check if any detailsin theorigind version of theproposl have been changed in
the presentation to beshown in the SIG session. If changes have been made,
strongly urgethe proposl authorto submit an updated version of the proposl

- Char the SIG session (at least oneout of every two per year)

- Create agendapresentation didesfor the SIG

- Present dideswith SIG open action items. Ask paties responsble for action
itemsto report ontheaction item status

- Enocourage active participant involvement

- Guidethe consnaus making process (see Appendix 5.1 for conensusdecision
making steps)

- Meet with EC members before the AMM to discuss proposls approved by conenaus
- Read SIG session minutes and make correctionsas necessary

- Meet with other SIG Charsto discuss SIG matters

- Present SIG report to the AMM

3. After meeting
- Sendreport of SIG sessionto SIG mailinglist:
- Indudepolicy proposl discussion outcomes
- Indudeopen actionitems
- Monitor discusson during thefind call for comments period
- Summarise discussion and, following theend of the call for comments, pog thedecision
regarding whether the proposl has reached consensus

The Char may ddegae tasks to Co-chars as necessary.

2.3.2 Co-chair responsi bilities
Co-char tasksindudebut are not limited to:

- Attending at least oneof thetwo APNIC meetingshdd each year. If SIG sessonsare

! The Chair may decide that a proposal is not suitale for discussion atthe forthcoming SIG session if:

- The proposal is out of scope for the SIG
- Theproposal isinsuffi ciertly developedto be the bads for a useful discussion
- Theagenda hasalread/ beenfilledby topicsof greater priority

5032007 4



hdd, SIG Co-Chars are expected to attend thesessions
- Remaining sub<cribed to the SIG mailing list for theduration of thar time as Co-char
- Monitoring SIG cha-roomdiscussionsduring the SIG's session at APNIC meetings
- Undataking any of thetasks nomally performed by the SIG Char, if requested

In theevent tha a Chair is unavailable to perform some of thar duties, the Co-char will be
expected to be the subgitute as required.

2.3.3 Electing a Chair o r Co-chair

Chars and Co-Chars are elected for atwo-year peiod. Electionsoccur yearly. Chair electionsand
Co-char electionsoccur in aternae years.

Thefirst official Char of anew SIG will servefortwo years. Thefirst official Co-char postionfor
anew SIG will beopen for election after oneyear (allowing for thestaggeed Char and Co-char
election timetable). Subsequent Co-charswill serve for afull two-year term.

M ore than one Co-chair may beappointed, at thediscretion of the Char. Thedecisionto hold an
election for more than one Co-chair isalso at the Char's discretion.

A new Char or Co-chair is appointed using the following process:

1. The APNIC Secretariat sends a call for nominations to the SIG mailing list and the
apnic-talk@apnic.net mailing list so that the widest coverage is received.

Thecdl contains

- Details of theduties of the position

- Theclosng date for nominations(onemonth after theinitia call)

- Where to submit nomnations (usudly the email address of the existing chair and
sig@apnic.net)
A request tha potentiad nominees should include a short biography and description of
ther interest

2. Candidates must confirm that they are willing and able to commit to the
responsibilities associated with the Chair and Co-chair positions.
If acandidate is not contactable viaemail, or does not respond,then their nomination will
not be confirmed. Unconfirmed candidates will notbeeligible for election to the postion of
SIG Chair or Co-char.

3. If at least one nomination is received by the closure date, an election must be held.
- Thedectionmug behedd at theupcoming SIG session as thefirst item on theagenda
- Canddates will beinvited to give ashort speech
- Voting will take place by a countof ashow of hands
- Only canddates who are present at the SIG session will beincluded in thevote

If acurrent Co-chair stands for the position of Char andis elected, the newly vacant Co-chair

position can be filled by oneof theremaining canddates for the Char position or by acal for
volunteers at the SIG session.
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2.3.4 Removing a Chai r or Co -chair

If aSIG Char or Co-Char does notattend onein every two APNIC meetingsand does not attend
the SIG session hdd at the APNIC meetingsthey attend, the Chair or Co-char will beremoved
fromther role. The process of electing areplacement will then begin.

If SIG members do notthink tha the Char or Co-char is sufficiently performing ther duties, they
can express thar concernsonthemailing list or inthe SIG session. If thereis conenaustha the
Chair or Co-char isnotsufficiently performing their responsbilities, the Char or Co-char will be
removed. The process of electing a replacement will then begin.

2.3.5 Resignation of a C hair or Co -chair

If aSIG Char resigns oneof the Co-charswill assume therole of Char until thenext Open Policy
Meeting. At least onemonth prior to the Open Policy Meeting, the APNIC Secretariat will initiate
procedures for electing thenew Chair as described in Section 2.3.3 of thisdoaument. If thereisno
Co-chair, theoutgoing Chair or the Secretariat may appoint an acting Chair.

If a Co-char resigns the Char will follow the procedure for electing a Co-chair described in
Section 2.3.3 of this doaument.

2.4  SIG presenters

SIG Charswill issueacall for propossfor policy and informationd presentationsat least two
monthsbefore an APNIC Open Policy Meeting.

2.4.1 Guidelines for pre senting a poli cy prop osal

After aminimum of four weeks of discussion on the appropriate SIG mailing list, the proposl is
presented at the appropriate SIG session at the APNIC Open Policy Meeting.

Theaim of thepresentationisto assist SIG participants undestand the proposl text. If the proposl
author wishes to incorporate changes to the proposil (perhapsbased on themailing list discussion?),
these changes mug beincorporated in both the proposal text and the presentation dides. Updaed
versionsof policy proposls can be submitted to the SIG Char at any time.

2.4.1.1 Suggested SIG presentation outline

Presentationsfor proposls should contain approximately 10 dides, indudingtitle and summary
dides. Thesuggested structure of thedidesis asfollows:

Slide 1: Title
Thefirst dide should indude
- Thename of the proposl and thetracking number given to the proposl by the APNIC
Secretariat

% In the weeks before the meet ng, proposal authors should subscribe to the appropriate SIG mailing list to
follow the discussion about the proposal. This allows authors the chance to incorporate feedback in a new
verdon of the proposal to be presrted atthe APNIC meeing.

Note: Remember that the discussion atthe meetng is not the end of the proposal process. Proposals that
reachconsensus atthe meetng are sert to the appropriate SIG mailing list for a final eight-week discussion
period. During this fi nal discussion period, the community may continue to raise objections. If, the
proponert is not subscribedto and actvely following the appropriate SIG mailing list, the proponert will not
be abeto repond to community objecions. In caseswherethe proponent doesnot regpond to objecionsin
the eight-weekcommert period, the Chair may have no choicebut declare that consersus hasnot been
reacled
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- Theauthor® name
- Thedae andlocation of the meeting

Slide 2: Introduction
Summarise the backgroundinformation necessary to undestand this proposl.

Slides 3-4: Current problems
Summarise the current statusof APNIC policy in this area.

Slide 5: Position in other RIR regions
If relevant, summarise the status of related policy in other RIRs.

Slides 6-7: Proposal
Briefly state theactud proposl.
Explain thereasonsfor the proposd change

Slide 8: Benefits/Disadvantages

Summarise the benefits of adoping the new policy, induding details of the groupstha will benefit
fromthepolicy.

Summarise any disadvantages.

Slide 9: Implementation schedule

Outlinethe proposed timeframe for implementation (this is usudly three monthsfrom acceptance of
the proposl).

|dentify any doauments, forms, or procedures tha need to amended or modified.

|dentify any potential impact on NIRs.

Slide 10: Summary
Summarise previousdslides. Try to describethe main gain to be made from changing the policy.

2.4.2 Guidelines for infor mational pre sentati ons

Therequirementsfor informationd presentationsare not asrigid as tho for proposl
presentations However, it is suggested that presentersindudeatitle slideand summary dide
Presenters should also consder thegeneral presentation hints outiined bdow in Section 2.4.3.

2.4.3 General presenta tion hints

2.4.3.1 Speaking

The Asa Pecific region includes many different languages and cultures. English is not thefirst
language for themgjority of participants at APNIC Open Policy meetings andit isimportant that
presentations are clear, easy to follow, and concise:

- Speak dowly, even if English isyourfirst language

- Use simple sentence structure rather than complex phrases

- Try to pause after every sideto give people achance to absorb the material onthedlide

- Remember to maintain eye contact with theaudience. Avoid spesking to the screen or the
floor

- Time your presentationsbefore the meeting. Speak out loudwhen you dothis

2.4.3.2 Presentation slides

To hdp meeting participants undestand your presentation, and to ensure your slides can be read
by remote participants watching the webcast of the session, please:
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- Limit each dideto a maximum of four points, or six to eightlines. Sides with too much
content are difficult to undestand

- Uselargefontsif youindudetables or diagrams

- Usefontand backgroundcolours with goad contrast as the APNIC uses VGA projectors

3 Working Groups (WGSs)

Working Groups(WGs) are formed as aresult of recommendaionsfrom the SIGs and reports back
to the SIG that created it. When a Working Grouphas completed its task(s), it is closed.

A Working Groupisusudly small in size and congsts of volunteers willing to dedicate themselves
to oneparticular task.

Working Groupsusudly condud their discussionson the Working Group®mailing list, but may

also request that time begiven for face-to-face discussionsat APNIC meetings The Char and Co-
char of aWorking Group hdp maintain thegroupd focuson thetasks ddegaed to it by the SIG.

4 Birds of a Feather (BoFs)

Birdsof aFeather meetings(BoFs) are informal meetingsconvened for avariety of purposes, such
as exchanging information and discussing new ideas or paticular issues. They can be proposd and
convened at short notice and thereis noformal requirement for submission of pgpers or pogingto
mailing lists.

The APNIC Secretariat issues a call for BoF propasals shortly before each Open Policy Meeting.
Thereisnoformal requirement for submission of pgoers or poding to mailing lists. However, the
BoF Chair reports ontheresults of theBoF at the Member Meeting session.

BoFs are an important part of the process of forming anew Specid Interest Group (SIG). When a
new SIG has been recommended, a preliminary BoF should be hdd to deermineinterest in the
proposd subject area, thereadiness of individuds to volunteer as Char, andto develop acharter. A
new SIG cannotbecreated unless a BoF has been hdd.
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5 Appendices/templates

5.1 Basic steps in the consensus decision making process

1. A proposd ismade
2. TheSIG Char invites participants to comment on the proposl.

The Char encourages discussion aboutboth the prosand consof the proposl. This should
happen both onthemailinglist and at the SIG session of the APNIC Open Policy Meeting.

3. If thereislittle or no comment for or agang the proposl, the Char needsto assess thelevel of
interest in the proposl. Perhgpsthe community does not bdieve a problem exists, or,
aternaively, thepaticipants are hesitant to begin discussion. The Char may ask for a show of
handsindicating:

I Those for the propos
ii. Those agang the proposl (or individud elements of the proposl)
iii. Those who have no opinion onthe proposl

The show of handsis notavote. It isaway of broadly gauging opinion.

If themajority of the participants indicate tha they have no opinion, the Charr andthe
proponent should work to stimulate discussion aboutthe proposl. The Char may ask the
proponent to restate the problem the proposl attempts to solve. If the participants do not
bdieve tha the problem isreal, or significant, the Char should ask the proponent to reconsder
theneed for the proposl.

4. If commentsareall infavour of the proposl andthere are no ojections the Char can assume
consenaus.

5. If there are objections the Chair can ask the dissentersto decideif therr objectionsare:

i Minor objections
If theproposl goes forward, the dissenters bdieve tha some problems may occur for
some members in thegroup.

The participants should work togeher to seeif theproposl can be modified to
overcome these minor objections However, it is not always possible to overcome these
objections If thisisthecase, the Char should ask thedissentersif they are prepared to
acknowedgetha the overall advantages of the proposal outweigh thar objectionsand if
thedissenters are willing to stand aside

ii. Major objections
If theproposl goes forward, the dissenters bdieve tha major problems will occur for
pats of thecommunity and tha the proposl cannot be adopted in its current format.

The Char should devote sufficient time for participants to discuss ways to overcome

major objections Asin the case of minor objections, participants, induding the
proponent, should work together to develop solutionstha overcome the ojections
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The process of working together to create a proposl acceptable to al participants may
take more than onemeeting phase. It ispossible tha the community may consder an
issueto beimportant, but not be able to reach consensuson the proposed solution during
onemeeting. When this hgppens the Char should encourage the proponent and the
community to continuediscussion and develop amore widdy accepted proposl to be
presented at the following meeting.
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