[image: SA_Logo_sm]www.standards.org.auFile Name
Date XX/XX/XXXX
Page 1/43










	NOTICE OF MEETING AND DRAFT AGENDA



Standards Australia Limited ABN 85 087 326 690Committee in Confidence

Tower 1, Darling Park, Level 17, 201 Sussex Street, Sydney NSW 2000
Telephone +61 2 9237 6000
www.standards.org.au




[image: ]

International Delegates Meeting Report
Refer to the last page for guidelines on completing this report 

	Date:
	<Enter submission date here>

	Delegate(s) proposed by:
	

	Project Manager (PM)
	<Enter details here>

	Standards Development Organisation (SDO) 
	<Enter details here>

	PMs email address: 
	<Enter details here>



	Delegate details: 
	For multi-person delegation please provide details of the head of delegation only.

	Name
	<Enter details here>

	Position/Title
	<Enter details here>

	Company
	<Enter details here>

	Postal address
	<Enter details here>

	Email address
	<Enter details here>



	International Committee details:
	<Type ISO, IEC or ISO/IEC>
	<Type TC &/or SC &/or WG number>

	Meeting/Committee type:
	<Type Technical Meeting or Governance Committee>
	Example of Governance Committees: IEC Council, IEC SMB

	Australian Participation: 
	<Type P, O or Non-Member>
	Is Australia Participating (P), Observing (O) or a Non-Member of the International Committee?



	Meeting date & venue: 
	

	Date
	<Enter date(s) of meeting(s) - DD-MM-YYYY>

	Venue details
	<Enter meeting venue, city & country details>



	Australian delegates:
	<If more than one delegate attended the meeting please provide details of all delegates here>



	Purpose of meeting:
	· <What was the purpose of the meeting?> 
· <What was the significance of the meeting for Australia?> 
· <Include reference to the meeting agenda if applicable>



	Meeting attendees: 
	A detailed list of all attendees is not required. Provide details of the countries represented by delegates/delegations and mention any special quests or speakers at the meeting(s). 

	
	<Enter details here>



	Key items discussed:
	· <Enter a brief summary as bullet points>



	Confirm net benefit to Australia in participating:
	· <Enter a brief summary outling the net benefit to Australia in participating at this TC/SC/WG meeting>



	Observations & comments:
	Include a brief summary of items such as:
· Additional technical notes/discussions
· Development within other National Standards Bodies (e.g. proposals for new work) 
· Comments on other issues such as: reasons for national preferences and divisions or alliances between members/parties. Identify where these affect Australia.  
· Preparation of Australian comments for the meeting – adequacy, level of arguments, review within Australia, etc. 
· How Australian comments/positions were dealt with

	
	· <Enter details here as bullet points>



	Key items/actions for Australia: 
	Include a brief summary of items such as:
· Items/actions not forming normal ISO/IEC procedures that should be actioned, e.g. preliminary works as preparation 
· Items Australian delegates have been asked to progress 
· Items that may have impact on Australia including information that aids Australian suppliers of goods and services in improving their export potential  
· Recommendations, with reasons, for any forthcoming voting, etc. 
· Any other items considered relevant

	
	· <Enter details here as bullet points>



	Status of the work: 
	Provide a statement advising the stage of work and the proposed next stage, e.g. 
· CD to be issued 
· Committee is required to meet again to consider comments, etc. (If reporting on a SC or committee meeting this will apply for each and every Standard considered). 

	
	· <Enter details here as bullet points>



	Other stakeholders: 
	· <List any other stakeholders or committees that may have an interest in this work or should be advised of its progress>





[bookmark: Guidelines]Who needs to complete a Meeting Report? 
All delegates who attend international ISO or IEC meetings are required to complete a report of the meeting and submit it to Standards Australia within 4 weeks of returning from the meeting. 

The Head of Delegation can provide a report on behalf of all delegates attending the meeting or series of concurrent meetings. Delegates attending different WG meetings which the Head of Delegation does not attend, should submit a meeting report to the Head of Delegation, for details to be included in the final meeting report.

Where do I send the completed Meeting Report to? 
Completed Meeting Reports should be submitted to Standards Australia via the following methods: 

	Email: 
	international.participation@standards.org.au and CC: the relevant Standards Australia Project Manager (PM)


	Mail:
	SDS Coordinator – Committee Services
Standards Australia 
GPO Box 476 
Sydney NSW 2001 


	Fax: 
	02 9237 6091




Why do I need to complete a Meeting Report and submit it to Standards Australia?  
· This report provides a record of the meeting where Australian participants attended and will be used for reference purposes for Standards Australia and the National Mirror Committee. The report is not intended to be ‘minutes of meeting’ but rather as a report back on the specific matters of interest to Australia.
· The report must include the purpose of the meeting, outcomes and any relevant actions, particularly how Australian comments/positions were dealt with. It should present the highlights from the meetings and the observations of the attendees.
· Where possible, the report should assess the likely international adoption of the resultant International Standards and any information that aids Australian suppliers of goods and services in improving their export potential. 
· Where discussions have taken place regarding future meetings these details should be included in the report so that the National Mirror Committee can discuss whether it is appropriate to endorse attendance at the proposed meeting.
· Any personal opinions should be clearly stated as such.  
· The Project Manager (PM) is provided with a copy of the report and they are responsible for distributing it to the National Mirror Committee. 
· A delegate who fails to provide a report may not be eligible to participate as the Australian representative at future meetings.
· Should any further information be required on any of the subjects raised in the report, correspondence should be addressed to the PM of the National Mirror Committee. 
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