NANC Procedures




Responsibilities of Chair

1. Chair will establish agenda and ensure  its distribution at least one week prior to the meeting.

2. Chair will ensure that issues, points of agreement, and positions (if provided) are distributed  to the NANC in writing a week before the meeting. 

3. Chair will use discretion in placing items on the agenda, including agenda items requested by NANC Members and participants.
4. Chair will, if time permits, schedule discussions of contentious issues  over multiple events (meetings, conference calls, etc.) in order to ensure that all positions are fairly and completely considered.

5. Chair will have a proposed time limit for each agenda item but  should be flexible in determining whether to shorten or lengthen the time for discussion depending on conditions.  The intent is to take advantage of an opportunity to resolve items when progress is being made.

6. Chair will allow time at the conclusion of each agenda item or at other points during each agenda item for recording agreements reached, action items, and points noted upon request.  

7. Chair will conduct NANC meetings to allow all NANC member viewpoints to have an equal opportunity to be expressed and considered.
8. Chair will maintain conditions in which the respect for the dignity of NANC members and participants is maintained and remind members of their responsibilities as necessary.
9. Chair will review draft meeting minutes prior to distribution for NANC member review and will ensure timely distribution of minutes to Members.  

10. Chair will periodically monitor the process and procedures of the Working Groups and Issue Management Groups. 

11. Chair will ensure that recommendations are reached only when it is clear that there is broad representation present and that interest groups are not disadvantaged. 

12. Chair will ensure that all NANC recommendations, letters, and other communications have been reviewed and approved by the full NANC prior to final official transmittal.

Responsibilities of Voting Members

1. Members should be present, on time, and  prepared to stay until the end of the meeting.

2. Members should review all relevant documents prior to meetings and be  prepared to discuss all agenda items.

3. Members should refrain from repeating comments already made  to ensure that all participants have an opportunity to have comments fairly and completely presented.

4. Members comments should be relevant and to the point.

5. Members should strive to find grounds on which to reach agreement.

6. Members should always be civil and courteous and respect the dignity of NANC members and others.

7. Members with strong positions on agenda items should provide contributions outlining their positions at least a week before the meeting at which the item will be discussed.

8. 
9. 
10. Members should notify the DFO, ADFO, and NANC Chair in advance of a meeting if either the member or alternate is unable to attend. Any modifications to NANC representation (i.e., changes to designated member or alternate) must be approved by the FCC.


11. Members will review and approve final documents and or letters prior to offical transmittal. 

12. Members have an obligation to represent their interest group with consideration of the public interest.  

NANC Steering Committee

The FCC designates NANC Steering Committee members.

The Steering Committee will monitor the progress and status of the working groups and IMGs and will keep the NANC informed of its findings.  The Steering Committee may on occansion develop and recommend to the NANC a framework for the discussion of an issue.

1. Steering Committee meetings are open to any interested party. If it is necessary to conduct a closed meeting, advanced notice should be provided to all interested parties.

2. Steering Committee members should sit at the NANC table.  This will enable easier  identification of Steering Committee membership.

3. Parties in attendance but not on the Steering Committee can participate in Steering Committee group discussions but will normally not be be seated at the table.



4. All participants in the Steering Committee meeting, including both Member and non-member participants, are afforded the opportunity to express their views, once recognized by the Chairman.

5. If a vote of the Steering Committee is required, only Steering Committee members may participate in the vote.

6. Readout of the Steering Committee meeting results will be provided to the entire NANC at the earliest possible time - normally during the next day of the  scheduled NANC meeting. 
Working Groups 

Working Group and subcommittee membership is open to any interested party.
Working Groups and their subcommittees are standing groups of the NANC that are assigned specific tasks, have ongoing responsibility for a subject matter, and  make recommendations to NANC. In addition to these NANC Guidelines, a separate set of Guidlines and Operating Principles apply to the Working Groups (See Attachment 1).   

Relationship with NANC   

1. NANC establishes the clear direction for Working Groups, makes assignments, as necessary, and sets due dates for the delivery of reports to NANC. 

2. Working Groups develop draft recommendations for NANC consideration, which NANC can accept, reject, change, or remand back to the Working Group with additional direction. 

Issue Management Groups (IMGs) 

IMG membership is open to interested parties, but the size of a given IMG may be restricted for efficiency reasons.
IMGs are ad hoc groups formed to work specific issues that may not be appropriate or practical to assign to an existing Working Group, and to make recommendations to the NANC.  IMGs are often used to define a new issue or work time-sensitive projects with an expiration date. 
Relationship with NANC   

1. NANC establishes the clear direction for IMGs, makes assignments, as necessary, and sets due dates for the delivery of reports to NANC. 

2. IMGs develop draft recommendations for NANC consideration, which NANC can accept, reject, change, or remand back to the IMG with additional direction. 

Consensus 

1. The NANC, and its supporting Working Groups, Issue Management Groups, and any other subgroups that it may form, should strive to work through differing positions and reach group consensus recommendations in an efficient and timely manner. 

2. The NANC should not refer an issue to a Working Group or an  Issue Management Group in those  instances when  it is clear  that consensus on the  issue will not be reached.  NANC should instead discuss the issue itself. If after a reasonable amount of discussion, the NANC feels that it will not be able  to reach consensus, it should document that result as its conclusion and report the reason or reasons why consensus could not be achieved.   
3. 
4. The NANC should withhold assignment of an issue to a Working Group or an Issue Management Group, in some instantes, when it is very clear that consensus on a particular issue can not be reached but rather should discuss the issue itself. If after a reasonable amount of discussion, the NANC still feels that it will not be possible to reach consensus, it should document that result as its conclusion and report the reason or reasons why consensus could not be achieved.   

5. The NANC should be informed by the leader of the Working Group, Issue Management Group, etc., in the interests of comity and efficiency, if after a reasonable period of time a group consensus is not possible on one or more issues. The leader shall inform the NANC of the inability to achieve consensus and request that the point(s) in controversy be removed from further discussion in the group. 

NANC Status Reports provided by Working Groups, IMGs and others

1. Working Group and IMG leadership will coordinate monthly updates to the matrix of NANC work items prior to NANC distribution.

2. Working Group and IMG leadership will develop monthly reports for NANC providing current status on work items as determined necessary.   Monthly Working Group and IMG reports are to be furnished to the NANC one week prior to the NANC meeting, if possible, to ensure timely preparation of NANC members.

3. Working Group and IMG leadership will attend monthly NANC meetings and provide IMG and Working Group status reports.

4. Working Group and IMG leadership will summarize highlights and specific recommendations and conclusions to the NANC in bullet style presentation format. 

Meeting Decorum

While it is the responsibility of the NANC Chair to maintain the environment, it is the responsibility of the individual NANC members to act in a civil manner.    

1. Members should refrain from saying anything which potentially could be personally offensive to another participant.

2. Members should refrain from attacking a participant’s motives.

3. Members should confine remarks to the merits of the pending question or issue.

4. Members should refrain from speaking adversely on prior actions or issues - focus on the “now”.

5. Members should refrain from disturbing the meeting.

6. Members should recognize and be sensitive to antitrust laws.

Minority Opinions 

The rights of members with a minority opinion must be protected. Minority opinions are included in written documents, letters, or other NANC transmittals upon request.

Responsibilities of Presenters
Whenever possible presentation material that contains action items for the NANC should be available to NANC members at least one week prior to the NANC meeting, with a clear statement of the issue and any minority opinions.

Communication and Administrative Processes

1. Meeting minutes, meeting announcements, draft reports and other documents are distributed to the contact list in a timely manner. 

2. E-mail is the standard for all NANC correspondence.

3. NANC minutes are to be distributed 3-5 business days before NANC approval vote.

4. Action Items/Decisions Reached is to be issued within 5 business days after each NANC meeting.

5. Table of Issues Matrix is to be released within 5 business days after NANC meeting

6. Working Groups, Issue Management Groups and others should post all draft and final documentation to the NANC-Chair web site.






7. 
8. 
9. 
10. 
11. 
12. 
13. 
NANC Working Group Operating Principles

I.
Co-Chairs and Meeting Principles


A.
Co-Chairs are chosen by open nomination.

1. Selected by team

2. Ratified by NANC

3. Minimum one (1) year term

4. Annual reaffirmation by team

B.
Co-Chairs establish and distribute meeting agendas in advance of meeting.

1. Members may request agenda items and Co-Chairs will use discretion in placing such items on agenda.


C.
Co-Chairs facilitate meetings.



1.
Co-Chairs will maintain conditions in which the respect for the dignity of members is maintained.


D.
Co-Chairs and team members determine locations for face-to-face meetings and provide adequate advance notice.

1. Working Group members share meeting expense on a voluntary basis or, if necessary, through another sharing mechanism.



2.
Conference bridges will be provided during all face-to-face meetings if requested by members that are unable to travel.



3.
Conference calls should be used when possible.



4.
Working Group/sub-teams will schedule meetings at times and locations to best satisfy the needs of team members.


E.
Co-Chairs ensure publication of meeting minutes, including attendee list that depict agreements reached and action items assigned.  Points noted are documented upon request.


F.
Co-Chairs will be neutral while moderating meetings and while performing other Working Group activities associated with acting in the capacity of chair.


G.
Co-Chairs will reiterate the need for members to respect the dignity of each other. 


H.
Co-Chairs will provide for the review of monthly presentation to NANC. 

II.
Balanced in Interest Group Representation


A.
Co-Chairs are responsible to ensure appropriate balance of interest group segments within the Working Group.

B. Co-Chairs should ensure validity of Working Group recommendations.

1. Working Group meetings should sustain and encourage adequate interest group representation.


C.
Attendance at Working Group and sub-team meetings is open to all interested parties.

III.
Conduct of Members


A.
Respect for the dignity of members must be assured.


B.
The rights of members with a minority opinion must be protected.



1.
Minority opinions are included in written documents upon request.

IV.
Decision Process


A.
Substantive decisions must be made only when adequate interest group representation is present.


B.
Working Groups and sub-teams use the consensus method for decision making.



1.
Team members receive one voice per entity for consensus purposes.



2.
Co-Chairs determine consensus consistent with input from team.

B. Unresolved substantive issues should be escalated through NANC teams in the following order.



1.
Task Force



2.
Working Group



3.
NANC


D.
Unresolved substantive issues pertaining to operating principles should be escalated through NANC teams in the following order.

   

1.
Task Force



2.
Working Group



3.
NANC Steering Committee



4.
NANC

V.
Communication Process


A.
E-mail is the standard for all Working Group and sub-team correspondence.


B.
Co-Chairs are responsible for maintaining updated contact lists.


C.
Meeting minutes, meeting announcements, draft reports and other documents are distributed to the contact list in a timely fashion.


D.
Matrix of Working Group work items distributed monthly to team members and the NANC chair.


E.
Members have an obligation to be present and represent their interest group and are expected to identify themselves for meeting records.

VI.
Working Group Relationship with NANC


A.
NANC establishes, directs work to Working Groups, and sets due dates for the delivery of reports to NANC.  


B.
Working Groups develop draft NANC recommendations, which NANC can accept, remand back with additional direction, or change. 

1. If time allows, the disagreement will be communicated to the Working Group for further review. 



2.
If time does not allow, the NANC will clearly indicate that the change is not the product of the Working Group, for example, through the use of a footnote or by clearly titling the document as a NANC document.   



3.
The NANC may disagree with recommendations of a Working Group and will consider making changes to it only after communicating the reasons for the change and taking into consideration the positions of the Working Group participants to the greatest degree possible.          

VII.
NANC Status Reports

 
A.
Co-Chairs coordinate monthly updates to the matrix of work items being managed by the Working Groups and sub-teams.


B.
Co-Chairs develop monthly reports for NANC providing current status on work items from the matrix as determined necessary by Co-Chairs and Working Groups.


C.
Co-Chairs attend monthly NANC meeting and provide Working Group status reports.

VIII.
Due Process


A.
Final closure (e.g. reports and recommendations) should undergo a minimum period for review by team members.


B.
Document preparation, change, and approval management.



1.
Editor adds revision marks in document to indicate new text (old text remains).



2.
Working Group reviews and approves revised text or make changes.



3.
The Working Group reviews and approves changes. 



4.
Editors remove revision marks and delete old text. 



5.
The Working Group has opportunity to review the final document.



6.
The Working Group will develop a timeline near the completion of its task to facilitate an orderly document change and approval process. The timeline date intervals will be developed by the group to allow the flexibility to meet the needs of the group.  



7.
The Co-Chairs will present a summary of highlights and specific recommendations and conclusions to the NANC in bullet style presentation format. 



8.
Co-Chairs will be readily accessible during critical timeline milestones. 

IX.
Meeting Decorum


A.
While it is the responsibility of the Co-Chairs to maintain the environment, it is the responsibility of the individual participants to act in a civil manner.    



1.
Nothing should be said that could potentially be personally offensive to any participant.



2.
Refrain from attacking a participant’s motives.



3.
Confine remarks to the merits of the pending question or issue.



4.
Refrain from speaking adversely on prior actions or issues - focus on the “now”.



5.
Refrain from disturbing the meeting.



6.
Recognize and be sensitive to antitrust laws.
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