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Intent

The intent of this document is to articulate the agreed operational procedures of the Open CSA Member Section Steering Committee (SC), for reference both by the steering committee and by any member of the Member Section. It is a working document and can be updated at any time with the agreement of the Steering Committee. At minimum, this document will be reviewed for completeness and correctness annually.

Steering Committee Positions

The following positions are elected by the Steering Committee members on an annual basis using the same STV proces as is used for Steering Committee elections: 

1. Chair:




2. Vice-Chair:


3. Secretary:


Re-elections will be done in July of each year and positions will be held August 1 through July 31.  Candidates will take their seats during the first meeting in August (or next meeting thereafter) each year.  

Regular Teleconference Processes

1. SC Teleconferences

· Periodically, as determined by the group, typically monthly, 9am PT 2nd  Friday of the month
· Calls are also logged in Calendar section of Member Section Web Site [1].

· Standard Format of Agenda is:

· Roll Call & Agenda Bashing 

· Previous Minutes Review & Approval

· Open Action Item Review

· Series of carried-forward items

· Series of new items

· Any Other Business?

· Future SC Agenda Topics?

· 
· Confirmation of next Teleconference. 

· Call-in information:
· Provided in  the calendar section of the OASIS website and/or via email.
 
	
	

	
	

	
	

	
	

	
	

	
	


2. SC Agendas

· Agenda will be created in advance of the call by the SC Chair or delegated to another SC Member in the absence of the Chair.

· SC Members are encouraged to post potential agenda items in advance of each call on the Member Section mailing list [4].

· All Open CSA Members are invited to post issues for SC consideration onto the Member Section mailing list [4].

3. SC Participation

· Active participation in SC Teleconferences is limited to SC members; Roberts Rules will apply.

· Observer participation is open to all Member Section members. Contributions to the discussion are at the discretion of the Chair.

4. SC Minutes

· Draft version of SC Minutes are produced within one week by the SC Secretary and are both e-mailed to the Member Section mailing list [4] and posted as .txt files on the Member Section Web Site document repository [2].

· Final version of SC Minutes are approved at subsequent SC meeting and are both e-mailed to the Member Section mailing list [4] and posted as .txt files posted by the SC Secretary on the Member Section Web Site document repository [1], with equivalent drafts being removed.

· Action Items are logged by the SC Secretary on the Member Section Web Site Actions List [1]. Notifications are automatically sent to Action Item owner.

· Meeting Attendance is tracked in the meeting minutes for each SC meeting.

5. SC Documents

· We expect all SC Documents to be available to all Open CSA members and thus both draft and final versions will be filed on the Member Section Web Site document repository [1].


Summary of Use of Member Section Kavi Web Site [1]

The Steering Committee will, except in rare exception cases, always use the Member Section web site for the resources below, to ensure full openness in Steering Committee work:

· Mailing List [3]

· Normally used for Steering Committee business.

· Calendar:

· All key meetings, events, checkpoints relevant to the Steering Committee and/or Member Section as a whole.

· Documents:

· Current Draft and all Approved SC Minutes in .txt documents.

· All other Steering Committee and Member Section Draft and Final Documents.

· Automatic notification to members is turned off.

· Ballots:

· Will use the OASIS balloting tools.

· Action Items:

· Steering Committee Action Items list.

· Automatic notification to members is turned off.

Summary of Use of Steering Committee Kavi Web Site [2]

· Mailing List [4]

· Only used in rare exception cases, should a Steering Committee member deem that a posting my be sensitive, confusing, or other valid reason, then this mailing list is available for such matters, and it is left to the judgement of the originating SC member. 

· Calendar:

· Personal unavailability of SC Members through vacation, other commitments, etc.

· Documents:

· Not used.

· Ballots:

· Not used.

· Action Items:

· Not used.

Work Plan

The scope of work of this Member Section is defined in the Member Section Work Plan, held on the Member Section Documents Database [1]. This work plan should be reviewed by the Steering Committee on an annual basis. 

Approval of TC Charters

Newly proposed TC charters that wish to affiliate with our Member Section will do so through the normal OASIS process.

· As individual OASIS members, we should individually post any responding comments to the <oasis-charter-discuss> mailing list (as all other OASIS members have been so invited, 

· Issues that a Steering Committee Member feels are important enough to be addressed by a Steering Committee discussion should be sent to the Member Section mailing list [3] for further consideration at either the next, or a special, Steering Committee teleconference. 


The above should take place in a timely manner during the fourteen day review period.

The SC will take two formal votes on proposed charters:

1. Close to the end of the fourteen day review period, the SC will take a formal interim vote based upon both the charters and the mailing list traffic. The purpose of this vote is to give the convener(s) formal feedback before the charter is finalized. The Feedback is e-mailed by the SC Secretary to the Conveners, copying the Member Section mailing list [3] and the <oasis-charter-discuss> mailing list.

2. Following Charter finalization, but before the Call for Participation, the SC will formally vote regarding affiliation to the Member Section, as required in OASIS Procedures.

Inter –TC Coordination

A subcommittee of this Steering Committee has been formed: the OpenCSA TC Liaison Subcommittee. This subcommittee has its own charter identifying its role and membership. The charter requires the Steering Committee to have at least one member on the subcommittee.

Quarterly Reports to OASIS Board

Since the OpenCSA Member Section is not funded by OASIS, no quarterly report will be created or submitted. 

References

[1]
Member Section Kavi Web Site, containing Document Repository, Action Tracking and Calendar Items:


http://www.oasis-open.org/apps/org/workgroup/opencsa-ms
[2]
Steering Committee Kavi Web Site, containing Document Repository and Calendar Items:


http://www.oasis-open.org/apps/org/workgroup/opencsa-sc
[3]
Member Section Mailing List:

opencsa-ms@lists.oasis-open.org
[4]
Steering Committee Mailing List:

opencsa-sc@lists.oasis-open.org
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