Based upon the discussions at the February 24, 2009 ESS-ITS meeting, I have drafted the following language.  Marcie

Concepts document – The first phase of responding to a standards request often involves developing consensus on the concepts which will be utilized in the development of a Recommendation. The webcaster will maintain a document called the Concepts document which will contain information on the development of concepts. Included in this document will be a description of the consensus achieved, whether consensus was by general consent, straw vote or by formal motion (with reference to the Motion number contained in the Record of Formal Motions) and whether an issue was raised and subsequently referred to the Parking Lot (with reference to the Parking Lot number contained in the Parking Lot). 

Through the course of a meeting, if the chair believes that all participants agree on a certain concept, the chair will ask the webcaster to include the concept in the Concepts document as consensus by general consent. If any participant opposes the item, it cannot be labeled as consensus by general consent. When there is disagreement, the chair may take a straw poll to determine the majority opinion.  Alternatively, a participant may make a formal motion.
The webcaster will keep the Concepts document up-to-date in the event the subcommittee revises the consensus positions. For example, if a formal motion is later rescinded the Concepts document will be updated to reflect that the motion was rescinded. Similarly, when a Parking Lot item has been resolved, the webcaster will up-date the Concepts document to reflect the resolution of the issue.

Within five business days, this Concepts document will be posted on the NAESB ESS and NAESB ITS websites in the “Minutes” column: http://www.naesb.org/weq/weq_electronic_scheduling.asp and http://www.naesb.org/weq/weq_info_technology.asp).   When the topic will be discussed in future meetings, the document will be posted in the “Misc.” column, as a work paper for the next meeting where the topic will be discussed.
[The following paragraph should be included as part of the Document Management section.]
Pre-Meeting Preparation – Prior to the meeting. the co-chair designated to chair the meeting should send an e-mail to NAESB advising who will be running the webcast for that meeting. When the webcast will be hosted by NAESB, NAESB staff will send an e-mail to the webcaster with instructions and access codes for using the webcasting software.

Within 24 hours of the start of the meeting, the webcaster should download onto their computer all of the workpapers posted on the NAESB website for that meeting, as well as the draft agenda. The webcaster should name the files so that they are easily identified. For example, the webcaster may decide to include the workpaper number and a brief description in the file name:  w3 concepts document.doc. The webcaster should turn on the track changes option and should change the date contained in the footer of most documents.
[The following paragraph should be included in the section containing the various types of motions.]
Withdrawal of a Main Motion – The motioner may withdraw their Motion at any time prior to commencement of voting by advised the chair. Approval of the subcommittee is not required to withdraw a motion. If a participant does not agree with the withdrawal of the motion, they are free to make that motion.
