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1 
Introduction
This document provides information about the NGN Management Focus Group (NGNMFG) documentation structure and relevant website/ftp area aspects, and on the NGNMFG email list.
2 
Registration
Access to NGNMFG documents requires registration. A registration form is available online at:

http://www.itu.int/ITU-T/studygroups/com04/edh/subscribe-ngnmfg.html
If you have any queries or problems with accessing NGNMFG documents, please email with relevant information to tsbsg4@itu.int.

3 
Web/FTP area access

Documents are available on the NGNMFG website/ftp area: http://ftp3.itu.ch/ngnmfg 

To access the documents, you will be requested to login with the username and password which will be provided after registration.

For FTP and bulk download, please use an FTP client/application with the following settings: 
· Hostname: ftp3.itu.int 

· Host Type: UNIX (standard) 

· Use username and password provided after registration
4
Structure of the website/ftp area 

The website/ftp area comprises three main areas: Permanent Documents, Information about meetings and meeting documents, and Inbox area for ftp document upload.

Note that all directories allow read and write by all persons who are registered. Participants are kindly requested to obey the rules for writing to these directories as given in this document.

4.1 
Permanent Documents

In this sub area, Permanent Documents for the NGNMFG will be made available. Permanent documents are documents which remain valid after a particular meeting has been closed. 

Currently, the NGNMFG Terms of Reference document, this EDH Facilities information document, and document templates are available in this area. 

A more detailed structure will be created when needed.

4.2 
Information about meetings and meeting documents

In this sub area, information about meetings and meeting documents will be made available. Information about meetings comprises meeting date and times, location (for physical meetings), conference call data (for virtual meetings) and links to the meeting document areas.

For each meeting, there will be three document areas: Input, Output, and Report.

4.2.1 
Input document area

The Input document area will contain all input documents for a meeting: agenda, contributions from the FG members, incoming liaisons, proposed outgoing liaisons etc. It will be populated by NGNMFG management, based on contributions received from members via the inbox or by email.

4.2.2 
Output document area

The Output document area will contain all agreed output documents from a meeting, like approved outgoing liaisons, approved work programme (schedule of deliverables), editor’s documents approved by the group and finalized/NGNMFG-agreed draft texts It will be populated by NGNMFG management.

4.2.3 
Report document area

The Report document area will contain the report from a meeting. It will be populated by NGNMFG management.

4.3 
Inbox area for ftp document upload

This sub area, which consists of a single directory, may be used by participants to upload documents for use by the NGNMFG. These documents may include: contributions for a meeting, edited draft deliverables, etc. See section 6 for more details.

5 
Document identification

5.1 
Input documents
Files are named NGNMFG-ID-### and document numbering will be continuous from one meeting to the next (although they are stored in a separate area per meeting). The first two document numbers for each meeting will be reserved for the Agenda and Document List.
5.2 
Output documents
Files are named NGNMFG-OD-### and document numbering will be continuous from one meeting to the next (although they are stored in a separate area per meeting).
5.3 
Reports

NGNMFG meeting reports are named NGNMFG-MR-### and document numbering will be continuous from one meeting to the next.
6. 
Drafting and submitting documents for a meeting

Please use the applicable template available from http://ftp3.itu.ch/ngnmfg/perm/, clearly filling in source, title and meeting coordinates in the header, and the contact information in the footer on the first page. The number XXX will be provided by the NGNMFG staff. 

The NGNMFG uses English as its working language for documents and meetings.

Documents may be submitted by uploading to the inbox area (see section 4.3) or mailing to lmak@lucent.com. After uploading, please inform the NGNMFG members via ngnmfg@itu.int. 


7.
NGNMFG mailing list

The NGNMFG mailing list address is ngnmfg@itu.int. You may subscribe to this reflector using the online subscription form available on: http://www.itu.int/ITU-T/ngn/edh/subscribe-ngnmfg.html.
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