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Contracting Office: Internet Society, on behalf of the IETF Administrative
Oversight Committee

Address:
Internet Society
Agenda Tool
Attention: IAD
1775 Wiehle Ave.
Suite 201
Reston, VA 20190-5108

Description:

This is a Request for Information (RFI) only, it is not a Request for Proposals (RFP).
Solicitations are not available at this time. An RFP is anticipated in April 2012 for a
contract to commence June 2012. This notice does not constitute a commitment by the
Internet Society (ISOC) or the Internet Engineering Task Force (IETF) to issue an RFP.

We seek information on how our IETF Meeting Agenda scheduling requirements could
be meet with existing, custom-developed, or hybrid tools, and how existing scheduling
software vendors might meet our needs. Solutions may vary from a customization of an
existing application to the development of the tool from the ground up. Cost estimates
for proposed solutions are desired. Additionally, the IAOC seeks comments from the
IETF community on the Statement of Work.

The Statement of Work describes the requirements for a new IETF Meeting Agenda
Creation Tool. The agenda tool will manage all meeting scheduling and space allocation
associated with regular IETF meetings. This includes working group sessions, leadership
meetings, EDU (training) sessions, Birds of a Feather sessions (BoFs), office hours,
registration, breaks, and more. Currently these meetings occur three times a year, take
place over 7 days with between 250 and 300 distinct sessions each, and between 8 and 12
of these sessions taking place concurrently. The tool will also manage meeting
scheduling for Large Interim Meetings (LIMs). These are meetings are expected to take
place over 2 to 3 days, with 3 sessions taking place concurrently.

The tool will automatically generate the agenda, finding the most appropriate match of
venue (room capacity and availability) and the session request profiles, which includes
conflicts to be avoided. The tool will also be flexible enough to allow for ongoing
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updates and schedule regeneration as the meeting content evolves. To accommodate trial
of alternate scheduling algorithms and report generators, the tool shall export and import
well-documented structures in csv (comma separated value) format at each stage of the
workflow. Finally, the tool will support a variety of reporting functions.

Here are examples of the IETF Meeting schedule for IETF 82 in Taipei. There are
several format outputs desired: html, txt, and ics. Support for publication in additional
formats, especially formats for mobile devices, is desired.

https://datatracker.ietf.org/meeting/82/agenda.html
https://datatracker.ietf.org/meeting/82/agenda.txt
http://tools.ietf.org/agenda/82/

License: It is requested that licensing terms be described for any proposed solution.
Administrative Matters:

(1) Responders shall not be obligated to develop the tool described herein and it is
understood by the IAOC and Internet Society that the cost estimates provided, if any, as a
result of this request, are “best” estimates only.

(2) All information submitted in response to this announcement must be in English, is
voluntary, and may be used in the development of an RFP.

(3) Information received will be made public in accordance with the following
guidelines:

a. Comments and suggestions on the Statement of Work received from any party.
All material provided in this section will be made public without attribution.

b. Expressions of interest will be kept confidential within the ISOC, IAOC, and
the IETF leadership. Vendors expressing interest will not be identified publicly, nor will
any cost estimates received from such vendors.

(4) The failure to respond to this RFI will not bar an organization from responding to an
RFP. The Internet Society and the IAOC will not pay for information requested, nor will
they compensate any respondent for any cost incurred in developing information
provided.

(5) Questions shall be directed to agenda-tool@ietf.org no later than 9 March 2012.
Responses to these questions shall be posted by 14 March 2012. The identity of the
questioner will not be posted.

(6) Respondents desiring notice of the RFP announcement should request notification on
the appropriate submission form.

(7) The response date is 27 March 2012. Responses to this RFI should be submitted to
agenda-tool@jietf.org.
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(8) Point of Contact

Ray Pelletier, IETF Administrative Director
agenda-tool@ietf.org
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IETF Meeting Agenda Creation Tool
Statement of Work

Overview:

This document describes the requirements for a new Secretariat Meeting Agenda
Creation Tool. The agenda tool will manage all meeting scheduling and space
allocation associated with regular IETF meetings. This includes working group
sessions, leadership meetings, EDU sessions, BoFs, office hours, registration, breaks,
and more. Currently these meetings take place over 7 days and have between 250 and
300 distinct sessions, with between 8 and 12 of these sessions taking place
concurrently.

The tool will also manage meeting scheduling for Large Interim Meetings (LIMs).
These are meetings are expected to take place over 2 to 3 days, with 3sessions taking
place concurrently.

The Secretariat will construct the agenda template in the tool by entering venue, date
and time information. The community will input the agenda content by submitting
session requests. The tool will automatically generate the agenda, finding the most
appropriate match of venue (room capacity and availability) and the session request
profiles, which includes the conflicts to be avoided. The tool will also be flexible
enough to allow for ongoing updates and schedule regeneration as the meeting content
evolves.

To accommodate trial of alternate scheduling algorithms and report generators, the tool
shall export and import well-documented structures in csv (comma separated value)

format at each stage of the workflow.

Finally, the tool will support a variety of reporting functions.
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Glossary

Meeting Types:

Session Meetings: A room that is used for an IETF working session: IETF working group
(WG), Birds of a Feather (BOF), or Internet Research Task Force (IRTF) research group
(RG) meeting.

Leadership Meetings A room used for formal meetings of IETF leadership — IESG, IAB,
IAOC, and NomCom.

Side Meetings: These are meetings of corporate teams, non-profit affiliates, or other
groups that wish to meet in conjunction with IETF meetings. Side meetings are of
secondary priority to other IETF working sessions in the scheduling process. Side
meetings can be either public or private.

Offices: Several groups or individuals may have an office during the meeting week.
Examples of current offices are: Secretariat, Internet Administrative Director (IAD),
ISOC, NomCom, and the Meeting Host. Offices can be either public or private.
Secretariat Assigned: The Secretariat assigns some space initially in the tool, preventing
the tool from moving these sessions to other parts of the agenda. Examples of such
sessions include the Welcome Reception, Terminal Room, Plenaries, Registration, and
EDU sessions. Offices may also fall into this category. These meetings can be either
public or private.

Group Acronyms

*  Working Group (WG):

Birds of a Feather (BoF)

Internet Research Task Force (IRTF)

Research Group (RG)

Internet Engineering Steering Group (IESG)
Internet Architecture Board (IAB)

IETF Administrative Oversight Committee (IAOC)
Nominations Committee (NomCom)

Education Team (EDU)

Agenda Terminology

Time Slot: the span of time for a meeting (example: 9:00am-11:30am).

Session Track: There are typically eight (8) concurrent session tracks, which is another
way of saying that we have eight rooms being utilized for working sessions at one time,
and each of those rooms is considered a track.

Venue Terminology

Room Name: The name that the meeting venue (the particular hotel or convention center) has
given to the room (example: 101B or Cypress)
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* Room Configuration: This refers to the furniture in the room, and the way in which it is
configured (example: theater, boardroom, u-shape).
* Room Capacity: This refers to how many people the room can hold (example: 50, 100, 800).

Meeting Terminology

* IETF Meeting: A meeting of the whole IETF. These meetings are sequentially numbered, and
they take place three times each year.

* Large Interim Meeting (LIM): A meeting of several working groups at the same venue.

Account Access Levels

All community members must be able to have an account on the scheduling tool. The
tool will reuse existing Datatracker account information. A community member is not
required to have an account in order to see the published IETF or LIM meeting
agenda, but it is anticipated that future enhancements — including a separate tool to
allow users to create personalized versions of the agenda — will require an account.

Level One: Secretariat

The Secretariat must have access to all portions of the tool. The Secretariat must be
able to create, edit, delete and view all meeting information. The Secretariat must be
able to take actions on behalf of any other user, although audit logs will indicate which
person actually took the action.

Level Two: IETF Leadership

Level Two users are composed of all areas of IETF leadership and include members of
the IAOC, IESG, IAB, and the IRTF Chair. Level Two users must able to view
information for all sessions. They can view blackout dates, as well as private sessions.

Actions available to Level Two users include adding, editing, or deleting a session.
Area Directors must be able to take these actions for any WG within their Area, and
the IRTF Chair must be able to take these actions for any IRTF RG.

Level Three: Chairs and Secretaries

Level Three users include Working Group (WG) Chairs, WG Secretaries, and IRTF
Research Group (RG) Chairs. Level Three users can view all sessions except those
classified as Leadership or Private Side Meetings; those meeting slots show up as
unavailable, but no details are provided.

Actions available to Level Three users include adding, editing, or deleting a session.
WG Chairs and WG Secretaries must be able to take these actions for their WG. RG
Chairs must be able to take these actions for their RG.

Level Four: General Community

General [ETF Community users can view IETF WG, IRTF RG, and EDU sessions,
Public Side Meetings, as well as all plenary, breaks, and so on. If the user has made a
request for a Private Side Meeting, then the user can also see that meeting on the
schedule.

Actions available to Level Four users include requesting Public and Private Side
Meetings.
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Phases of Agenda Development
Below is a brief overview of the four distinct phases of agenda development.

Phase 1: Template Creation

Phase 1 consists of the Secretariat’s construction of the agenda template, which
includes such things as input of date and venue information as well as Secretariat
Assigned spaces. The Secretariat will also provide the cutoff date for session requests.

Phase 2 — Draft Agenda: Internal Review

Once the template is ready, the Secretariat will indicate that the tool can receive
session requests and scheduling will begin. With each new session request provided by
Level Two and Level Three users, the tool will match the session request information
with the venue information to produce a schedule with the minimum number of
conflicts, producing a revised draft agenda. At a time configured by the Secretariat,

the tool will stop accepting session requests. Prior to that deadline, the Secretariat and
Level Two users address conflicts that cannot be resolved automatically by the tool.

Phase 3 — Draft Agenda: External Review

Once all of the requests are made, the IESG and Secretariat meet to discuss and
resolve the most significant of the outstanding conflicts. The result is the first public
draft of the agenda; it is made publicly viewable and shared with the community on
the IETF website. There is a period managed by the Secretariat, typically about a
week, for the community to review the agenda and recommend changes by email. The
agenda is quite dynamic during this external review period.

Phase 4 - Final Agenda

The agenda is considered final when it is ready to go to print; at this point, the
Secretariat must be able to mark the agenda as final in the tool. This occurs
approximately three weeks prior to the meeting. Once the agenda is marked as final in
the tool, only Level One (the Secretariat) users can make changes. Throughout the
meeting, the Secretariat will continue to use the scheduling tool to make changes to
the agenda. Examples of possible changes include last minute session cancellations,
meeting room swaps due to a surprise in the number of attendees, and high-priority
late requests from the IETF leadership.

Creating A New Meeting Template
The first step in building the IETF meeting agenda is for the Secretariat to create a
template for the meeting.

General Meeting and Venue Information
The Secretariat starts by inputting basic meeting information into the tool. The basic
meeting info fields include:

Meeting Type (IETF or LIM)

Meeting Start Date [YYYY/MM/DD]
Meeting End Date [YYYY/MM/DD]
Meeting City [text field]

Meeting State [text field]

Meeting Country [Two letter abbreviation]
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Local Time Zone [as UTC offset]

Max number of concurrent session tracks (default is the number from the prior
meeting)

Duration of each meeting slot

Date and time when the tool will start accepting session requests
[YYYY/MM/DD HH:MM TZ]

Date and time when the tool will stop accepting session requests
[YYYY/MM/DD HH:MM TZ]

Meeting Space Information
The Secretariat will be able to add the following information about the meeting rooms
and other contracted space in the venue:

* Venue name

* Venue address

* Room name [text field]

* Break area name

* Registration area name

* Contracted availability date range [YYYY/MM/DD - YYYY/MM/DD]
+ Contracted availability time range (can be different from day to day)

* Room Capacity [text field]

Meeting Types
Meeting Types persist from meeting to meeting; however the Secretariat must be able
to create, edit and delete space types at any time. Initial space types include:

Session Meetings
Leadership Meeting

Public Side Meeting

Private Side Meeting

Public Office

Private Office

Public Secretariat Assigned
Private Secretariat Assigned
Other [text field]

Room Configuration:

Room Configuration types also persist from meeting to meeting. The Secretariat must
be able to create, edit and delete room configuration types at any time. Initial room
configurations include:

Theater / Classroom
Theater

Classroom
Boardroom
U-shape
Registration
Lounge

Open (no furniture)
Other [text field]
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Room Capacity:
Room capacity will change from meeting to meeting based on the venue. The Secretariat
must be able to set the room capacity based on room configuration.

Additional Comments:

This will be a text field, to be used by the Secretariat to note any peculiarities about a
room (e.g., giant pillars, odd trapezoidal shape) that need to be taken into
consideration.

Designating Space as Unavailable
The Secretariat must be able to designate when a room is not available for use,
according to contract terms. This is known as a “blackout period.” The Secretariat
must be able to set blackout periods for each room. The Secretariat must be able to
locate blackout periods based on the following options:

Select Room (based on the list of rooms previously entered)

Select Date or Date Range

Select Start of Blackout time

Select Stop of Blackout time

There must be a text field associated with each blackout period for additional
comments.

Pre-populated Agenda Template

The Secretariat constructs the meeting template. The Secretariat will be presented with
a pre-populated template based on a prior IETF meeting agenda or LIM agenda
depending on what the Secretariat selected during initial meeting creation. The
template contains meeting tracks and time slots from a prior IETF meeting agenda or
prior LIM agenda. However, the tool will not bring forward room names from the
prior meeting, as those change from meeting to meeting. Also, the dates will be
automatically adjusted to those of the new meeting.

The pre-populated schedule will contain the information below:

Date Start Time End Time [Session Name
Sunday, 2 Mar 2012 0900 1130 Session Track #1

When entering information, the Secretariat must be able to easily and quickly select
such things as meeting start and end times, and the Secretariat must be able to adjust
hours and minutes separately. The Secretariat must also have the ability to add new
dates, session slots, and so on. The Secretariat must be able to edit all prefilled
template content. The Secretariat must also be able to add or edit the types of space
that are available.

The Secretariat must be able to export the agenda template as text file or csv file.

Building a New Agenda Template

The Secretariat must be able to build a new agenda template from scratch. The tool
must prompt the Secretariat (“Do you really want to proceed?”’) before overwriting
any existing template, and the tool will not alter an existing template without an
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affirmative answer. There must also be a way for the Secretariat to replace the
template based on another prior meeting, again only after an affirmative answer.

When starting with a new template, the Secretariat will input all date and time slot
information. The Secretariat must be able to choose whether the time slot is for one,
some, or all of the meeting days.

Secretariat Assigned Meetings

Once the template is ready, the Secretariat must be able assign certain groups into
space manually. The Secretariat takes this action based on considerations such as one
room’s proximity to another, the need for privacy, and so on. These considerations
may be too complex for the tool to manage automatically. Alternatively, the
assignment is so clear that it is simpler to bypass automatic scheduling (e.g., there is
only one room that can support the plenary session). When the Secretariat assigns a
session, it must be locked into place and the tool will not attempt to move it as part of
subsequent conflict resolution processing.

The Secretariat must be able to assign any group to a room manually even if the tool
handled this assignment during a previous iteration of the conflict resolution
processing. Examples of groups / spaces that are typically assigned by the Secretariat
are:

Welcome Reception

Newcomers’ Meet and Greet

Companions’ Reception

Plenaries

Terminal Room

Code Sprint

Beverage & Snack Breaks

Registration

Secretariat Office

Host Office

All Leadership Meetings (IESG, IAOC, IAB)

Session and Meeting Requests

Once the Secretariat Assigned spaces are complete (approximately 12 weeks from the
meeting) the Secretariat will invite WG Chairs, WG Secretaries, IRTF Chair, RG
Chairs, ADs, and other community members to request slots at the upcoming IETF
meeting.

Working Group Session Requests

Users must login prior to requesting IETF or IRTF meeting sessions (example: alto, a
working group meeting). Only Level One, Two, and Three users are authorized to
make working group requests. Datatracker username / password must be used for the
user to request sessions within his/her scope of responsibility.

Some fields in the sessions request form are required; others are optional. The required
fields are noted below with an *.
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a) Number of Sessions and Session Length *

Default is one session, but users can request two sessions if desired. If users request
more than one session, they must be able to select unique requirements for each
session. If a user wants three sessions, the user must request the third session after the
first draft of the agenda has been made public. Default time for all sessions is one
hour, but users must be able to specify longer sessions, as determined by availability
in the meeting template. However, if the user selects anything longer than a one-hour
session, the tool must require the user to input text explaining how the additional time
will be used.

If a third session is requested, an Area Director must approve the request before it is
scheduled. As noted earlier in this document, the Secretariat can also take this action;
however, the time constraints and Area Director approval are not imposed on the
Secretariat.

b) Number of anticipated participants *

If the WG has met before, the tool will automatically display the number of people
who signed the blue sheet at the prior meeting. If the group meet more than once at the
previous meeting, the tool displays the greater of the two (or more) attendance
numbers. This field cannot be updated, but there will be a separate field for users to
add number of people anticipated at the coming session. If the user requests a room
capable of accommodating a group much larger (more than 50 people) than the
attendee count from the previous meeting, the tool will require the user to provide
explanatory text.

c) First priority conflicts *

The user must be able to identify working groups, Area meetings, IRTF groups and
BoFs. The tool must warn users if any of the supplied names are not in the
Datatracker database. Conflict information must not be inherited from the previous
meeting.

d) Second priority conflicts *
This will look the same as first priority options, but collisions are less troublesome
than those in the first priority list.

e) Third priority conflicts
This will look the same as first and second priority conflict options but collisions are
less troublesome than those in the first priority list or the second priority list.

f) “Please do not schedule on” conflict

The tool will present the user with a list of available meeting dates, configured during
the initial meeting template creation process. The user must be able to ask to avoid a
date or a specific session on a date. The user must provide an explanation in a text
field for such a request.

g) Room configuration

The default configuration is theater, with some classroom in the front. Other options
include: classroom, boardroom and u-shape. A graphic representation of each option
must be available to the user. If the user selects anything other than theater, then the
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user is required to include text explaining why they need alternate configuration. Here
the tool will also provide a description of the room amenities such as one projector,
one wireless lapel microphone, one standing microphone. If these room amenities are
insufficient, the user may make a special request (see below).

h) Special Requests

The user must be able to enter special requirements in a text field. This is used for
requesting such things as a second projector, an additional microphone, a flipchart,
and so on. The tools must display a warning that there may be a cost for some items.

Side Meetings

All members of the IETF community can request use of IETF meeting space for
corporate, affiliate or other meetings. These meetings require AD, IRTF Chair, or
IETF Chair approval before they can be scheduled, and space is allocated for side
meetings only after all WG sessions have been scheduled. A login will be required for
side meeting requests, and in some cases, such as corporate meetings, a fee will apply
for use of IETF meeting space. Once the user is logged in, the tool will display the
name and email address of the requestor as part of the session request information.

When requesting a side meeting, users will input the following information:
+ Company / Meeting Name
* Phone
* Desired Meeting Date
* Alternate Meeting Date
* Meeting Type (If IETF meeting, select appropriate Area. If external meeting,
select corporate or non-profit as appropriate)
* Make this meeting viewable on public agenda? (Yes/No)
* Additional Contact Name
* Additional Contact Email
* Additional Contact Phone
* Expected Attendance
* Desired Meeting Start Time
* Duration of Meeting
* Room Configuration
* Speakerphone Requested (Yes/No)
* LCD Projector Requested (Yes/ No)
* Food & Beverage Requested (Yes / No)
* Comments (text field)

All requests must be reviewed by an AD, the IRTF Chair, or the IETF Chair. If the
side meeting request is associated with a WG, BOF, or RG, the tool sends an email to
the supervising AD or the IRTF Chair. If space for a corporate or affiliate meeting is
requested, then the request is sent to the IETF Chair. The email will contain an
embedded link to the request record, which will include a place for the recipient to
mark the request at “under review,” “approved” or “rejected.” The recipient must be
able to provide comments to the requestor in a text field.

If the request is approved, the tool will pass the information on to the Secretariat for
scheduling.
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Informal Leadership Meetings

In addition to the formal leadership meetings, the IESG, IAB and IAOC each have a
designated room that they can reserve for their own side meetings. The tool should
enable each leader to reserve time in the appropriate room.

Session Notifications and Confirmations

When someone makes an initial session request, the tool sends a confirmation email to
the requester. The email will contain a record of all session request details and will
also include an embedded link that will take the user directly to that session request in
case updates are needed.

The Secretariat will also receive an email notifying them that a new session request
has been submitted. The email will contain all session request details, including
requestor name and email address.

Making Changes to a Session Request

Anyone who makes a session request must have the ability to login and update the
request if desired (e.g., if a conflict with a particular day changes). Upon login to the
tool, the user will see a list of their meeting requests that have already submitted, and
will be able to edit any of those requests. The Secretariat must also have the ability to
edit these requests.

Note that one WG Chair can request a session, and then if another WG Chair for the
same WG were to login, they will see the request made by the first WG Chair.

Session Change Request Notifications

When a user updates their session request, the Secretariat will receive email
announcement with the subject “[Meeting Name]: Meeting Request Changed” and the
body of the email will contain only what was changed, Email will contain link to
entire request, so that Secretariat can easily access it for further review.

Locking the Tool

The Secretariat must have the ability to indicate dates / times when the session request
portion of the tool will close, as well as when it will reopen. Once this information has
been set, the tool will act automatically to close, and then reopen scheduling as
dictated by the Secretariat. In addition, the Secretariat will have the ability to craft a
message that will be displayed to users when they attempt to use the tool during this
locked time. Only the Secretariat will have the ability to make updates when the tool is
locked.

Hold and Hide

The Secretariat must be able to indicate that the details of a session should not be
displayed, which means that this meeting session will appear on the public agenda as
“reserved”, without naming a specific use of the room. The Secretariat uses this option
when a session has been reserved, but the meeting is not to be publicly announced.
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Assigning Space and Managing Conflicts

Conflicts with Venue Space and Availability
The tool must allocate meeting space to working sessions based on best fit between
the request and the venue. Factors that the tool must consider include:
* Room availability
* Match of room size with forecasted attendance numbers (within 25 persons)
* Availability of desired room configuration.

The Secretariat must be able to assign soft priorities to all constraint categories in
order to ensure the tool can adapt to the changing priorities of the IETF.

Conflicts with Working Sessions

The tool must also address session conflict issues. As above, the Secretariat must be
able to assign soft priorities to all constraint categories with working sessions. An
example of a possible conflict prioritization scheme is below.

Avoid scheduling sessions at the same time if:
1. They have the same managing AD.
The result would be a working group session conflicting with its Area meeting.
The result would be a BoF held at the same time as an open Area meeting.
There are first priority conflicts for both groups.
There are first priority conflicts for one group.
There are second priority conflicts for both groups.
There are second priority conflicts for one group.
There are third priority conflicts for both groups.
There are third priority conflicts for one group.

e A Al

Definition of First, Second, Third Priority Conflicts:
These definitions should be visible to WG Chairs, WG Secretaries, RG Chairs, Area
Directors, and the Secretariat as they are making session requests.

First Priority: the meeting is not worth having if this conflict remains and/or key
members of the leadership must attend both sessions.

Second Priority: Some contributors will not be able to attend and/or the meeting will
not be as productive as possible if this conflict remains.

Third Priority: Ideally these sessions should be scheduled at different times.

Users may list a given group as a conflict in only one category. That is, a user cannot
indicate that a group is both a first and a second priority conflict. The tool must
prohibit the inclusion of the same group on more that one of the conflict lists.

Manipulating Conflict Request Priorities

It is almost impossible to schedule a session without encountering any sort of conflict,
and the importance of a particular conflict many change from meeting to meeting. To
accommodate such changes, the Secretariat must be able to manipulate the priority
that a particular conflict request receives when the tool is creating the agenda. The
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Secretariat must be able to manipulate conflict priorities must apply to an individual
session request or to all of the session requests. As an example, the Secretariat must be
able to rank the priority level of a request such as “Do not schedule on Friday” for an
individual session request, and also for all requests at once.

Conflict Resolution

The online calendar view of the agenda must allow the Secretariat, the Area Directors,
and the IRTF Chair to easily see conflicts. One possible technique is to use colored
highlighting. The Secretariat must be able to make adjustments to the schedule in real
time. One way that the Secretariat can make these adjustments to the schedule is by
manipulating the conflict priorities (as described above) and allowing the tool to
generate a new agenda revision. In addition, the Secretariat must be able to make
adjustments manually by “dragging and dropping” a session into a new session in the
calendar view, and then the tools will lock that assignment into place and update the
conflict display, showing the conflicts the move generates or relieves. This can all be
done in a “what if mode” so that none of the changes are saved to the agenda until the
Secretariat chooses to commit them. Further, the Secretariat must be able to save
named versions of the agenda, and the Secretariat must be able to easily revert to any
of the named versions. Date, time and user name that created the named version must
be stored with the named agenda. One possible example of how this calendar view
might look can be found at http://datatracker.ietf.org/meeting/agenda/#INT.

The Secretariat must be able to generate a conflict report as a text file or csv file.
Conflict data will be included as an export option, and the venue conflicts will appear
in a different cell than session conflicts. The Secretariat must be able to choose to
export all data, or only some of the data based on session request, Areas, tracks, days,
or other criteria.

Level Two users must be able to access the agenda in “what if mode” and manipulate
it in the same way as the Secretariat, except that Level Two users cannot save their
result as the active agenda. Level Two users can only save their result as a named
agenda.

Each named version of the agenda must have a unique URL, which Level One and
Level Two users are able to share with each other.

The Secretariat and the IESG hold a conflict resolution meeting, and an application-
sharing tool such as WebEx is used during this meeting to review conflicts and resolve
challenging scheduling issues. During this meeting, the participants will manipulate the
agenda (see the Manipulating Conflict Request Priorities section and the Conflict
Resolution section above), and the tool must be able to process the changes, and generate
new conflict reports, quickly enough for the Secretariat and IESG to review the results of
each agenda manipulation and take action in real time.

Agenda Revision Notifications

When saving a new version of the agenda, the Secretariat must be able to send a
notification to the impacted WG Chairs, WG Secretaries, RG Chairs, BoF Chairs, and
Area Directors. Message will have the subject: “AGENDA CHANGE: <name> session
re-scheduled”. The Secretariat must also be able to send notification of agenda changes

16/18



IETF MEETING AGENDA CREATION TOOL REQUEST FOR INFORMATION

that impact NomCom, IESG, IRSG, IAB, or IAOC. The Secretariat must be able to
configure an email address for each of these groups.

Final Agenda

As noted earlier, when the agenda is ready for printing the Secretariat must be able to
mark the agenda as “final”. Users must be able to easily see any changes that made
after the agenda was "finalized". In user-exported files, changes to the “finalized”
agenda must be highlighted in some fashion, such as a different color. However, the
online agenda must present users with a minimum of two view options:
1) The default view, which will present a clean version of the current agenda.
2) A “track changes” view that presents a colored markup of any changes made

since the “finalized” agenda.

The Secretariat must be able to export the agenda and/or to view it as an online

calendar. One possible view can be found online currently at

https://datatracker.ietf.org/meeting/81/agenda.html by playing with the customizable calendar

option, and a screen shot of this tool is shown is shown below.
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The online agenda must use the time zone that is local to the meeting venue by default.
However, all users must be able to convert times to any other time zone in database
available from http://www.iana.org/time-zones. The tool should also support the

floating iCal feature.

Reports

Secretariat must be able to generate various reports during the meeting agenda
process. Each report should be able to be exported into text or csv file.

At any point in the process, the Secretariat must be able to export the agenda as text

file or csv file.
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Conflict Report
During the conflict resolution process, the Secretariat and the Area Directors must able
to generate various reports to show conflicts that require resolution.

Special Requests Report
The Secretariat must be able to generate a report that shows all Special Requests
received (i.e., additional projector, catering, and so on.).

Sessions by AD or Sessions by Area Report

The Secretariat and Level Two users must be able to generate a report that shows all
meeting sessions listed by Area and the IRTF, and the report must include a separate
list of all of those IETF WGs in each Area that did not request a session at this
meeting.

Sessions by Meeting Length
The Secretariat must be able to generate a report that shows meetings by time duration
(e.g.., show all 2 hour meetings.).

Sessions by Meeting Room
The Secretariat must be able to generate a report that shows meetings by room in
which they are to be held (e.g., show all meetings in room 204.).

Sessions by Date

The Secretariat must be able to generate a report shows meetings by date (e.g., show
all meetings on Monday, 27 July 2012.).

A/V report
The Secretariat must be able to generate a report shows all A/V requests by day and by
room.

F&B report

The Secretariat must be able to generate a report shows any special F&B orders. The
report must highlight F&B orders that are outside of regular break and breakfast
planning.

Other Reports
The Secretariat should also be able to create custom reports. Responders to the RFP
should indicate their ability to support custom reporting.
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