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1
MOC MISSION PURPOSE 

The MBI Oversight Council (MOC) is an industry group that develops and maintains Guidelines for the national administration of MIN Blocks. The MBI Oversight Council will provide a forum to 1) Maintain and modify the MBI Guidelines and Procedures, 2) Resolve issues referred to the MBI Administrator but not resolved to the satisfaction of the applicant or the MBI Administrator, and 3) Request that the MBI Administrator perform assignment audits of service providers.

Operating Principles

The MOC shall:

1. Afford all parties the right to be heard and to have their views and concerns considered.

2. Be free from dominance by any participant, interest group or industry segment and conduct activities in a fair and unbiased manner. 

3. Support the evaluation and acceptance of issues and development of 
resolutions based on their merit.

4. Reach resolution of issues in a timely, efficient and effective manner and continuously seek to improve on processes and procedures.

5. Realize that diversity of perspectives is often useful in arriving at the “best” industry solution.

6. It is the goal of the MOC to reach consensus on all matters concerning the MOC. (e.g. contribution acceptance and issue resolution, guideline changes, …..)

2
BACKGROUND

MOC is an open forum in which any interested party (e.g., industry representatives, regulatory representatives, industry associations, and members of the public) may participate.

MOC was formed to promote the discussion and resolution of MBI issues as an industry. The initial MOC meeting was held on June 27-28, 2002 in Minneapolis (MBI Administrator's offices).  This group takes it upon itself to come together voluntarily and in a spirit of cooperation to address these issues. 

The MBI LLC is a Limited Liability Corp. that has entered into an agreement with the National MBI Administrator to handle such issues as system functionality and service level enforcement for the national administration of MBIs.  

It is the responsibility of the LLC to interpret any changes to the GL as to their impact to the MBI system or existing contractual obligations with the MBI administrator.  

The MOC is not a subsidiary of the LLC - - but shall refer issues to the LLC that may change the functionality of the system and could incur financial impact to the industry.

3
Regular Meetings

Monthly Meetings

MOC Meetings are normally held once per month via conference call and typically last 2 hours.  Interim conference calls are held as needed, at the approval of the MOC.    

· Regularly scheduled monthly meetings– If there is no agenda for that monthly meeting, the meeting will be cancelled.

· Special meetings can be handled on an ad-hoc basis if necessary.  

· Additional meetings are determined as a consensus of the MOC.  

· Meeting dates, logistics and prior meeting minutes will be posted on the MBI Administration web site under MBI Oversight Council.

· Monthly MOC meetings consist of an Agenda, Review and approval of the previous meetings minutes, New Business, Action Item Review, Open Issues and New Issues. 

Annual Meetings

· One face to face meeting may be held annually.   (generally 3rd quarter timeframe)

· RSVP is suggested for this meeting.  

· Conference bridge will be offered for all meetings - If there are no bridge attendees - -the bridge may be dropped after 30 minutes.

· Hosting party will supply the meeting room, conference bridge and bridge phone. 

· Hosting party may provide refreshments during the meeting.

· Elections may be held at this meeting (installation 7/1) unless done previously during a regular monthly meeting.

· Meeting fees may be required as deemed necessary.

· Annual MOC meetings consist of an Agenda, Review and approval of the previous meetings minutes, New Business, Action Item Review, Open Issues and New Issues.

· Attire for MOC meetings is business casual.


Sub Committee Meetings

· Special meetings may be handled on an ad-hoc basis as necessary.

· Sub Committee sessions to address specific MOC issues are held via conference bridge at the committee's convenience, with a report of accomplishments back to the next MOC meeting.

4
Leadership and Participation

4.1
MOC Co-Chair

MOC leadership will consist of two (2) Co-Chairs. The Co-Chairs must be from different companies and have the necessary commitments from their companies to fulfill the duties of the position. The Co-Chairs may also state a position for their company on a given topic by announcing first that they are not speaking as the Co-Chair at that point.  Leaders are not empowered to change any output or decision agreed to by the MOC.

Skills in communication, presentation, facilitation, negotiation and conflict resolution are recommended attributes for a leadership position.

The Co-Chairs are selected by Majority vote. Each year, one co-chair is elected. For initial Co-Chairs there will be one co-chair that has a two (2) year term and the second co-chair will have a one (1) year term. Subsequently, Co-Chairs will have a 2 year term.  This process will ensure a seasoned co-chair would be in place at all times. 

MOC Co-Chair responsibilities include:

· Co-Chairs Work with Secretary and/or Administrator to ensure meeting notes and other items are posted and sent out as scheduled.

· Co-Chairs Facilitate regular monthly MOC meetings.

· At least one co-chair must be present for all regular MOC meetings.

· Co-Chairs determine the agenda for the meetings, proof for errors, add the pertinent document attachments and forward to the Administrator for posting and distribution.  

· Advocate, support, and endorse the value of the MOC process, both within the conduct of the MOC meeting process and in the conduct of external communications. 

· Agree to abide by and adhere to MOC Administration Guidelines.  Failure to abide by these principles could result in censure or removal. 

· When representing the MOC in any environment external to the MOC, the Co-Chair shall clearly represent and state the positions of the MOC. The Co-Chair shall not capitalize on the situation to advance his own company agenda. 

· Be up-to-date on related MOC discussions and decisions. 

· Act as an MOC liaison to external organizations. 

· Call an emergency meeting of the MOC (as determined by the Co-Chairs) and notify the MOC participants. 

· Function as the single point of contact for the MOC and other interested parties.   All inquiries from the media or others planning to publicize information related to the MOC will be referred to the MBI Administrator’s Project Executive, who then will coordinate with MOC and its leadership.  Any legal inquiries should be referred to the MBI Oversight LLC, who will handle as appropriate.

· Review and coordinate the posting of all incoming proposed issues, contributions and miscellaneous information and provide direction to the submitter (if necessary) within 5 business days.  This includes updating MOC issues.

· Other duties as deemed appropriate.

4.2
MOC Secretary Responsibilities

The MOC Secretary is selected by a consensus of the MOC membership for a 1 year term.  The Secretary shall have the necessary commitment from his/her company to fulfill the duties of the position and a fundamental understanding of telecommunications in order to perform the responsibilities. 

MOC Secretary Responsibilities include:

· Record and provide real time detailed meeting minutes which summarize, condense, and interpret MOC discussions and capture the pertinent points and the essence of the discussion.  

·  Draft meeting minutes will be sent to Co-Chairs within 7 business days of the relevant meeting. 

· Meeting minutes should include, points noted, agreements reached and action items.

· Maintain and update the activity log section of all open issues

· Maintain and update the MOC Administrative Guidelines, including identifying administrative processes that could be improved.

· Assist MOC Co-Chairs as necessary

4.3
MBI Administrator

The MBI Administrator will provide support related to MOC communication with all MBI Users through MBI web site postings and email broadcast messages, participate in MOC meetings and provide information as needed.

MBI Administrator MOC responsibilities include:

· Maintain ownership of MOC records, contributions and MBI Guidelines and Procedures. 

· Distribute meeting minutes to MOC members and other interested parties via email and the MBI web site upon receipt from Co-Chairs. 

· Participate in MOC meetings by providing historical knowledge and references to previous MOC discussions and/or actions.

· Process all incoming proposed issues, contributions and miscellaneous information within 5 business days of approval by the MOC Co-Chairs.

· Assist the MOC Co-Chairs with the following meeting preparation requirements prior to MOC meetings as follows:

1. Insure that a Bridge line has been secured (if necessary) for the meeting as well as other meeting logistics as needed.

2. Add Bridge Number to Agenda.

3. Verify all SOW attachments are most recent version (current dates, pricing, etc)

4. At least 5 business days prior to the meeting, Post Agenda on web site and send it to the MOC distribution list.

· Receive and number issues and contributions and forward to the Co-Chairs for acceptance. If issues or contributions are received in hard copy, a soft copy should be obtained from the originator.

· Manage documents using version control and file naming conventions in order to maintain control and accuracy of document management and distribution.

· Retain all MOC meeting records, including issues and contributions on the web site for a minimum of 12 months following completion and resolution, and thereafter will be archived

· Post to the Website redline versions of Guideline Changes.  

· Update the MOC News web page within 5 business days as driven by issue updates from Co-Chairs. 

· Post all incoming proposed issues, contributions and miscellaneous information within 5 business days of approval by the MOC Co-Chairs.

· Post and distribute working and finalized MOC documents as required by the MOC to the MOC web site within 5 business days of the request.

4.4
MOC Participants

Although MOC is an open forum in which any interested party (e.g., licensed wireless US facility based wireless service provider, industry representatives, regulatory representatives, industry associations, and members of the public) may participate within the stipulations of MOC guidelines, only when participants are knowledgeable of the subject matter, are well prepared to discuss agenda topics, and can speak authoritatively on behalf of their companies or sponsors can the MOC work efficiently and effectively.
Voting
· One Vote per Entity.

· All MOC actions shall be taken by consensus but if none reached a majority vote is required.

· Votes will only be allowed by members attending in person or via conference bridge. 

· No proxy votes will be allowed.

· Quorum is not required.

MOC Participants shall:

· Be supported and empowered by their corporate entity to participate and advocate positions on behalf of that corporate entity. 

· Identify themselves and the corporate entity they represent at beginning of each meeting.  One representative from each company will represent a position when questions are called for consensus.

· Provide information in advance of meetings in order to allow participants the opportunity to review material and develop a position on behalf of their corporate entity.

· Make a good faith attempt to complete assigned action items within stated timeframes.

· Participate in activities in a courteous and professional manner, and should not engage in activities that would reflect negatively on their employers. 

· Be prompt in meeting attendance and plan personal schedules in accordance with published agendas.

· Be familiar with and understand the process and procedures used at MOC especially if a participant remains silent during the determination of consensus (Be aware that silence is presumed to be agreement).

· Complete action items and be prepared to address issues to help identify possible issue solutions.

· Recognize and be sensitive to antitrust laws.

· Be recognized by the meeting facilitator before speaking.

· Confine remarks to the merits, weaknesses or related impacts of the pending question or issue.

· Be responsible for collecting/copying/distributing any MOC materials to their company.  It is not the responsibility of the MOC Secretary to perform this service.

· Actively engage in the review and approval of meeting minutes.

5
ISSUE MANAGEMENT

The MOC will review any issues involving proposed modifications to the MBI Assignment Guidelines or other documents managed by the MOC.  For a list of documents managed and maintained by the MOC, please visit www.mbiadmin.com and click on the “MBI Oversight Council News” link.  

5.1
Issue Submission/Opening 

· Issues may be submitted via e-mail to a MOC Co-Chair at any time, but must be submitted on the standard Issue Contribution Form.  A copy of the form and Co-Chair contact information can be on the MBI Oversight Council website (see link above).  An Issue contributor may submit an Issue via fax if necessary.  In such cases, the Issue contributor should contact a MOC Co-Chair.

· Issue contributors that wish to have their issues discussed at the next scheduled MOC meeting should submit their issues to a MOC Co-Chair at least 14 calendar days in advance. 

· Upon receipt of a new Issue, a MOC Co-Chair will add the Issue to the next meeting’s Agenda if received in time, or to a future Agenda if necessary.  A Co-Chair will notify the Issue Contributor of the expected Issue discussion date, and will forward a copy of the Issue to the MOC Administrator and Secretary.  The Issue Contributor is expected to notify the Co-Chair if he/she is unable to attend the first meeting and feels that the Issue needs to be discussed at a MOC meeting with the Issue Contributor present.

· Upon receipt of a new Issue, the MOC Administrator will assign a tracking number to the new Issue and post it to the website.

· New Issue topics may be introduced in a MOC meeting during the “New Business” portion of the Agenda, but an Issue Contribution form must be submitted to a MOC Co-Chair before it can be fully discussed or added to a future Agenda.

MBI Postponements, & Escalations – If an application is escalated or postponed, the escalation or postponement will be handled in a subsequent MOC meeting.  Escalations and Postponements must be presented to the MOC 14 calendar days prior to the scheduled meeting.

· Issue Submission should include:  

· Issue Statement
· Impact / Justification
· Suggested Solution
· Activity Log
· Final MOC Resolution
5.2
Issue Discussion

· MOC participants are encouraged to attend all MOC meetings, but Issue contributors are particularly urged to attend MOC meetings in which their issues are to be discussed.  An Issue contributor will be asked to present the issue and answer any clarification questions that MOC participants may have.  If an Issue contributor is unable to attend the MOC meeting in which the Issue is first added to an Agenda, a MOC Co-Chair may present the Issue on the contributor’s behalf.

· The MOC may discuss an Issue on the Agenda, even if the Issue contributor is not present at the meeting, and may reach agreement on a resolution to the Issue.

· The MOC will be responsible for working all open Issues to resolution in a timely manner.  After each MOC meeting in which a particular Issue is discussed, the MOC Secretary is responsible for updating the Issues List. 

5.3
Issue Tracking 

· An Issue will receive an Issue number at the time that the Issue is received by the MOC Administrator, prior to forwarding to the MOC Co-Chairs.  The MOC Administrator is responsible for assigning all Issue numbers.

· Issue numbers are assigned using the date when the Issue was received by the MOC Administrator, a 3 digit sequence number, a 1 digit Type identified (A=Action, C=Contribution) and a sequence number (#).

Issue:  040716-001

Actions:  040716-001-A1

Actions:  040716-001-A2

Issue:  040716-002

Actions:  040716-002-A1

Actions:  040716-002-A2

If no issue exists:

Actions:  040824-000-A1

Meeting date-000-A#

· Issues may be renamed by the MOC Co-Chairs  to ensure file version control:

· Format:  issue number_title_Version

· Sample:  “030524-001-2, Troublesome MBIs.doc” is an issue submitted by ABC Wireless and received by the MOC Secretary on May 24.  It is the second version of the document titled “Troublesome MBIs” distributed to the MOC participants and posted to the MOC News website.

· Once an Issue is numbered, it is added to the MOC Issues list.

· The MOC Administrator is responsible for posting all Issues and the Issue List to the MOC 

· Action items assigned will be numbered following a format that reflects the Issue where the Action originated.

· A suggestion was made & accepted to number contributions in a similar fashion to Action Items.
Issue:  040716-001

Actions:  040716-001-A1

Contributions:  040716-001-C1

Issue:  040716-002

Actions:  040716-002-A1

Contributions:  040716-002-C1

5.4
Issue Closure 

· An issue is closed when all the activity and associated discussion on the topic is completed, documented and consensus is reached by the MOC.
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DOCUMENTS

MOC documents are posted with the closure of MOC issues.  Non-substantive administrative corrections (typos, grammar, spelling, formatting) to documents may be made at any time by the MOC Co-Chairs  without MOC consensus.  Additionally, MOC participants may submit non-substantive changes to MOC documents at any time for the MOC Co-Chairs to update.

For all reissued MOC guidelines or documents the MOC Co-Chairs will post the clean final document under the MBI Guidelines page replacing the previous version, and a redlined final document will be posted under the MOC News page. The purpose of these versions is to permit users of MOC guidelines/documents to view text changes, along with issue numbers to the extent possible that contributed to the reissued final guidelines/documents. 
7
MAINTENANCE OF THESE GUIDELINES

It may be necessary to modify the Guidelines periodically to meet changing and unforeseen circumstances.  The need for such modifications may be identified by the Administrator or any wireless entities/forums operating within the area covered by the United States & Puerto Rico.    Questions regarding the maintenance of these Guidelines or requests for modifications should be directed to MBI Oversight Council.  These questions or requests for modifications will be processed in conformance with the procedures developed by the MBI Oversight Council.  All documentation resulting from these activities will be kept on file by the MOC Administrator.
8
DEFINITIONS AND ACRONYMS


Term
Definition

MBI Oversight Council (MOC)
The MOC will have management oversight responsibility for the management and administration of MBIs based on the current approved version of the MBI Assignment Guidelines and Procedures.

MBI Administrator
The MBI Administrator is the entity that assigns and manages the MBI resources.

Administrator contact information can be found in Annex A

MBI LLC
The MBI Oversight LLC, a limited Liability Corporation formed in 2002 among MIN-based wireless carriers, manages the contract with the National MBI Administrator to handle such issues as system functionality and service level enforcement for the national administration of MBIs. 

9
REFERENCES

· MBI Assignment Guidelines
· Indemnification Process
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MOC Notices and Information

Parties interested in participating in MOC activities may contact the MBI Administration Supervisor and/or the MOC Co-Chairs.


Annex A:
Contact Information

MBI Administration

MBI Administration Help Desk

NCS Pearson

Tel.  785-331-2323

Fax.  785-838-2152

Email: mbiadmin@pearson.com

Linda Link

MBI Project Executive - 

NCS Pearson

Tel.  952-681-4510

Email:  Linda.Link@pearson.com 
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