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SECTION J-1 APPENDIX G 

Administrative Meeting Support Requirements Example

	Meeting Name
	Frequency
	Schedule

Telecon or Meeting

(Conf. Room, Telecon, Materials)
	Prepare & Send Agendas &

Minutes
	Maintain POC List,

Distribution Lists, and Team calendars

Distribute Team Information
	Maintain Action Item Lists/Database
	Post Team Information to Team/Office Website
	Badging/

Escort

Assistance

For IPs,

Interpreter Request

	Requirements Integration Panel
	Weekly
	x
	x
	x
	x
	x
	

	Increment Management Team Meetings
	If within 1 year weekly otherwise twice/month
	x
	x
	x
	x
	x
	

	Flight Program WG
	Weekly
	x
	x
	x
	x
	x
	

	Post Mission 
	Twice monthly (close to increment ending plus all post increment debriefs)
	x
	x
	x
	
	x
	

	IDRD Videocon with Russians
	Weekly 
	x
	x
	
	
	
	

	Bilateral/lMultilateral Planning TIM


	Quarterly
	x
	x
	
	
	
	x

	LPM Team Meetings


Current + next 4 flights
	Weekly until L-3 months then daily @ L-3
	x
	x
	x
	x
	x
	

	Flight Payload Planning WGs


Current + next 4 flights
	Quarterly
	x
	x
	
	
	
	

	Level II/III Schedule TIMs


Current + next 4 flights
	Quarterly
	x
	x
	
	x
	
	

	Other LPM TIMs as scheduled
	Usually quarterly
	x
	x
	
	x
	
	

	Cargo Planning and Imagery Staff Meeting
	Monthly
	x
	
	x
	
	x
	

	Manifest WG 

Additional Tasks


	Weekly
	x

Materials

Required  from MIDAS
	x

Input MWG Status of MR’s to MIDAS
	x
	x
	x
	

	Multi-Lateral MWG
	Weekly Telecon


	x
	x
	x
	x
	
	

	Manifest TIM
	Quarterly
	x
	x
	
	
	
	x

	Crew Provisioning WG


	Bi-Weekly
	x
	x
	x
	x
	x
	

	Imagery WG



	Weekly
	x
	x
	x
	x
	x
	

	Multi-Lateral IWG
	Monthly Telecon

Quarterly Face-to - Face
	x
	x
	x
	x
	x
	X (Quarterly)

	Multi-Lateral Stowage Integration WG
	Weekly
	x
	x
	x
	x
	x
	

	Multi-lateral Stowage Integration TIM
	2 to 3 times annually
	x
	x
	
	x
	
	x

	Russian Elements Team O Videocon
	Weekly
	x
	x
	x
	x
	
	x

	Russian Cargo Integration WG
	Weekly
	x
	x
	x
	x
	
	

	Russian Vehicles Telecon
	Weekly
	x
	x
	x
	x
	x
	x

	Waste/Housekeeping Management 
	Monthly


	x
	x
	x
	x
	x
	

	ATV Cargo Integration Team (ACIT)
	Monthly
	
	
	
	
	
	

	Bilateral Inventory Management System WG (BIMSWG)
	Quarterly
	x
	x
	x
	x
	
	x

	IP MIO Tagups (CSA, NASDA, and ESA)
	Monthly
	x
	x
	x
	x
	x
	

	Multilateral Housekeeping Integration WG
	Semi-annually face-to-face
	x
	x
	x
	x
	
	x

	Multilateral Trash/Waste Integration Group
	Semi-annually face-to-face
	x
	x
	x
	x
	
	x

	Requirements Integration Team (RITT)
	
	x
	
	
	
	
	

	SDTO Telecon
	Twice a month
	x
	x
	x
	x
	
	

	TCM’s as req’d
	10 per month
	X

Coordinate

With CM
	
	
	
	
	


