Guidelines for RN-WG Reports
Report Outline
1. Background – brief overview of the reserved name category (formerly titled Executive Summary)
2. Role of the name reservation requirement
3. Recommendation regarding the use of experts

a. Is a need for experts anticipated?
i. Can the need be handled by the volunteers only?

ii. Is an expert consultation needed with the entire WG?

b. If so, who are some possible experts?

c. What questions need to be asked of experts?

4. Summary of Relevant Information Sources
5. ‘Straw’ recommendations for the entire WG (to be completed after steps 1-4)
Note: outline may be modified and/or expanded as we continue our work; each report will be a live document that we improve as we do our work.
Suggested Approach
1. Identify relevant sources of information

(Feel free to ask others in the group to help in this regard)

2. Review sources of information

(Note:  in cases where there are multiple volunteers, you may want to divide this task and the next one among volunteers.)

3. Write summaries of relevant portions of information for each of the sources

4. Decide whether the role of the reserved name requirement can be defined without any consultation with experts; if so, go to step 5; if not:

a. Identify experts (Use other members of WG as needed)

b. Prepare questions for experts.

c. Consult with experts to obtain answers to questions

· If an expert consultation is needed with the entire WG, notify the chair so that arrangements can be made.

5. Develop a brief statement explaining the role of the reserved name requirement

(Note: in some cases this may be done based on the review of information sources; in other cases it may require consultation with experts first.  Consultation with experts may be done separately by volunteers; in a few cases, it might require consultation with experts involving the entire WG.)
6. Develop draft answers to the following: Going forward, do you think the names should be reserved:*
a. At the second (& third) level if applicable?
i. Why? (What is the value of reserving them?)

ii. Why not? (Rationale?)
b. At the top level?

i. Why? (What is the value of reserving them?)

ii. Why not? (Rationale?)

iii. Prepare ‘straw’ recommendations for each of the following:

1. Possible deletions of reserved name requirements, if any

2. Possible additions of reserved name requirements, if any

3. The need for experts, if any

4. Reservation requirements for new gTLDs

a. At the top level

b. At the second level

Other Suggestions
· One person should take the lead to ensure that the work is accomplished in a timely manner; leaders will be identified in bold font in the agenda for the 15 February meeting and in the Typology of Difficulty table prepared by Tim Denton; volunteers should feel free to change who is the leader if they so desire.
· The leader for each category should communicate other volunteers for the category via phone and/or email as soon as possible.

· One person for each category should be identified to write the report and give the oral summary in meetings; the same person does not need to do both.

· In some cases, it may be possible to prepare one report for multiple categories of reserved names (e.g., subcategories G1, G2, G3 & G4; subcategories B1 & B2; subcategories B3 & B4; 
