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Abst r act

Thi s docunent provides guidelines for the planning and organi zation
of fully online neetings, regarding the nunber, |ength, and
composition of sessions on the meeting agenda. These guidelines are
based on the experience gained by hol ding online neetings during the
COVI D-19 pandemic in 2020 and 2021.

Status of This Meno

Thi s docunent is not an Internet Standards Track specification; it is
publ i shed for informational purposes.

Thi s docunent is a product of the Internet Engineering Task Force
(IETF). It represents the consensus of the |IETF comunity. It has
recei ved public review and has been approved for publication by the
Internet Engineering Steering Goup (IESG. Not all docunents
approved by the I ESG are candi dates for any |evel of Internet

St andard; see Section 2 of RFC 7841.

I nformati on about the current status of this docunent, any errata,
and how to provide feedback on it may be obtained at
https://ww. rfc-editor.org/info/rfc9400
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Copyright (c) 2023 | ETF Trust and the persons identified as the
docunment authors. Al rights reserved.

Thi s docunent is subject to BCP 78 and the | ETF Trust’s Lega
Provisions Relating to | ETF Docunents
(https://trustee.ietf.org/license-info) in effect on the date of
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I nt roducti on

In 2020, the COVID-19 pandemic forced the IETF to convert all its
pl enary neetings to online-only events. This docunent records the
experience gai ned by hol ding plenary neetings fully online and
proposes gui delines based on this experience. |In general,

partici pant surveys indicated satisfaction with the organi zati on of
these neetings.

Al t hough these guidelines reflect |essons |earned in 2020 and 2021,
the IETF is encouraged to continue to experinment with the fornat and
agenda of fully online neetings, using this docunent as a baseline.

Hybrid meetings (meaning nmeetings that have | arge renote
participation but also onsite participation) are out of scope.
However, some of the experience gained fromfully online neetings

m ght al so provide input for decisions regarding the organization of
hybrid meeti ngs.

.1. Requirenments Language

The key words "MJST", "MJST NOT*, "REQU RED', "SHALL", "SHALL NOT",
"SHOULD', "SHOULD NOT", "RECOMVENDED', "NOT RECOMMVENDED', "MAY", and
"OPTIONAL" in this docunent are to be interpreted as described in
BCP 14 [RFC2119] [RFCB174] when, and only when, they appear in all
capital s, as shown here

Thi s docunent uses the term"plenary neeting” for the whole | ETF
nmeeting that covers the | ETF neeting week; this termis used to

di stinguish the plenary neeting fromother |ETF neetings |ike
"interimneetings". The term"adm nistrative plenary" is used for
the respective session during the | ETF neeting week that is usually
host ed on Wednesday.

Sone History

When the World Health Organi zation (WHO decl ared a worl dwi de
pandem c in March 2020, the | ETF canceled its plenary neeting and
organi zed an online replacenent in |less than 2 weeks. For this first
online-only neeting, the agenda was reduced to a set of sessions that
benefited nost fromcross-area participation, |ike BoFs, first-tine
meeti ngs of new working groups, and di spatch sessions. It also

i ncluded the adninistrative plenary to preserve the official handover
procedures that occur at March | ETF neetings, as described in

[ RFC8713] .

Wth a reduced agenda, the neeting format was two sessions (about 4
hours) per day with a maxi num of two parallel tracks. O her working
group neetings were scheduled as interins over the following 6 weeks.
The 1 ESG published a purely advisory recomrended schedul e

[ NTERI M SCHEDULE] to reduce conflicts among those interins.

Wil e satisfaction was high right after the neeting

[ 1 ETF107- FEEDBACK], sone participants later indicated in mailing |ist
di scussions that the period of intensive interims had a greater

i mpact on their cal endar than a single plenary nmeeting week, and in
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some neetings participation was reduced. Those interins tended to
occur at tinmes convenient for the bul k of participants, which was
convenient for most but coul d exclude those in |ess conmon tine
Zones.

For the remai nder of 2020 and 2021, the online schedul e was sw tched
back to be simlar to an in-person neeting (1- to 2-hour slots and
eight or nine parallel tracks). However, each day was limted to 5-6
hours in recognition that renote participation is nore tiring.

Al fully online neetings followed the tine zone of the planned in-
person neeting location. As a 6-hour agenda has sonme flexibility
regarding the start time while still fitting within a previously used
8-hour in-person agenda, the start tine was approxi mately noon, wth
adj ustnents of an hour or so to mtigate the inpact of early norning
hours in time zones with many participants. As selection of in-
person neeting sites was consistent with the 1-1-1 guideline as
docunented in [ RFC8719], this approach was intended to share the
burden across all conmon geographi es roughly equally.

Gui delines for Online Meeting Planning
1. Time Zone Sel ection

The followi ng al gorithmwas not used in 2020 or 2021, but it enables
nost participants to avoid | ate-night sessions in tw out of every
three fully online I ETF plenary neetings. Basically, every fully
online nmeeting is for two regions of the three regions described in
[ RFC8719], with one being roughly after sunrise and the other around
sundown. This has the trade-off that the third regionis in the

m ddl e of night.

The tines are al so seasonally adjusted to |leverage differentials in
Dayl i ght Saving Tinme. These tinme slots are as follows, in UTC, based
on the Daylight Saving Practices at the time of publication

[} e ——————— Ll —p——————————_—_———_————— Ll U
| Nane | Times (Northern Summer) | Tinmes (Northern |
| | | Wnter) |
| North America | 0500-1100 UTC | 0600-1200 UTC |
| Night I I I
T o e e e e e e oo o e e e e e e oo +
| Asia Night | 1300-1900 UTC | 1400-2000 UTC |
oo o m e e e e e e aao o o m e e e e e e aao o +
| Europe Night | 2200-0400 UTC | 2200-0400 UTC |
oo o e e e e a e oo oo o e e e e a e oo oo +

Table 1

Note that the "Europe N ght" slot covers the "early norning" slot for
Asi a where nost countries do not have Daylight Saving Tine.

I f Daylight Saving Practices change -- this change is under
consideration in nultiple countries at the tinme of publication --
this table nay need adjustnent.

The intent of rotating between these three slots is to scatter

meeti ngs throughout the course of the global day, to maxinize the
ease of participants so that no attendee has to be consistently

i nconveni enced, regardless of their location and what tinme of day is
optimal for their schedule. However, as participation is distributed
globally, it needs to be acknow edged that restricting the schene to
three regi ons observes the intent of [RFC8719] but does not achieve
the goal of two non-late-night sessions for all participants equally.
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1.1. QGuidelines for Selection

The | ETF SHOULD select a start time fromthese three choi ces based on
the prior three neetings. The followi ng table covers al

permut ati ons of previous neetings held in person in Region A, B, or C
or renotely in the nights of one of those regions.

[ gttt —————————— L ——————————————— L —p—p—_————————— Ll pp—p—p—_———
| Three Meetings Ago | Two Meetings Ago | Last Meeting | Online |
| | | | Selection |
| Any | Any | I'n-Person A | A N ght

o e e e o e e e e oo oo o e e - R +
| Any | Online A N ght | Online B | C N ght

| | Ni ght | |
- e . - +
| Online A N ght | I'n-Person B | Online B | C N ght

I I | Night I I
o e e e o e e e e oo oo o e e - R +
| I'n-Person A | I'n-Person B | Online B | A N ght

| | | Night | |
- e . - +
| I'n-Person A | I'n-Person A | Online A | See bel ow

I I | Night I I
o e e e o e e e e oo oo o e e - R +
| Online A N ght | Online B N ght | Online C | A N ght

| | | Night |
- e . - +

Table 2

This table follows two basic guidelines

1) \Whenever a fully online neeting follows an in-person neeting, the
online nmeeting tine is used that nost di sadvantages the
participants in the time zone where the in-person neeting was
hel d.

2) If multiple fully online neetings follow each other, the tine
zone sel ection should be rotated based on the npbst recent tine
zones in which the in-person neetings were held.

The final case occurs in the rare event that back-to-back in-person
pl enary neetings occur in the sane region. 1In this case, find the
nost recent neeting that was in neither A (if in person) nor 'A
Night' (if fully online). |If this neeting was in person in region
"B, then the next neeting should be in "B Night’. If it was renpote
in’ B N ght', the next neeting should be in 'C N ght’.

2. Nunber of Days and Total Hours per Day

By 2021, fully online neetings were consistently held over 5 days
with roughly 6-hour neeting days. The day with the administrative
pl enary, which concludes with nultiple open nmic sessions, sometines
exceeded this limt.

Si x hours of online neetings, with two 30-mi nute breaks, was a
conprom se between the physical limts of attending an online neeting
in an inconvenient time zone and the demand for many sessions with a
manageabl e nunmber of conflicts. The | ETF 109 feedback

[ 1 ETF109- SURVEY] indicated broad satisfaction with a 5-day neeting
but only nediumsatisfaction with the overall |ength of each day.

The I ETF did not seriously consider extending sessions into the
weekend before or after the main neeting week, although at |ETF 108
and subsequent meetings the Hackathon occupied the entire week before



(see [RFC9311]).

3.3. Session/Break Length

For fully online nmeetings, there are typically fewer sessions per day
than for in-person neetings, to keep the overall neeting day to
roughly 6 hours. Wth fewer sessions, chairs were offered only two
options for session length (instead of three).

| ETF 108, based on an indicated preference of the conmunity,
schedul ed 50- and 100-m nute slots, with 10-mi nute breaks, in order
to keep the overall day length at 5 hours. This resulted in many
sessions going over tine, which indicated that 10 m nutes for breaks
is not practical.

The survey after |ETF 109 [| ETF109- SURVEY] showed hi gh satisfaction
with 60/ 120-mi nute session | engths and 30-m nute breaks, and a
significant inprovenent in satisfaction over |ETF 108.

The | onger breaks, while extending the day, provided adequate tine
for nmeals, exercise, and "hallway" conversations using online tools.

3. 4. Nunber of Parallel Tracks

4.

4.

I n-person neetings are limted in the nunmber of parallel tracks by
the nunber of neeting roons, but online neetings are not. However,
nmore parallel tracks would increase the nunber of possible agenda
conflicts.

If the total nunber of requested sessions exceeds the capacity of the
usual eight parallel tracks, it is possible for a fully online
meeting to sinply use nore tracks. |If the nunber and | ength of
nmeeting days are seen as fixed, this decision is inplicitly nmade by
the working group chairs requesting a certain nunber of sessions and
| engt h.

| ETF 111 used nine parallel tracks for some of the sessions and
experienced slightly nore conflicts in the agenda-schedul i ng process,
though there was no statistically significant increase in

di ssatisfaction about conflicts in the survey [|ETF111- SURVEY].

The | ESG encour aged working group chairs to limt their session
requests and use interimneetings aggressively for focused work.

Addi ti onal Considerations and Recommendati ons
1. Full vs. Limted Agenda (and Interi m Meetings)

The | ETF 108 neeting survey [l ETF108- SURVEY] asked about the
structure of that neeting (full neeting) conpared to that of |IETF
107, which hosted only a linmted set of sessions followed by interins
in the weeks after. The structure of | ETF 108 was preferred by 82%
Respondent s val ued cross-participation and an intensive neeting week
for maintaining project nonentum

Furthernore, a well-defined neeting tinme, rather than spreadi ng many
interinms over the whole year, can nake deconflicting with other non-
| ETF neetings easier.

However, interimmeetings can also help to reduce scheduling
conflicts during an | ETF week and allow for a nore optimal tine slot
for the key participants. Wile interimneetings are less likely to
attract people with casual interest, they provide a good opportunity
for the nost active participants of a group to have detail ed
techni cal discussions and sol ve recorded issues efficiently.
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3.

Flexibility of Time Usage

Thi s docunent recommends further experinments with reducing conflicts
by |l everaging the increased flexibility of the online format.

An in-person neeting nust fit all sessions into an acceptable |length
for international travel (usually roughly a week), but online
nmeetings do not have that constraint.

Therefore, it would be possible to keep nost regul ar working group
sessions within the usual 5 main neeting days but have some of the
nmore conflicted sessions in other dedicated tinme slots. As the
Hackat hon for fully online meetings is usually held in the week
before the online plenary neeting [ RFC9311], that week is already a
hi ghly active week for many | ETF participants and m ght provide an
opportunity to schedule a few sel ected sessi ons.

This mght work especially well for sessions that are of high
interest to a large part of the community, such as BoFs and di spatch
nmeetings, and therefore hard to schedul e during the main | ETF week

At | ETF 112, the I ESG ran an experinment where the adm nistrative

pl enary was schedul ed on the Wednesday before the official session
week. The experiment report [|ETF112- EXPERI MENT] found that it |ed
to a reduction in scheduling conflicts but also a slight drop in
attendance of the admnistrative plenary, partly due to insufficient
awar eness.

Inclusivity and Soci alizing

Participation in the fully online neetings in 2021 was high and had a
stabl e per-country distribution, even though tinme zones were rotat ed.
This indicates that online neetings support a nore consistent
geographi c distribution of participants than in-person neetings,
where participation often fluctuates based on the |ocation

However, online nmeetings do not provide an equival ent opportunity to
socialize. Despite significant investnment in tools to foster hallway
conversations, many did not use those tools, whether due to ignorance
of them dislike of the tools, or a preference for other activities
at home (including sleep and food) over hallway interactions.

There was a decrease in subm ssions of new (-00) Internet-Drafts
during 2020 and 2021, although the overall nunber of draft
submi ssi ons renai ned stable; this decrease in new subm ssions night
have resulted fromthe |oss of these interactions. Infornal
conversations mght be inportant to inspire new work.

Experi ment s

Thi s docunent recommends further experinments with the neeting
structure. Oten, only practical experience can answer open
questions. A given neeting SHOULD only experinment with one major
change at a tine in order to be able to assess the outcone correctly.
Furt hernore, the | ESG SHOULD announce any such experiment well in
advance, so people can adjust to changes and potentially provide
f eedback.

I ANA Consi derations

Thi s docunent has no | ANA acti ons.

Security Considerations

Thi s docunent has no security considerations.



5. Ref er ences
5.1. Normative References

[ RFC2119] Bradner, S., "Key words for use in RFCs to Indicate
Requi rement Level s", BCP 14, RFC 2119,
DA 10.17487/ RFC2119, March 1997,
<https://ww.rfc-editor.org/info/rfc2119>.

[ RFC8174] Leiba, B., "Anmbiguity of Uppercase vs Lowercase in RFC
2119 Key Words", BCP 14, RFC 8174, DO 10.17487/ RFC8174,
May 2017, <https://ww.rfc-editor.org/info/rfc8174>.

[ RFC8719] Krishnan, S., "Hi gh-Level Guidance for the Meeting Policy
of the IETF", BCP 226, RFC 8719, DO 10.17487/RFC8719,
February 2020, <https://ww.rfc-editor.org/info/rfc8719>.

5. 2. I nformati ve References

[ 1 ETF107- FEEDBACK]
Dal ey, J., "IETF 107 Virtual Meeting Survey", 17 April
2020, <https://ww.ietf.org/ nedi a/ docunents/ietf-107-
survey-resul ts. pdf >.

[ 1 ETF108- SURVEY]
Dal ey, J., "IETF 108 Meeting Survey", 13 August 2020,
<https://wwv.ietf.org/blog/ietf-108-neeting-survey/>.

[ 1 ETF109- SURVEY]
Dal ey, J., "IETF 109 Post-Meeting Survey", 7 Decenber
2020,
<https://ww.ietf.org/blog/ietf-109-post-neeting-survey/>.

[ 1 ETF111- SURVEY]
Dal ey, J., "IETF 111 post-neeting survey", 23 August 2021,
<https://ww.ietf.org/blog/ietf-111-post-neeting-survey/>.

[ 1 ETF112- EXPERI MENT]
| ESG "I|ETF 112 Plenary Experinment Eval uation", 4 February
2022, <https://ww.ietf.org/blog/ietfll2-plenary-
experi nent - eval uati on/ >.

[ 1 NTERI M SCHEDULE]
Cooper, A., "Subject: Post-I|ETF-107 Recommended Vi rt ual
I nterimSchedul e", nmessage to the Wirking Group Chairs
mailing list, 13 March 2020,
<https://mil archive.ietf.org/arch/ msg/wychairs/
| 382SqKVVHoTzFwok! Yl 2boMb_c/ >.

[ RFC8713] Kucherawy, M, Ed., Hi nden, R, Ed., and J. Livingood,
Ed., "I AB, IESG |ETF Trust, and |ETF LLC Sel ection,
Confirmation, and Recall Process: Operation of the | ETF
Nom nating and Recall Committees", BCP 10, RFC 8713,

DO 10.17487/ RFC8713, February 2020,
<https://www. rfc-editor.org/info/rfc8713>.

[ RFC9311] Eckel, C., "Running an | ETF Hackat hon", RFC 9311,
DA 10.17487/ RFC9311, Septenber 2022,
<https://www. rfc-editor.org/info/rfc9311>.

Acknowl edgnent s

Thanks to Brian Carpenter, Lars Eggert, Toerless Eckert, Charles
Eckel , Jason Livingood, Sanjeev Gupta, Dale Wrley, and Mark

Notti ngham for their reviews, and thanks to the nmany other people who
provi ded i nput and suggestions on the tinme zone discussion!



Aut hors’ Addr esses

Mrja Khlew nd
Eri csson
Emai |l : mrja. kuehl ewi nd@ri csson. com

Martin Duke
Googl e
Email: martin. h.duke@nmail .com



