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1.
STANDARDS DEVELOPMENT MANUAL & PROCEDURES
1.1 
Overview

This Operating Manual outlines the procedures to be used in the production of codes by the Malaysian Access Forum Berhad (MAFB). It describes the overall workflow, and the roles of Board of Directors, Executive Committee and the Working Committees in the projects undertaken.

1.2 
Definitions and Abbreviations

CMA 
Communications & Multimedia Act, 1998 (CMA) - Act 588.

Commission
Malaysian Communications & Multimedia Commission (MCMC).

Consensus

Consensus is established when those participating in the consideration of the subject at hand have reached substantial agreement. Substantial agreement means more than a simple majority, but not necessarily unanimity. Consensus requires that all views and objections be considered, and that a concerted effort be made toward their resolution. Under some circumstances, consensus is achieved when the minority no longer wishes to articulate its objection. In other cases, the opinions of the minority should be recorded with the report of the substantial agreement (consensus) of the majority. MAFB's due process requirement for consensus states "Consensus is established when substantial agreement has been reached by directly and materially affected interest categories". This definition is solely for the purpose of standards & codes and does not affect members’ rights under the M&A.

Executive

Employees appointed by and responsible to the MAFB Board, whether directly or through the Chief Executive Officer. The Chief Executive Officer is deemed part of the Executive.

MAFB

Malaysian Access Forum Berhad.
Project


Deliverables of a Working Committee. 

Working  

Established on a project by project basis and must
Committee 

operate accordance with the Operating Manual or principles determined by the Board, the Articles of Association and any by-laws determined by the Board. 
1.3   References

Communications & Multimedia Act, 1998

Memorandum & Articles of Association of Malaysian Access Forum Berhad, 17th April 2001
Letter of Designation, March 2003
1.4
Introduction

MAFB is incorporated as a company limited by guarantee under the Companies Act, 1965 on 17th April 2001 and designated by the Commission on March 2003.

1.5
MAFB Structure

The organisational structure, the responsibilities and work processes of the MAFB for the production of codes is as follows. It also defines the services provided by the MAFB Executive to support this work. 











Figure 1   MAFB Structure

1.6
Management Responsibility Distribution

General Meeting/Advisory Assembly

Election of the Board of Directors and approving broad policy directions. 

Board Of Directors

Responsible of implementing the policies of the company in accordance with the stated objectives as contained in the Memorandum & Articles of Association.

Executive Committee
Executive Committee will operate in consultation with the Chief Executive Officer and advise, inter alia, on:-
 
(a)
preparation of Works Programs;
 
(b)
conduct of Working Committees according to due process, quality and timing objectives;
 
(c)
content of codes expected, where it is fully delegated to a Working Committee;
 
(d)
assignment, variation or revocation of allocation of work to any Working Committee; and
 
(e)
project management of work delegated to other organisation.
 

Chief Executive Officer will operate in consultation with the Executive Committee and be responsible, inter alia, for:-
 
(a)
reporting on a regular basis, as appropriate, to the Board and general meetings;
 
(b)
consulting with the other Executive Committee or Working Committees where the making of codes by those other group will impinge on the subject matter of the Executive Committee’s responsibilities;
 
(c)
monitoring the effectiveness of codes;
 
(d)
proposing to the Board that the Board give the Executive Committee a direction to establish a Working Committee to make a new code;
 
(e)
consulting with other industry associations, consumer associations and any relevant authorised concerning matters falling within the scope of the Executive Committee’s responsibilities;
 
(f)
monitoring general developments in the Industry which have an impact on matters falling within the scope of the Executive Committee’s responsibilities and making proposals to the Board or to the general meeting in relation to the Company’s operations and Industry self-regulation generally in relation to those mattes; and
 
(g)
monitoring the Executive’s public education and other promotional activities in relation to matters falling within the scope of the Reference Panel’s responsibilities, subject to the Board’s primary responsibility for financial matters.
The Executive Committee members will elect a Chairman amongst its members.

The Executive Committee Chairman will provide update on the progress of the Working Committees to the MAFB Board.

Working Committees
Responsible for specific work assigned such as the development of codes, or other projects as approved by the Board.

CEO and Executive

Responsible for supporting the Board, Executive Committee and Working Committees in all activities of MAFB. The CEO heads the Executive and reports to the Board.

2. 
WORKING COMMITTEES

2.1 Working Committees - Establishment and Term. 

The Board may at any time appoint Working Committees from among the Members, either corporate or individuals, or non-Member individuals co-opted by the Board and the constitution of such Working Committees must be as approved or endorsed by the Board. Working Committees must to the greatest extent possible be representative of parties interested in the subject matter of the proposed body of work to be undertaken. 
The establishment of Working Committee is approved by the Executive Committee for a specific project assignment. It is generally based on recommendation by the Executive Committee members in consultation with the Executive. Approved Working Committees may be disbanded upon completion of the assigned project or when no longer needed. 

2.2
Working Committee Responsibilities.

2.2.1
Each Working Committee is directly responsible the development of standards or codes, contribution to a specified international standardisation area, or other study projects as approved by the Board/ Executive Committee.
2.2.2
Working Committees Chairperson will provide regular progress reports against agreed milestones to the Executive Committee. The Executive Committee Chairman will provide update to the MAFB Board.

2.3
Working Committee Chairperson and Vice Chairperson.

2.3.1
When an Executive Committee recommends the establishment of a Working Committee it shall name a Chairperson. 

2.3.2
The members of Working Committee may appoint a Vice Chairperson for continuity purposes.

2.3.3
The MAFB Executive shall provide support to Working Committees. A staff member of the MAFB Executive may also be delegated to take on the role of Secretary.

2.4 Working Committee Chairperson and Vice Chairperson Responsibilities.

The responsibilities of Working Committee Chairperson and Vice Chairperson, working in conjunction with the MAFB Executive, are to:

a) Provide overall management of the Working Committee, to achieve the tasks allocated to the Working Committee according to agreed processes and quality.

b) Maintain a Working Committee participant list for the permanent MAFB records.

c) Schedule and plan meetings of the Working Committee, prepare Working Committee meeting notices and agendas.

d) Ensure that a reproducible copy of each Working Committee document is sent to the MAFB Executive for the permanent MAFB records. All Working Committee documents should be numbered and maintained in an MAFB document log.

e) Communicate with other Working Committees and the Executive Committee Chairman on matters of common interest.

f) Liaise with other MAFB Working Committees, and with external organizations.

g) Prepare all Working Committee documents in accordance with applicable MAFB agreed formats.

2.5
Working Committee Participation.

2.5.1 
Working Committees must be, to the greatest extent possible, representative of the sectors of industry relevant to the subject area of the Working Committee.  All parties with an interest in the work should be able to participate in the Working Committee. The participants in a Working Committee are drawn from the member organisations of the MAFB, are representatives from other interested parties, or are individuals knowledgeable in the subject area of the Working Committee.  

2.5.2
Appropriate public notice must be given of the establishment of a new Working Committee or MAFB project so that MAFB Members and others with an interest in the subject are given an opportunity to participate. MAFB should ensure that each Working Committee represents the best available balance between different parties interested in the work of the Committee. 

2.5.3
Whilst participation in Working Committees is open it is essential that decisions are taken by a balance of representation. For this reason, there are two categories of members of Working Committees:-

(a)
Voting Members appointed by the Board  in accordance with the MAFB Memorandum and Articles of Association who are eligible to participate in any vote in the Working Committee; and

(b)
Co Opted Members appointed on the advice of the Working Committee Chairperson, with participation rights in terms of submitting comments, participating in deliberations  and attending meetings but not eligible to participate in any vote in the Working Committee.

Members appointed under categories (a) and (b) may come from outside the membership of MAFB and may include representatives of regulatory bodies, if those bodies choose to be so represented.

In appointing Voting Members, the Board will take into account -

SYMBOL 183 \f "Symbol" \s 10 \h
the fact that representatives from each industry sector specified in the CMA, together with other interested parties, will be given the opportunity to indicate their interest;

SYMBOL 183 \f "Symbol" \s 10 \h
the need for a balance of representatives from each of the interested sections; and
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the need to ensure that no one party dominates.

2.5.4
A Working Committee Chairperson shall also be able to admit other people (such as representatives of the regulatory bodies) to meetings of the Working Committee as observers and advisers to assist the Committee’s work. 

2.5.5
The Working Committee Chairperson will maintain a participant’s list which will be kept by the MAFB Executive. 

2.6
Working Committee Meetings.

There will be regular meetings of the Working Committee. The work of the Committee may also be conducted through correspondence, or electronic means such as e-mail. The Working Committee Chairperson and Vice Chairperson will arrange for:

2.6.1
meeting Notices, Agendas and other relevant documents to be prepared; which should be sent to the MAFB Executive at least 7 working days in advance of the meeting date for distribution to the Working Committee participants. 

2.6.2
attendance at each meeting to be recorded; and

2.6.3
meeting reports to be written and distributed to the MAFB Executive and Working Committee participants within 7 days of the Working Committee meeting. The required contents of the reports are set out in Appendix 3.

2.7
Obtaining Working Committee Agreement. 

Working Committees generally reach agreement by consensus( rather than formal votes or letter ballots during the development of the draft. The Chairperson may use indicative voting by simple majority to assist in making a decision. 

3.
EXECUTIVE COMMITTEE
* Adopted from #2/2008 Exco Meeting
Executive Committee - Terms of Reference

Reference to the “Company” shall mean Malaysian Access Forum Berhad

Reference to the “Committee” shall mean the Executive Committee.

Reference to the “Board” shall mean the Board of Directors of the Company.

1. The Committee shall comprise 4 Directors (hereinafter referred to as “Permanent Directors”), each representing the following category of Membership respectively:-

a) Network Facilities Provider;

b) Network Service Provider;

c) Applications Service Provider; and

d) Content Application Provider, or anyone from the above 3 category.

2. The Board of Directors and General Manager of the Company shall be invited to attend meetings of the Committee.

3. The Chairperson of the Committee shall be appointed by the Committee’s Members. In the absence of the appointed Chairperson to chair the meeting, the remaining members present shall elect one of the Permanent Directors to chair the meeting 

4. A Company staff/Company Secretary shall act as the Secretary of the Committee

5. The quorum shall be 3 Permanent Directors, or alternate directors.

6. The Committee shall meet monthly and as often as necessary to consider, resolve and manage the important strategic and business issues facing the Company and its principle activities.

7. A duly convened meeting of the Committee at which a quorum is present shall be competent to exercise all or any of the authorities, powers and discretions vested or exercisable by the Committee.

8. Meetings of the Committee shall be convened by the Secretary of the Committee at the request of the Chairperson of the Committee, or Chairman of the Company, or the Board.

9. Unless otherwise agreed, Notice of each meeting confirming the venue, time and date together with an agenda of items to be discussed and papers, shall be forwarded to each member of the Committee 7 working days prior to the date of the meeting.

10. All minutes of the Committee and all sub-committees appointed shall be submitted to the Board.

12. Within the authorities delegated to it by the Board, the key tasks of the Committee are to:

12.1. oversee the operational and financial performance of the Company;

12.2. establish and oversee various sub-committee; 

12.3. develop Company strategy for Board approval;

12.4. implement Board strategy;
12.5. receive and consider regular management and sub-committee  reports from so as to monitor and drive through improvements in performance;

12.6. ensure coordination between sub-committee;

12.7. keep under review the adequacy of reporting arrangements and the effectiveness of internal control and risk management;

12.8. where certification on expenditure and other financial commitments are presented to the Committee, make recommendations to the Board;

12.9. oversee succession planning and staff development;
12.10. clear all papers (only with minor exceptions arising only as a result of practical difficulties) intended for consideration by the Board in advance of circulation or make recommendations to the Board.

13. Subject to any restriction imposed by law, the Committee is authorised to seek any information it requires from any employee of the Company in order to perform its duties.

14. The Committee is authorised to call any member of staff to be present at a meeting of the Committee as and when required.

15. The Committee is authorised to obtain, at the Company’s expense and after consultation with the Board of Directors, external legal or other professional advice on any matters within its terms of reference.

16. The Committee is authorised to delegate any of its duties to a sub-committee it considers this appropriate.



---end of the Adoption---

3.1
Terms of Reference

3.1.1
An Executive Committee may be established by the MAFB Board for particular areas of MAFB activity as agreed by the Board. Executive Committee is accountable to the Board at all times and operate under the direction of the Board with the support of and in consultation with the MAFB Executive. Executive Committee shall:
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provide advice to the MAFB Board, and MAFB Members in the assigned area of responsibility; and 
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undertake defined responsibilities on behalf of the MAFB and as required by the MAFB Board.

3.2
Executive Committee Responsibilities

(a) Reporting on a regular basis, as appropriate, to the Board and the General Meeting; and advising on preparation of MAFB work programmes and specifications.

(b) Recommend and review the existing technical standards and codes of practice.

(c) Proposing to the MAFB Board specification of work for new code projects (which may be initiated within the Executive Committee or elsewhere).

(d) Approving the establishment of a Working Committee to carry out a project assignment, variation or revocation of allocation of work to any Working Committee.

(e) Executive Committee may recommend to the MAFB Board that a code be prepared.

(f)
Executive Committee will provide comment on all proposals for the preparation of codes in their areas of responsibility, with attention to:
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the justification and need for the code;
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specification of work;
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the relative priority and available resources to undertake the work;

SYMBOL 183 \f "Symbol" \s 10 \h
project milestones, time-table and deliverables;
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recommendations on the best method for development of the  code, e.g. via a new or existing MAFB Working Committee or via another body.

SYMBOL 183 \f "Symbol" \s 10 \h
any other relevant consideration;

(g)
Monitoring developments in the industry affecting the scope of the Executive Committee's responsibilities. 

(h)
Monitoring public education and other promotional activities affecting the scope of the Executive Committee responsibilities.

(i)
Making proposals to the Board or to the Assembly in relation to the MAFB’s operations and Industry self-regulation generally within the area of professional competence of the Executive Committee.


 (j)
Consulting with other industry associations, consumer associations, Federal, State and Territorial authorities concerning matters within the scope of the Executive Committee's responsibilities.

3.3
MAFB Work

3.3.1
Executive Committee may not alter the content of a technical standard or code that has been agreed in a Working Committee. They may, however provide recommendations or comments on the content. 

3.3.2
As part of its monitoring of the drafting of codes, the Executive Committee may advise a Working Committee that it should reconsider a draft before it is issued for Board Approval.

3.3.3
Executive Committee Members may be constituted as a Working Committee for the purpose of developing a code.  The Executive Committee should then function in accordance to the rules for Working Committees when performing such functions. 

3.3.4
Executive Committee will undertake other functions as directed and delegated by the MAFB Board.

3.3.5
The terms of reference for each Executive Committee will be reviewed periodically by the MAFB Executive and Board and amended to reflect any additional functions delegated to Executive Committee, including scope and description of the subject areas.

3.4
Scope and Description of Executive Committee
The scopes of the Executive Committee may be amended at the discretion of the MAFB Board. Executive Committee will have primary carriage for the subject matter set out in Appendix 2, together with any additional tasks assigned by the MAFB Board.

3.5
Selection of Executive Committee Members

3.5.1
Executive Committee members are to be appointed by the MAFB Board. In appointing Executive Committee members the MAFB Board shall give consideration to the need for Executive Committee to be:
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representative of the parties interested in and/or affected by the subject matter, including members from within the same MAFB category of membership who may represent differing views;

SYMBOL 183 \f "Symbol" \s 10 \h
able to contribute to the work of the Executive Committee; and
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to the greatest extent possible, a balance of representatives from the industry sectors involved with allowance for a minimum of one member from each MAFB category of membership.

3.5.2
Executive Committee Members shall be individuals selected from:
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the nominees of members of the MAFB; or 
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individual associate members of the MAFB; or
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other such persons as invited by the Board, but without voting rights 

3.5.3
Executive Committee members shall be appointed for a term of two years with half of the initial appointments, selected by lot, to be for one year.  There will be a fresh call for nominations or re-confirmations of existing members, whose terms are expiring, each year. 

3.5.4
Executive Committee may include in its membership non-voting positions to be held for the Nominee of:
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MCMC; 
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Ministry of Energy, Water and Communications; and/or
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Other relevant government agencies as agreed.

3.5.5
MAFB Executives will be non-voting members of the Executive Committee; the MAFB Chairman and executive will be non-voting ex-officio members of Executive Committee.

3.6
Admission of Observers and Individual Experts to Executive Committee Meetings


The Chairperson of the Executive Committee may invite participation of individual experts to Executive Committee Meetings. Invitations should be with the agreement of Executive Committee Members. Such invitees will not have voting rights.

3.7
Appointment of Chairperson

3.7.1
A Chairperson and Vice Chairperson shall be appointed by the MAFB Board.

3.7.2
The Chairperson and Vice Chairperson are to be appointed for a term of two years.

3.7.3
Appointments of a Chairperson or Vice Chairperson for a second term of two years will be permitted at the discretion of the MAFB Board.

3.8
Vacancies

3.8.1
During a term of appointment if a Member of the Executive Committee retires or is no longer eligible to sit on the Executive Committee that position will be filled by suitably qualified people as follows: 
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in the case of other MAFB Members, at the discretion of the MAFB Board;
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in the case of other MAFB Members, as nominated by the MAFB Member.

3.8.2
The MAFB Board must approve all nominations before they take effect. If the MAFB Board does not approve a succession it may request the MAFB Member to provide an alternative nominee. Where the Member is unable to provide a nominee to fill a succession it will be filled at the discretion of the MAFB Board.

3.9
Voting within Executive Committee
3.9.1
Executive Committee will generally work by consensus( to the greatest extent possible. The Chairperson may use indicative voting by simple majority to assist in making a decision.

3.9.2
In the exceptional case of a formal vote, the procedures for voting in the MAFB Board will apply, with a “Designated Majority” as described in the Memorandum & Articles of Association required. The MAFB Executive member of the Executive Committee shall count the votes. The results of all formal votes shall be recorded and provided to the MAFB Board as required.

3.10
Executive / Executive Committee Liaison

3.10.1
Unless otherwise agreed by the MAFB Board, the MAFB Executive will be assigned to provide administrative and professional support to the Executive Committee.

3.10.2
The Executive and Reference Panel Chairperson(s) will, from time to time, or as required, meet to ensure coordination of Executive Committee activities.  The outcome of these meetings will be recorded and distributed to Executive Committee members.

3.11
Establishment of the Work Programme

3.11.1
The Executive Committee shall prepare a work specification or programme for the activities designated to it by the Board.

3.11.2
The Executive Committee work programmes shall be prepared as forward work plans for at least 6 months.

3.11.3
Executive Committee work programmes shall be submitted to and approved by the MAFB Board.

(Note: - A co-ordinated works programme for the MAFB will be required to meet the "World Trade Organisation code of good practice for the preparation, adoption and application of standards") 
4.
MAFB DOCUMENT DEVELOPMENT PROCESS 




(see the flow-chart in Appendix 1)

4.1 Project Initiation (Proposer)

Submit project workscopes.

4.1.1
Proposer to submit the MAFB Project Scope form to the Board/ Executive Committee approval via MAFB Executive.

4.1.2
Upon approval, MAFB Executive will issue a kick-off meeting notification/invitation via e-mail or invitation letters to all members and relevant parties.

4.1.3
MAFB Executive will ensure sufficient quorum to proceed with the meeting.

4.2
Project Development

Responsibility: MAFB Executive and Proposer/WC Chairperson.

4.2.1
First Meeting of a Working Committee
The first meeting of a Working Committee should undertake the following actions:

(a)
Appoint Working Committee Chairperson and Vice Chairperson.


(b)
Confirm that membership of the Working Committee covers the relevant sections of the industry to which the proposed code is to apply, and recommend any changes or additions to MAFB Executive for consideration by the Board.

(c)
Agree milestones, timetable and deliverables based on those in the Project Proposal, communicating any proposed changes to the MAFB Executive and Executive Committee.

(d)
Review input documents to establish suitability and relevance to achieving project outcomes.

(e)
Research relevant base documents such as international and other standards and establish applicability to project.

(f)
In the absence of any base documents, the Working Committee may set up a drafting group for the purpose of preparing an initial document for consideration by the Working Committee.

(g)
Minutes of meeting will be issued within 7 working days.

4.3 
Development of Draft

Responsibility: Working Committee.


4.3.1
Drafting Phase

(a)
Working Committee participants may provide contributions for consideration and inclusion in the draft under preparation.  Proposals for change should be provided as written contributions.

(b)
Issues raised at Working Committee meetings should be addressed through discussion, presentation or written contributions.

(c)
A copy of the contribution should be distributed (preferably by email) to all participants by the author in advance of its consideration.

(d)
All contributions are to be considered.

4.4 
Executive Committee Concurrence

Responsibility: Executive Committee & Executive.

4.4.1 Executive Committee/MAFB Executive will receive the draft document from WC Chairperson.
4.4.2    Executive Committee will review and comment the draft.
4.4.3    Executive Committee’s comments shall be forwarded and further       reviewed by WC to get consensus from members for resubmission, if any

4.4.4
Executive Committee will then prepare a recommendation paper for Board’s approval to proceed with the Public Comment Phase. 

4.4.5
MAFB Executive will prepare a Board Paper for submission to the Board.
4.5 
Board Approval

Responsibility: Board & Executive

4.5.1
The Board will review the Board Paper and may request to meet the Reference Panel to present their findings and recommendation.

4.5.2 
Upon approval, the Executive will proceed with the Draft for Public Comment Phase.

4.6
Draft for Public Comment Phase - MAFB Codes

Responsibility: WC & Exec

4.6.1
The period for Public Comment for MAFB codes will be at least 30 days. 

4.6.2
The MAFB Executive will:

· notify MAFB Board and Executive Committee of the release of the draft for comment;

· advise all members, relevant stake-holders and interested parties of the availability of the draft for comment; and

· forward any comments received to the Working Committee members.

4.7 
Comment & Review

Responsibility: Executive Committee & Working Committee.

Working Committee actions at this phase include the following:

· After the Public Comment period, the WC Chairperson consolidates the comments into a single document and distributes it to Working Committee participants;

· All comments must be considered by the Working Committee and the draft document amended accordingly.  Reasons for not incorporating certain comments in amended draft document must be recorded in meeting minutes, and advised to the proposer;

· If the Working Committee cannot reach consensus on moving to the Content Approval Phase, the Working Committee Chairperson may conduct a vote. A simple majority is required to move to the Content Approval phase;

· If there is a major amendment to a code at the Industry Comment Phase a second Comment process may be initiated.

4.8 
Publication as MAFB document

Responsibility: Board & Executive.

The MAFB Executive will:

· Circulate the revised document to MAFB Board for approval.

· Notify MAFB Board and Executive Committee of the release of the agreed document for publication.

4.9 
Submission to MCMC for Registration

Responsibility: Board & Executive.

Standards developed may be submitted to the MCMC for registration under provisions of section 95 of the CMA. Submission for registration shall be made on the recommendation of the Executive Committee responsible and approval of the Board. The Executive Committee shall ensure that there is consensus for submission for registration among the affected members before any submission to the MCMC.

APPENDIX 1

MAFB WORK FLOW: Process Step & Responsibility 

 Process Step 


Responsibility
Project Initiation

Proposer

Project Development

Executive & Proposer

Project Approval

Executive Committee
Development Draft

Working Committee
Reference Concurrence

Executive Committee & Executive


Board Approval


Board & Executive


Any Public Comment?                  

Board



                    No
                Yes
Draft for Public Comment

Working Committee & Executive 


Comment Review & Amendment

Working Committee & Executive Committee
Publication as MAFB Document

Executive & Board


Review for Registration

Executive Committee

Submission to MCMC for Registration 

Board & Executive

APPENDIX 2

SUBJECT AREAS FOR EXECUTIVE COMMITTEE
This Appendix provides a description of subject areas that fall under each of the Executive Committee. The listed subject areas are descriptive and not exhaustive or exclusive. 


Standards Executive Committee
Undertaking all the responsibilities listed in clause 3.2 of this operating manual for all the areas of developing codes that MAFB is involved in.

The scope of the subject areas covered by the Executive Committee will include aspects of international, regional and national works.

APPENDIX 3

CONTENTS OF WORKING COMMITTEE MEETING REPORTS

This Appendix provides a description of the required contents of meeting reports. The following items should be included in meeting reports:

(i)
Date(s), location, Chairperson, Secretary, hour of opening and adjournment.

(ii)
Attendance.

(iii)
Agenda as approved by WC.

(iv)
Reports and summary of significant actions taken.

(v)
Any statement or activity specifically requested to be recorded.

(vi)
Future meeting schedule.

(vii)
List of action items established at the meeting.

(viii)
List of documents registered since the previous meeting.

(ix) Record of votes.

(x) Meeting Minutes. 

General Meeting/Advisory Assembly





Board of Directors





Executive Committee





CEO & Executive

















Working Committees





Sub Working Committees
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