How to request tdoc and CR numbers
1) get the latest version of the request sheet available in the meeting directory
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2) Indicate your name, e-mail address, company and date

3) For every document:

a) Indicate the agenda item (Refer to the Chairman's agenda available on the CT1 reflector or in the Agenda folder of the meeting directory).

b) Leave the "Tdoc #" column blank.

c) Indicate the title and source (Ensure that the data supplied is correct, as it will be incorporated in the 3GPP databases as is).

d) Select one of the following type:

· CR: change request against a spec under change control (i.e. version > 2.x.y)
· pseudo CR: change request against a spec not yet under change control (i.e. version = 0.x.y, 1.x.y, 2.x.y)
· new WID: Work Item Description that has not been seen at plenary level
· revised WID: revision of a Work Item Description that has already been seen at plenary level
· draft TS/TR: draft specification
· information
· discussion

· o/g LS: proposed outgoing liaison statement

4) For change requests:
a) Indicate the spec number. Use the short format xx.yyy, do not put anything else. E.g. 24.229, not 3GPP TS 24.229 or TS 24.229.

b) Indicate the category of the CR. See TR 21.900 (http://www.3gpp.org/ftp/Specs/html-info/21900.htm) for more information.

c) Select a valid work item acronym from the work plan (available at ftp://ftp.3gpp.org/Information/WORK_PLAN/).

d) Indicate the release number. Use the format Rel-x. E.g. Rel-11, not just 11 or R11.
e) Indicate the number of the latest version in the release.

f) Don't forget to include mirrors in later releases (again, see TR 21.900). E.g. if you bring a CR against a Rel-8 spec, you also need category A CRs against Rel-9, Rel-10 and Rel-11. If mirrors are not needed for a reason, kindly provide the MCC officer with some background information.

5) If your document is a revision of a tdoc seen in a previous meeting:

a) If you're not the originator of the previous version:

i) Coordinate with the originator to have them co-sign your contribution.

ii) If you cannot convince the originator to co-sign then you need to request new numbers. Do not fill in the "revision of" column and do not re-use the CR number.

b) If you're the originator of the previous version or if the originator co-signs your contribution:

i) Indicate the CR number of the previous version.
ii) Increment the revision counter.

iii) Indicate the tdoc number of the previous version in the column "revision of".

6) Save your request sheet and send it by e-mail to the MCC officer before the deadline for requests announced on the CT1 reflector. It is usually on Monday 12 noon CET, the week before the meeting.
How to submit your tdocs

The MCC officer will allocate your tdoc and CR numbers. 

Use the templates available in the "templates" folder of the meeting directory on the 3GPP server.

Use the allocated tdoc number as filename of your tdoc. Zip it and send it by e-mail the MCC officer before the deadline for submission announced on the CT1 reflector. It is usually on Monday 3pm CET, the week before the meeting.

Editor's note: this section will be improved. In particular, how to fill in the CR cover sheet correctly will be added.
Feel free to contact the MCC officer for any questions.
CT1 MCC officer: Frédéric Firmin (frederic.firmin@etsi.org)

