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Guidelines for a paperless meeting

In order to reduce the administrative load on hosts, paper copies should be avoided during the meeting as much as possible. Like other meetings, 3GPP TSG-T1 should hold paperless meetings in the future.

In the following some guidelines for a paperless meeting are given.

Working principles

· Any delegate who wish to present a document shall follow the steps below:

1. Request a Tdoc number to the 3GPP TSG-T1 secretary Lidia Salmerón (lidia.salmeron@etsi.fr) via e-mail, including the title and the originator’s company name of the document. The secretary will send the allocated document number.

Note: If the document is to be discussed within a subgroup the Tdoc number will be requested to the subgroup chairman:

· RF subgroup:
Mr Mitsuru Yokoyama
(mitsuru_yokoyama@agilen.com)

· SIG subgroup:
Mr Daniel Fox

(dan.fox@eu.anritsu.com)

· EMC subgroup:
Mr John Fenn

(johnbfenn@aol.com)

2. Modify the file name and the document header accordingly to the following rules:

Document header:

3GPP TSG-T WG1 <subgroup>
Tdoc T1m-yyxxxx

<meeting place>

<meeting date>

m stands for plenary (-) or the subgroup meeting (E, S or R)

yy stands for the last 2 digits of the year

xxxx stands for the allocated document number

file name:

T1-yyxxxx.doc/pdf/rtf
for TSG-T1 plenary documents

T1R-yyxxxx.doc/pdf/rtf
for TSG-T1/RF group documents

T1S-yyxxxx.doc/pdf/rtf
for TSG-T1/Signalling group documents

T1E-yyxxxx.doc/pdf/rtf
for TSG-T1/EMC group documents.

3. The electronic version of the document needs to be sent to the secretary/subgroup chairman??? one week (= 5 working days) before the meeting starts at the latest. This is required in order to get complex CRs or other documents approved efficiently, i.e. within reasonable time, in the meeting.
Note: The relevant T1 group and subgroup chairmen have got the right to reject late documents and postpone those to the next meeting. In any case late documents will be discussed at the end of the agenda in order to not disturb the regular schedule of the meeting. If time runs out, then the document will be postponed to the next meeting.

· These documents are being made available from the 3GPP TSG-T1 secretary as “Document Packs” on the 3GPP Document Server, preferably as .ZIP files containing all the documents. These .ZIP files shall be available on the 3GPP server ideally in real time but at least one week (= 5 working days) before the meeting starts. The document pack should always contain the latest version of the document list.

· These document packs are not available as paper copies on the meeting. Delegates who would like to have a paper version of a document from the document pack have to print their documents themselves at their own facilities.

· In the exceptional case of that a document could not be made available prior to the meeting, this document should be circulated on one or more floppy disks through the meeting before the document is talked about. [Under certain conditions a LAN might be useful to exchange data. However, at present this can be difficult for hosts to provide that. As well delegates might have problems to bring and install the relevant adapters for their PCs.] A paper copy is only provided to the delegates if the meeting unanimously decides to do so.

· Documents which are not available in electronic format (e.g. faxes, letters etc.) shall be scanned and provided as Adobe Acrobat files.

· Since all meeting documents are available in electronic format, they shall be displayed on the projector during they are discussed.

· Modifications to a document during the meeting can be performed online (visible via the projector) or offline, in both cases using revision marks. The modified document shall be made available including the new document number in electronic format to the 3GPP TSG-T1 secretary and delegates asap.

· After the meeting the 3GPP TSG-T1 secretary shall make all documents (i.e. meeting documents produced before and during the meeting) available as an After-Meeting-Document-Pack.

· The secretariat should send out one or more warnings about upcoming deadline expiries to the corresponding email reflectors.
Recommended technical equipment to be provided by delegates:

· A PC with support of Office 97 and Acrobat Reader file formats. As well a Zip tool (preferably WinZIP) shall be available. The ability to read standard MS-DOS V5.0 3.5-inch diskettes and CD ROMs is required. It is essential that any PC facility have an up to date anti-virus software package installed.

· Adapters for proper connection of the power supply.

· 3.5-inch diskettes.

· [LAN adapter card and software installation]

· [Extension cords]

Recommended technical equipment to be provided by the host:

· A copying facility for the exceptional production of paper copies (where the to be copied documents have to be agreed by the meeting earlier).

· Multimedia video projection facilities to display PC screens for reviewing documents or making presentations. There should be a sufficient number of these facilities available to ensure that each Sub Group can present their documents in their sessions. Such facilities greatly reduce the need for copying facilities as changes to documents can be made without the need to make copies. It is important that for effective use any multimedia video projector must be able to be used in daylight or the venue should be able to be darkened.

· A PC containing the latest set of meeting documents (updated at every break). The PC should be equipped with Windows 95, Windows NT 4.0 or Windows 98 operating system, MS Office 97 and Adobe Acrobat Reader. As well a Zip tool (preferably WinZIP) shall be available. The ability to read standard MS-DOS V5.0 3.5-inch diskettes and CD ROMs is required. It is essential that any PC facility have an up to date anti-virus software package installed. Due to the wide variety of printer drivers available it has been found that it is best for the host to provide a PC loaded with a printer attached. The printer should preferably be a laser printer.

· Access to one power outlet per delegate should be made available. Delegates bring their own adapters for different power plugs.

· [LAN network with about 50 connecting facilities]

· [PC with Internet access]

Remark:

This is a living document which is subject to changes agreed by 3GPP TSG-T WG1.
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