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1
Introduction
This document describes the process for the SA3#111 meeting. 
2
Deadlines
Registration deadline:                               15th May   07:00 UTC         
Submission deadline:                                15th  May  14:00 UTC

Agenda with tdoc allocation:                    17th May   11:00 UTC 

Rapporteurs grouping of contributions:     18th May   11:00 UTC

3

Submission
Tdoc submission will follow the regular SA3 process, i.e. it will be handled via the 3GU portal in the same way as for a regular face to face meetings. The initial input will be scanned until Wednesday, 15th February, 11:00 UTC by the SA3 leadership, and the following Tdocs will be withdrawn:

· Tdocs applicable to areas not in the agenda of the meeting.

· Late Tdocs submitted after the submission deadline.
4
Meeting
4.1
Preparation

Following the Agenda with tdoc allocation deadline, rapporteurs are requested to group the contributions by topics and propose such groups latest by the rapporteur grouping deadline (above). The identified group names will be added to the email subject line to help narrowing down the discussion even further. If no groups are identified by the rapporteur, then there is no need to provide or to use such group names.
It is compulsory to register in order to participate in the discussions and conference calls: https://portal.3gpp.org/Home.aspx#/registration?MtgId=60032 
4.2
Start

The meeting will be kicked off by the chair with an opening announcement to the SA3.

4.3
Emails during the meeting 
Email discussions are not encouraged during this face to face meeting. But emails can be exchanged to inform about the revisions to the document. Emails exchanged will not be monitored or recorded by the leadership except for information purposes. Meeting floor discussions and decisions shall take precedence over any emails exchanged.

Since remote participation is also allowed for this meeting, for any emails regarding revisions of a Tdoc, the information may be sent "[SA3#111][AI#,<Group name>][S3-21wxyz] <exact Tdoc title>" in the e-mail subject line. 
Everything between the quotation marks shall be shown as e-mail subject, including the squared brackets. For example:
[SA3#111][4.2, meaning of life][S3-21abcd] Answer to the ultimate Question of Life, The Universe, and …
When there are no group names:

[SA3#111][4.2][S3-21abcd] Answer to the ultimate Question of Life, The Universe, and Everything

Rapporteurs are requested to group the contributions per key issues and discussion topics and coordinate the discussions and make a note of the revisions for updating the TR at the end of the meeting. When there are offline discussions on a particular topic, Rapporteurs will be asked to report the status of the offline discussions.

4.4
Revisions

Revisions are discussed during the meeting as per the agenda and are to be uploaded to the Drafts folder https://www.3gpp.org/ftp/TSG_SA/WG3_Security/TSGS3_111/Inbox/Drafts using the following file name convention: "draft_S3-21wxyz-r#" where S3-20wxyz is the revised Tdoc and r# is the revision number, e.g. "r1", "r2", "r3".
Delegates are encouraged to not revise papers too rapidly after getting comments, but rather acknowledge and collect comments and revise the paper when they find it relevant and convenient for the meeting, e.g. by indicating a time for the next revision.

For document mergers, documents to be merged, the order of merger etc will be discussed and decided during the discussion of these documents during the meeting.
For LSes on which there are no reply proposals, the SA3 leadership will initiate the discussion. During the discussions, reply proposals to such LSes must be uploaded as revisions of original LS in the Drafts folder. New tdoc numbers will be allocated in the end once there is consensus. 

4.5 
Decision taking
SA3#111 is a regular 3GPP meeting, not e-meeting. Tdocs will be discussed and decided according to regular 3GPP meeting procedures.
4.6
New documents

MCC will allocate new Tdoc numbers, for approved/agreed revisions of the  Tdocs. All revisions during the meeting will not be allocated a new Tdoc number. 

Following types of new documents may be generated during the meeting.

     -    New LSs generated during the meeting
· Documents or revisions that are resolved in the wrap up session.

· Notes for conference calls (if needed)

Upon obtaining of a new Tdoc number, the delegates must immediately upload the agreed version of the new Tdoc
· Exception sheets (only rapporteurs)

· Cover sheets (only rapporteurs)

· New CRs for converting living documents/DraftCRs (only rapporteurs)

· Draft specifications and reports (only rapporteurs)
If needed, the meeting will be followed by a short round of email approval to handle draft TSs, draft TRs and living documents.
4.8
Closure
The meeting will be closed by the chair during the wrap-up session on the concluding day.
Annex A: Handling of living documents

A living document is a document maintained by a rapporteur or a delegate to record the progress on a particular topic. This is usually the case when a TR or TS are not available. Contributions to the topic are brought as pCRs to the living document. Therefore, it is important that the latest version of the living document, i.e. the baseline, is made available in due time. Since unlike draft TRs, living documents are entirely maintained by the responsible delegate, the following guidelines are proposed to harmonize the handling of living documents.

As an example, we assume a Work Item EX_WI targeting two different TSes example TS 33.601, TS 33.602. Typically, in such case, the progress would be recorded in two living documents of type draftCR each pertaining to a specification and both maintained by the rapporteur. To ensure that the baseline is available in time, the following handling rules apply:

· A living document is to be submitted by the responsible delegate to each meeting where the topic is covered. In the example above the rapporteur must submit the latest version of the draftCRs in each meeting where EX_WI is in the agenda.

· The title of a living document must be of the form "Living document for <feature or WI acronym><: optionally any informative text>". For example: "Living document for EX_WI: draftCR to TS 33.601".

· Contributions to a living document are to be reserved in the 3GU Portal as type "Other".

· By the end of any meeting where the topic is treated, the living document must be revised by the responsible delegate to include the approved input documents if any. The revised living document becomes then the baseline for the next meeting and any future contributions. In the example, the rapporteur must revise the two draftCRs to include any approved input documents. The revisions are typically sent for email approval similarly to how new draft TRs and draft TSes are handled.  

· When the work is completed or mature enough, the responsible delegate may propose that the living document is no longer needed and undertake the necessary actions to implement the outcome of the work on the topic. In the example, the rapporteur must convert the draftCRs to CRs to be agreed by the group. From that point on, there is no longer need for the draftCRs.
