[bookmark: _GoBack]Guidance for electronic meeting TSG-RAN#87e
1.	General
· meeting duration: Monday 16.03.2020 0:01am CET until Thursday 19.03.2020 23:59 CET;
The meeting will be kicked off by the RAN chairman with the usual reminders and the approval of the agenda.
· type of meeting: electronic ad hoc with full decision power replacing the f2f meeting in Jeju
· location: RAN email reflector 3GPP_TSG_RAN@LIST.ETSI.ORG
· restricted agenda: The following aspects will not be handled at RAN #87e
· no Tdocs to Rel-17 WIs/SIs (status reports, WID/SID updates, CRs etc.)
· no Rel-16 exception request sheets are needed (they have to be submitted to RAN #88 (if needed there); nevertheless please do not forget to fill out the open issues of the WI/SI status reports properly at RAN #87e)
· no new WIs/SIs except:
· selected RAN4 spectrum related WIs/SIs (consult RAN4 char and RAN chair first!)
· RAN5 WIs/SIs
For details see the RAN #87e agenda RP-200001 (and potential revisions, if any).
· Tdoc allocation: will be done as usual via 3GU until the Tdoc request deadline (see 4. and 6.) and via MCC for revisions during the meeting (see 6.); no Tdoc allocation is planned between the submission deadline and the start of the meeting.
· audio conferences during the meeting: no conference calls are planned for this meeting, if a need for such a call occurs then this will be announced via the RAN reflector at least 24 hours beforehand
2.	Registration/check-in/participation/voting rights
· registration: please register as soon as possible for RAN #87e if you plan to participate:
· log in to 3GU (https://portal.3gpp.org) via your EOL account
(note: If you have no EOL account yet, click on "Sign up" in the upper right corner of the web page. If you forgot your password, click on "Forgot your password?" in the upper right corner.)
· find meeting RAN #87e
· click on [image: ] in the same line to register
· if you are registered and you do not plan to participate please deregister with [image: ]
· note: If you are not registered to the meeting but still take part in RAN email reflector discussions, you risk that your comments will be ignored.
· check-in: a check-in during the meeting is not possible
· voting rights: this ad hoc is not counted for the voting rights
· participation: only representatives of 3GPP Individual Members or OPs or MRPs are allowed to participate. Comments from other individuals will be ignored.
3.	Links:
· agenda:	ftp://ftp.3gpp.org/tsg_ran/TSG_RAN/TSGR_87/Agenda/
		http://www.3gpp.org/ftp/tsg_ran/TSG_RAN/TSGR_87/Agenda/
· templates:	ftp://ftp.3gpp.org/tsg_ran/TSG_RAN/TSGR_87/Templates/
		http://www.3gpp.org/ftp/tsg_ran/TSG_RAN/TSGR_87/Templates/
· all Tdocs:	ftp://ftp.3gpp.org/tsg_ran/TSG_RAN/TSGR_87/Docs/
		http://www.3gpp.org/ftp/tsg_ran/TSG_RAN/TSGR_87/Docs/
· Inbox folder*:	ftp://ftp.3gpp.org/tsg_ran/TSG_RAN/TSGR_87/Inbox/
		http://www.3gpp.org/ftp/tsg_ran/TSG_RAN/TSGR_87/Inbox/
· Drafts folder*:	ftp://ftp.3gpp.org/tsg_ran/TSG_RAN/TSGR_87/Inbox/Drafts
		http://www.3gpp.org/ftp/tsg_ran/TSG_RAN/TSGR_87/Inbox/Drafts
NEW: The two folders with * are new. They come with a functionality so that even users who cannot use ftp can upload their documents: Go to the intended directory, click on the button [image: ], log in with your EOL account and drag and drop your document that you want to upload into the upload area that pops up.
4.	Deadlines:
· agenda distribution:		Mon 24.02.2020 0:01am CET at the latest, likely earlier
· comments to agenda:		Fri 28.02.2020 23:59 CET
· Tdoc request deadline:		Tue 10.03.2020 23:59 CET (this will be handled strictly!)
· Tdoc submission deadline:	Wed 11.03.2020 23:59 CET
· flagging deadline:		Tue 17.03.2020 23:59 CET
· final comments deadline:	Thu 19.03.2020 noon CET
Note: 3GU Tdoc allocation will probably start on 02. or 03.03.2020.
5.	Templates:
Depending on the Tdoc type please use following Tdoc templates (see 3.):
· outgoing LSs:				LS-Template.zip
· outgoing LTIs:				letter_to_ITU_template_v2.zip
· CR cover sheet (for company CRs):	CR-Form.zip (version 12.0)
· cover sheets for presenting TSs/TRs:	Spec_Submit.zip
· WI/SI description:			WID_template_190920_adapted_for_RAN_87e.zip
· WI/SI status report:			SR_template for RAN_87e.zip
· WI summary:				WI_summary_Template.zip
· draft TRs/TSs:				3GP_TS-TR_Template.zip (same for TR and TS)
Note: Since RAN #63 Core and Perf. part WIs have to be captured in one doc file for WI descriptions and status reports.
6.	Tdoc requests/revisions/company CRs:
· via 3GU before Tdoc request deadline (see 4.): go to https://portal.3gpp.org and log in with your EOL account, then find the RAN #87e meeting (not RAN #87!) and click on [image: ] in the same line to contribute.
Note: If your screen is not wide enough, you will not see this button, then click on [image: ] and click on "Contribute to meeting"
· via MCC during the meeting (see 1.): Please send an email to joern.krause@etsi.org and
· if your Tdoc is a revision of a Tdoc already submitted:
· indicate the official Tdoc you intend to revise
· give a short reason why the revision is needed
· if any meta data (e.g. title, source) of the Tdoc needs to be changed compared to the previous revision, then please indicate the changes
· if your Tdoc is not a revision of a RAN #87e Tdoc:
· provide: agenda item, title, source, REL, WI code, spec, CR number, rev number, cat., spec version
· indicate to which RAN #87e Tdoc your Tdoc is related so that your Tdoc can be put behind this Tdoc in the report (note: completely new and unrelated Tdoc requests mean that the Tdoc request deadline was simply ignored and such a late input may not be accepted)
· In general, for any revision:
· a revised Tdoc means that the previous revision is no longer relevant
· in order to limit the number of revisions (any revision is creating a potential new email discussion on RAN reflector and creates a flag for a late submission) we will not do simple co-sourcing modifications (note: It is not possible to still contribute to the contents of a Tdoc that is already available. People often misuse the source field to show additional supporting companies but normally these extra companies have not contributed to the contents of the Tdoc).
· please limit your number of revisions:
· use the Drafts folder (see 3.) at any time to show intermediate modifications
· if you are sure that a revision is needed, then request your Tdoc revision early, but submit it late (when you have the impression that no further comments/modifications are coming but of course before the relevant deadlines)
· company CRs: Make sure that in the abstract field of your 3GU Tdoc request (or in your email to MCC if it pops up during the meeting) you clarify
· is your company CR a revision of a CR that was submitted already to a WG? If yes:
· what is the WG Tdoc number of this CR that you want to revise?
· what was the official status in the WG of this WG CR?
· if it was agreed/endorsed in the WG: what is the reason for the revision?
· if it was not treated/not pursued/postponed/withdrawn: why do you think RAN #87e needs to handle your company CR?
· if your company CR is not a revision of a CR that was submitted already to a WG:
· why did you not submit this company CR to the WG?
· why is there an urgency for RAN #87e to handle this company CR?
Also note: CR and rev numbers for company CRs will not be automatically allocated by 3GU. So please send an email to MCC requesting them and wait with the submission of your company CR until you have a CR and rev number allocated by MCC. In order to not miss deadlines remember to request Tdocs for company CRs before the Tdoc request deadline.
7.	Decision process
· Decisions are taken by consensus.
· No working agreements will be declared, no votings will take place.
· Tdocs can be withdrawn as long as there are no reflector comments to them.
· flagging phase: from the submission deadline until the flagging deadline (see 4.) certain Tdoc types can be flagged (see 8.) by adding [flag] in front of the email subject in order to indicate that this Tdoc requires some further discussion; after the flagging deadline MCC will check the Tdocs that are subject to flagging and those Tdocs which were not flagged will get the corresponding Tdoc status (so called "block approval") so that we can concentrate in the resolution phase on the controversial Tdocs. A corresponding Tdoclist update will reflect these "block approval" decisions.
· [bookmark: _Hlk32655662]resolution phase: from the start of the meeting until the final comments deadline (see 4.) the proponent of a Tdoc and the delegates who have comments to a Tdoc can enter into a debate via the RAN email reflector about the arguments pro/contra the Tdoc/the proposals; by the final comments deadline ALL pros & cons must have been put on the reflector and if there was a need for a revision, then the revised version has to be available as official Tdoc. If the discussion is more complex, then a summary of the debate in a reflector email from the Tdoc proponent would be appreciated at the end of the resolution phase (which issues were solved and how, which issues could not yet be solved, suggested status for the Tdoc).
· decision phase: from the final comments deadline until the end of the meeting; the RAN chairman with support from MCC will try to see which debates concluded and suggest an appropriate Tdoc status and/or conclusion for proposals of discussion Tdocs and/or a final revision;
delegates will have a chance to comment on this suggestion (however it will be too late to bring up new arguments that were not provided before the final comments deadline).
· end of meeting: Tdocs which were not reaching consensus will be set to "not pursued" or "postponed" (if there is an intention to come back to it in the future). Tdocs which are not available before the end of the meeting will be set to withdrawn.
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8.	Flagging/block approval
We will use the "block approval"/flagging technique for the following types of Tdocs:
(Note: Like in f2f meetings a flag means that further clarification/discussion is required for a Tdoc.)
· WI status report: Each rapporteur of an open WI/SI has to submit a corresponding WI status report (template see 5.) (independent of how much happened about this WI/SI in the last quarter). A missing status reports will be interpreted as a lack of interest in this WI/SI and as a request to stop of the WI/SI. All status reports are encouraged to be reviewed before submission by the leading WG of the WI/SI.
· report of WGs, ITU-R ad hoc and MCC: provided by WG chairmen (usually the WGs are informed beforehand) or ITU-R AH convener (usually ITU-R AH is informed beforehand) or MCC director (normally for background information)
· report from MCC TF160: this report is for approval 
· draft report of RAN #86: provided by MCC before the submission deadline
· CRpack: WG agreed CRs submitted to RAN by MCC
· draft TR, draft TS: TRs/TSs submitted to RAN #87e by rapporteurs on behalf of the WG can be for information or for approval; note: TR versions for RAN led SIs will not be part of the block approval as they are just generated during the RAN meeting.
· WID revised, SID revised: As REL-17 is not on the RAN #87e agenda, only REL-16 (and before) WID/SID cleanups are expected.
· LS in: The RAN chairman will suggest before the start of the meeting which "LS in" can simply be noted without further discussion (e.g. because RAN is only on cc/there is no action for RAN, RAN has addressed the LS already somehow, another WG/TSG will reply).
· WI summary: For Core part WIs (that are not spectrum related) that are 100% complete at RAN #87e the WI rapporteur has to provide a WI summary to RAN #87e that should be reviewed by the leading WG before RAN #87e submission.
· pCRs for RAN led SIs: Since the rapporteur needs to implement all approved pCRs into a new draft TR before the end of the meeting, comments to these pCRs need to be flagged as well
If you see a need for discussing one of these Tdocs, then starting from the Tdoc submission deadline (see 4.) until the flagging deadline (see 4.), you will be able to flag such a Tdoc by sending an email to the RAN reflector with "[flag]" at the beginning of the email subject and with the following filled out table in the email:
	Tdoc
	Title
	Reason for discussion

	
	
	


Note: Please keep the reason for the flag short and precise (one sentence), you can still explain the reason in more detail in the email.
MCC will automatically flag:
· late submissions: no reply is needed here but decisions will only be taken at the end of the resolution phase to allow people more time to check these Tdocs; MCC will send out one list via the RAN email reflector which Tdocs are considered late;
· inconsistent Tdocs: MCC flag those Tdocs one by one with the same table format provided above; corresponding replies are expected then from the Tdoc authors;
· CRs in CRpacks that have opposing company CRs: MCC will provide one list for all CRpacks that are affected.
Note: Target date changes in WI status reports will not be flagged by MCC as it is assumed that these changes were reviewed in the leading WG of the WI/SI. However, a delegate is still free to flag such a status report.
For flagged Tdocs, it is expected that rapporteurs, Tdoc authors, impacted WG chairmen check the reason for discussion and provide a response via the RAN email reflector during the resolution phase (do not modify the email subject please). For flagged "LS in" the RAN chairman will respond.
For all flagged Tdocs of the Tdoc types mentioned above, we can then see whether a revision or an LS out is needed and whether the reason for the discussion can be addressed.
In contrast to a f2f meeting where it is possible to raise also other points during the online discussion of a flagged Tdoc, it is expected that someone who needs to flag the same Tdoc for a different reason is also sending out an email via the RAN reflector before the flagging deadline (exception: for late Tdocs comments can still be brought up until the final comments deadline).
All not flagged Tdocs of the Tdoc types mentioned above, will be decided "en bloc" after the flagging deadline, i.e. 
· status reports will be noted (approving implictly the % complete and target dates in the status report), 
· reports of WGs, ITU-R AH and MCC will be noted,
· draft report of RAN #86 will be revised and the final Tdoc will be considered as approved
· CRpacks will be approved, 
· draft TRs/TSs for information will be noted, draft TRs/TSs for approval will be approved,
· revised SIDs/WIDs will be approved, 
· LS in" are noted without any RAN reply, 
· WI summaries are noted;
· pCRs are approved.
Once this is completed, on Wed 18.03.2020, MCC will provide an updated Tdoc list and a list with all Tdocs still to be decided.
Tdocs which do not belong to the Tdoc types mentioned above:
· agenda of RAN #87e: This will be distributed by the RAN chairman well in advance before the meeting so that delegates can comment before 28.02.2020 23:59 CET i.e. before the start of 3GU (first week of March). The RAN chairman will therefore declare the agenda as approved when he kicks off the meeting.
· company CRs: all company CRs stay open for comments until the end of the resolution phase; if no comments are raised by the final comments deadline or comments were raised but they are solved, e.g. in a revision, then the company CR is considered approved (this may mean that a CR in a related CRpack is not approved)
· draft TRs for RAN led SIs: it is wise if rapporteurs of this sort of special SIs get already a Tdoc number for such a draft TR version (for agreement if the SI continues) before the Tdoc request deadline but that they wait with the submission until after the flagging deadline for pCRs (note: Controversial/flagged pCRs have to be solved as soon as possible after the flagging deadline in order to be able to include them into the new draft TR version which has to be provided before the resolution phase is over).
· new WIs/SIs: they stay open for comments until the end of the resolution phase
· workplan information, REL description TR from MCC: will be noted after the end of the resolution phase as they are for information and will probably be submitted during RAN #87e (as they may include CT #87e or SA #87e information and those meetings are held in parallel)
· LS out: comments are possible until the end of the resolution phase; after the end of the resolution phase MCC will allocate Tdocs for the final LS out Tdocs
· any other reports (e.g. from email discussions) will be noted after the resolution phase if no revision is needed
· discussion Tdocs: This is the most difficult class of Tdocs to be handled over email as they may attract a larger number of email exchanges. Make sure that your discussion Tdoc has one or more clearly formulated and numbered proposals that can be decided. Controversial/unclear proposals risk that the discussion Tdoc is just noted without any agreements. Note: The RAN chairman may also postpone a discussion Tdoc at any time if the number of RAN reflector emails on a certain discussion Tdoc is exploding.
To avoid this the author of the discussion Tdoc may also shift the RAN reflector discussion to an offline discussion on the RAN_DRAFTS reflector in order to prepare some refined proposals there/via the Inbox/Drafts folder.
9.	Time budget handling
· 1 TU = 1 time unit ~ 2h
· Time budget handling does not apply to RAN5 WIs/SIs
· WID new, SID new: It is mandatory to fill out the time budget Excel table included in the WID template until the target date of the WI/SI.
· WID revised, SID revised: Remove the TU Excel table from the WID/SID; if any TU change is needed, use the status report to indicate the changes.
· status reports: For any modifications of time budgets compared to the last endorsed table (see RAN #86: RP-193267) please attach the TU Excel table highlighting the changes. If no changes are needed, please remove the TU Excel table from the status report.
· As WGs do not handle REL-17 in Feb. 2020 and RAN #87e will also not address REL-17 topics: After RAN #87e, the TUs already reserved for Feb. 2020 for REL-17 SIs/WIs will be transferred to April 2020 and the TUs already reserved for April 2020 for REL-17 SIs/WIs will be transferred to May 2020. What happens with the TUs already reserved for May 2020 and beyond for REL-17 SIs/WIs will be decided at RAN #88.
· As usual an updated TU Excel list prepared by the RAN WG chairmen will be endorsed by email after RAN #87e.
10.	Reflector etiquette
It is expected that there will be higher email traffic than usual therefore please respect:
· Make absolutely clear in your reflector email for which company you are speaking;
normally, the email address clarifies which company you represent;
if this is not the case make sure that your signature indicates the company that you represent; if the company is not clear, your email may be ignored (see 2. under participation).
· Choose the appropriate email reflector:
· 3GPP_TSG_RAN@LIST.ETSI.ORG: is strictly limited to official Tdocs during the meeting and emails must have "[RP-20abcd]" (abcd is your Tdoc number) at the beginning of the email subject to clarify about which Tdoc you talk.
· 3GPP_TSG_RAN_DRAFTS@LIST.ETSI.ORG: is strictly limited to offline discussions before/during the meeting; these discussions are not part of the meeting i.e. emails there have no relevance for the decision taken by RAN #87e. Put an identifier at the beginning of your email subject from which it is clear to which Tdoc this offline is related, e.g. [rev of RP-20abcd], [related to RP-20abcd], [WF for RP-20abcd] (abcd is the Tdoc number you address).
If the offline discussion is completely unrelated to any Tdoc (this case should be rare as we need to focus on the meeting and not waste reflector capacity), then add the subject in the email subject, e.g. [late ASN.1 error detected in 38.331].
No excuses for chosing the wrong email reflector (e.g. official Tdocs on the drafts reflector will still be uploaded as official Tdocs; comments/objections on the drafts reflector will not be taken into account when decisions about official Tdocs are taken).
· Think twice before sending out an email over the reflector but do not wait until the deadlines and if you send it out:
If you raise a concern:
· be consise
· where is the technical problem? (e.g. Tdoc, clause, page, which proposal)
· what is the technical problem? (e.g. explain the consequences)
· how big is the problem? (would you still be ok to agree the Tdoc as is or not)
· is there a way to address this technical problem?
· number each concern for easier reference and rather collect all concerns in one email than starting multiple email threads
· a clear Tdoc & meeting reference is better than "we discussed this in the past"
If you address a concern:
· reply to the email that mentioned the concern
· if you try to address concerns from multiple emails make clear about which concern from which email you talk and think about shifting the debate to an offline discussion on the RAN_DRAFTS email reflector; for an easier overview you may create a list of all concerns and arguments like in an email discussion summary
(this will make it easier to overlook on which points the discussion is converging and on which it is not)
· to which concern do you refer?
· do you think the concern is justified? If not, explain why
· can you make any proposal to address/solve/avoid the concern?
· or do you agree with any proposal that was made by the person who raised the concern?
If you raised a concern, you got a reply and you intend to answer:
· reply to the email reply you got
· any answers to the arguments why your concern is not justified?
· would you agree to any proposals from the Tdoc author?
· would you withdraw your concern?
If you intend to add concerns into an ongoing debate or you want to comment on the debate:
· rather wait 1-2 hours until this debate has made the first round
· try to avoid repetitions of the same debate but feel free to indicate whether you agree or not with already raised concerns
· increment the numbers for additional concerns you have
· When you reply to an email, please make sure that only "RE:" and not all sorts of other strings are added in front of the original email subject. Otherwise tracking will become difficult. You can configure outlook to use only Re: under Advanced | International options by ticking:
- Use English for message flag labels
- Use English for message headers on replies and forwards and for forward notifications
· Avoid including attachments in your emails:
· Every document with a file name that starts with RP-20 and 4 digits is considered to be an official Tdoc, no exception/no correction (e.g. RP-201234.zip and RP-202345_blabla.doc are official documents; draft_RP-201234.zip and RP-20xxxx_revised_RP-201234.zip is not an official Tdoc but a draft document)
· Official Tdocs and draft documents shall be uploaded as zipped files
· before the meeting official Tdocs shall be uploaded via 3GU
· during the meeting official Tdocs shall be uploaded to the Inbox folder (see 3.)
· draft documents before/during the meeting shall be uploaded to the Inbox/Drafts folder (see 3.)
11.	RAN #87e report and Tdoc list
· The RAN #87e report will not repeat all RAN email reflector emails (these will be anyway archived) but will capture the flags and Tdoc conclusions.
· After the Tdoc request deadline, the RAN #87e data will be exported from 3GU into a reporting tool and Tdoc lists will be produced from there and published twice per day on the 3GPP server (see 3.) during the RAN #87e meeting.
· After RAN #87e the data will be reimported into 3GU and overwrite what is there.
Therefore please avoid modifications in 3GU after the Tdoc request deadline. Better send an email to joern.krause@etsi.org explaining the intended modification.
This also means that during RAN #87e 3GU data will not be updated.
2

image2.png




image3.png
Login to Upload files




image4.png




image5.png




image1.png




