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Source:	RAN2 chairman, RAN2 vice chairmen, session chairs
Title:	RAN2 109-e Methods and Guidance
Document for:	Discussion and Decision
1	Introduction
RAN2 109-e is conducted as an electronic meeting by email and Web Conference and regular 3GPP meeting tools such as 3GU, meeting server and FTP.
This document describes methods particular to R2 109-e and provides guidance on how the email discussions and web conferences are going to be handled, and how the peculiarities related to the e-meeting will be managed.
Other meeting documents such as Agenda and Schedule are also applicable to RAN2 109-e, and their contents is not repeated here, e.g. for detailed instructions on the contents of tdocs, please see the Agenda, e.g. for detailed instructions related to overall time plan, please see the Schedule. Additional complementary IT instructions may be provided on the RAN2 reflector separate from this document. 
2	Meeting access
Initial tdoc submission is done as usual using the 3GU tool. As usual there is an agenda with various instructions. After initial submission as usual 3GU is closed. New tdoc numbers can be allocated by Session Chair or MCC. 
Submitted documents are available as usual at the meeting server, which is for R2 109-e  located at ftp.3gpp.org/tsg_ran/WG2_RL2/TSGR2_109_e/. The meeting server draft and inbox folders allows upload by FTP and HTTP by EOL account.This folder has /Inbox with the usual delegate write/read (but not overwrite) access, plus subfolders for /drafts and /Chairmans_notes. /drafts folder will further have subfolders for individual RAN2 109-e email discussions
The RAN2 reflector is used for meeting emails: 3GPP_TSG_RAN_WG2@LIST.ETSI.ORG.
There will be many e-meetings in parallel. Please do not attach files to emails to avoid reflector being overloaded, instead refer to files stored at the meeting server, especially for large files.
WebConferences, scheduled as in the schedule, will be by the GoToWebinar tool. GoToWebinar registration invitations will be sent by email on the RAN2 reflector for each GTW session at least two days before the session. RAN2 is planned to have several parallel sessions (please see the schedule) and each of those require a separate tool registration. 
3	Decisions and Session Chair Notes
[bookmark: _Hlk32567619]Session chair notes can be found as usual in the Drafts folder and they have a date-time-stamp in the file name. All decisions are documented in session chair notes. Session chair notes are updated on the meeting server immediately after a Web Conference and after (intermediate) deadlines and checkpoints for email discussions. They may also be updated more regularly when agreements are reached. Participants are encouraged to check session chair notes frequently. Session Notes updates are not indicated by email. 
In case issues are found or improvements are desired, Session Chair notes can be commented on and discussed in respective session chair’s organizational email thread, labelled [AT109e][x00].
In addition to being captured in session chair notes, decisions by email approval are also communicated in the respective email discussion. 
In addition to being captured in session chair notes, decisions in Web Conferences, are announced vocally, similar to face to face meetings Screen sharing may be used as a secondary means to follow progress and agreements, but as it is assumed that not everyone will be able to follow screen sharing, audio is the primary communication method. Decisions might also be announced by text sharing (the gotowebinar chat function). 
4	E-meeting email discussions
Email discussions during R2 109-e will be handled as follows:
· Email discussions are defined, kicked off and closed by Session Chair, Kick off can be done by Web Conference or by email in the session chair organizational email thread labelled [AT109e][x00]. 

· Email discussions are listed in session chair notes, including scope/expectations, deadline, rapporteur etc. Intermediate deadlines or checkpoints may be set for email discussions, at which times the scope etc of the email discussion may be modified, by session chair. 

· Email discussions have a rapporteur (as usual) who facilitates progress and is appointed by the session Chair, unless the email discussion is managed directly by the session chair. 

· Decisions may be taken in an Email discussion, both technical and non-technical decisions. E-meeting participants are expected to pay close attention to email discussions and expected to comment promptly if they disagree. Silence is interpreted as agreement. The shortest normal duration of an email discussion is 24h, but more normally 36h, 48h etc. Grace time (the time after which all are expected to have seen an input) is 18h (except during grace time weekend suspension).

· Proposals are announced in an email discussion, in a referenced draft document or in email body text (Proposals, proposed decisions, proposed agreements etc are all considered the same). Proposals are then discussed and modified, cancelled etc as regulated by email discussion rapporteur and/or session chair. 

· A Proposal can be agreed when everyone has had a chance to see the last version of the proposal, and there are no remaining objections, e.g. if there are no comments during the email grace time 18h. 
· In some cases when it is clear that a small group of companies are the only interested in a discussion on a small item, decision can be declared when all interested have provided their input, and there are no remaining objections, provided that all had an opportunity to know about the discussion on the small item. 
· The Session Chair declares official agreements. 
· The Session Chair can also declare that a proposal is taken into account as an agreement even before official agreement (before grace time expiry), e.g. for making of a CRs or as baseline for other discussion, e.g. if time is short and Session Chair think final agreement is likely. In the end, the final agreement (after grace time) applies.

· Exclusion decisions can be made by session chair without grace time, e.g. “we don’t treat this further at this meeting”. 

· Decisions capture can have the same format as agreements in session chair notes of regular meetings, and be copy pasted as such from email text or document text into session chair notes, or could be captured in a tdoc with a tdoc number, that is fully agreed. For most discussions it is recommended to use an agreement tdoc. 
· “Agreements Tdoc” number may be assigned once the discussion converges to a point where (some or final) conclusions can be made.
· This document should explain the topic discussed and indicate the agreements. The document will then be noted in the minutes as “agreed”.

· The overall deadlines for the last days’ conclusion of the meeting are listed in the schedule document. 

· An email discussion is identified by Subject: [AT109e][xyz][WI ind] disc_name 
· [AT109e]  Mandatory label, fixed text string, used to discriminate at meeting email discussion vs post meeting email discussions, and other meetings emails etc. Best effort preparations, e,g, best effort review of summaries (no decisions) before meeting start can instead use [Pre109e]. 
· [xyz]	Mandatory label, that uniquely identifies a discussion. A three digit numerical 000-999, each session chair has a range to use, this number refers to Session Chair Notes (does not need to be used for preparation discussions labeled [Pre109e]).
· [WI ind] 	Optional label, present for WI related discussions, selection among the following fixed text strings: NR15, LTE15, NR TEI. LTE TEI, DCCA, IIOT, IAB, URLLC, POS, POW, 2STEP, NRU, V2X, NBIOT, MTC, RACS, SRVCC, CLI, EMIMO, PRN, MOB (for both LTE and NR), NR MOB (only for NR), LTE MOB (only for LTE) <additions/changes by session chair>
· disc_name	 Optional free text, descriptive. 
· Specific discussions: Chair specific discussions are listed below (see Organization). Other specific discussions in Chairman notes and session chair notes. 

· Request to Avoid to add ”extra information” to thread names in the Subject to enable email sorting and filtering
· E.g. delegates responding should check that their email clients do not add any of the following to the thread name: 1) Non-English characters, 2) [External], 3) Extra Re: (e.g. Re: Re: Re: Topic) to keep or 4) Any other “extra” characters. See also instructions in appendix D for proper configuration of outlook. 

5	E-meeting Web Conferences
A Web Conference session is managed and organized by a session chair, similar to a face to face 3GPP session. Please see session chair notes for detailed topics / documents for the web conference session. 
Decisions may be taken in a Web Conference, both technical and non-technical decisions. Attendees are expected to comment if they disagree. Silence is interpreted as agreement.
Company name or company abbreviation Shall be added before the first name when an attendee registers the name with GoToWebinar. Otherwise the session chair will not be able to quickly identify the company, and the attendee might not get the floor/get to speak. Once registered, the name cannot be changed, but it is possible to cancel the registration and register again.
The Raise Hands feature in the GoToWebinar tool will be used. An attendee indicates the wish to speak by raising hand. Everyone is requested to manage raise hands by themselves, meaning that when you no longer need to speak, or are requested to lower hands by session chair, please stop raising your hand (organizer could lower hands of attendees but this is cumbersome). 
A person or company is scheduled to speak by the session chair by vocal indication as in a face to face 3GPP session. 
Mute / Unmute audio feature in the GoToWebinar tool will be used. The muting is a two-level mute, an attendee can be “unmuted”, “muted by organizer”, “muted by organizer and self”, “muted by self”. Based on session chair preference, the muting control can be done in two ways: 
A) Session Chair, or session chair helper person manages Mute/Unmute for everyone (cumbersome). 
B) Session chair ask everyone to manage their own muting (requires discipline). If asked to, please manage muting by yourself, and unmute only when asked to speak. Session chair can also mute all but keep the muting control with the attendee. 
The Screen sharing feature in the GoToWebinar tool is expected be used, as a secondary means to follow progress and agreements. As it is assumed that not everyone will be able to follow screen sharing, audio is considered the primary communication method. Detailed drafting by screen sharing should not be relied upon. 
The Chat feature in the GoToWebinar tool may be used for text sharing by the session chair, e.g. for immediate sharing of a proposed agreements, decisions etc, in addition to screen sharing e.g. for those who cannot follow screen sharing.
The Questions feature in the GoToWebinar tool is not used unless otherwise stated for the specific session. If the session chair is supported by another person there is some possibility to read text question from attendees at a session. If the session chair is alone, this is not possible.
The Poll feature in the GoToWebinar tool is not to be used. 
If a show of hands is to be performed, the session chair will ask supporters to raise hands (same raise hands as asking to speak), and the session chair will vocally echo company names that has raised their hands while counting, to avoid mistakes and provide transparency. 
See also appendix C for more practical advice. 
6	Organization
Juha Korhonen (Juha.Korhonen@etsi.org) 	RAN2 MCC Support

Johan Johansson (Johan.Johansson@mediatek.com)	RAN2 Chairman		
[000]		RAN2 109-e Main Meeting and Johan’s Organizational Email Thread. Agenda, Schedule, Cross WI. 
Email discussions xyz range: [000]-[099]
Agenda Items: 1, 2, 3, 5 NR R15 except positioning, 6.0 R16 Organizational, 6.1 IAB, 6.7 IIOT, 6.10 DCCA, 6.19 Other, 6.20 TEI16 except positioning, 6.21 On-demand SI in Conn, 6.22 URLLC, 8 Session Reports, meeting conclusion. 

Sergio Parolari (Sergio.Parolari@zte.com.cn)	RAN2 Vice Chairman
[100]		Sergio’s Organizational Email Thread.
Email discussions xyz range: [100]-[199]
Agenda Items: 6.5 UE Cap RACS, 6.14 SRVCC 5G to 3G, 6.15 NR Cross Link Interf and Remote Interf Mgmt, 6.16 MIMO, 6.18 NR Private Network Support PRN, 

Tero Henttonen (tero.henttonen@nokia.com)	RAN2 Vice Chairman
[200]		Tero’s Organizational Email Thread.
Email discussions xyz range: [200]-[299]
Agenda Items: 4.5 LTE corrections, 6.9 NR Mobility, 7.3 EUTRA Mobility, 7.4 EUTRA high-speed, 7.5 LTE TEI16, 7.8 LTE DL Mimo, 7.9 LTE Terrestrial Broadcast

Brian Martin (brian.alexander.martin@huawei.com)		Session Chair
[300]		Brian’s Organizational Email Thread.
Email discussions xyz range: [300]-[399]
Agenda Items: 4.1 NB-IoT corrections, 7.2 NB-IoT R16

Emre Yavuz (emre.yavuz@ericsson.com)		Session Chair
[400]		Emre’s Organizational Email Thread.
Email discussions xyz range: [400]-[499]
Agenda Items: 4.2 eMTC corrections, 7.1 eMTC R16

Diana Pani (Diana.Pani@interdigital.com)		Session Chair
[500]		Diana’s Organizational Email Thread.
Email discussions xyz range: [500]-[599]
Agenda Items: 6.2 NR-U, 6.11 UE Power Saving, 6.13 NR 2-step RACH, 

Nathan Tenny (Nathan.Tenny@mediatek.com) 	Session Chair
[600]		Nathan’s Organizational Email Thread.
Email discussions xyz range: [600]-[699]
Agenda Items: 4.4 Positioning Corrections, 5 NR R15 Positioning parts, 6.8 NR positioning, 6.20 TEI16 positioning, 7.6 LTE TEI16 positioning, 7.7 Indian Navigation System NAVIC, 

Kyeongin Jeong (kyeongin.j@samsung.com)		Session Chair
[700]		Kyeongin’ s Organizational Email Thread.
Email discussions xyz range: [700]-[799]
Agenda Items: 4.3 V2X and SL corrections, 6.4  NR V2X, 

Nan Hu (hunan@chinamobile.com)	Session Chair
[800]		HuNan’ s Organizational Email Thread.
Email discussions xyz range: [800]-[899]
Agenda Items: 6.12 NR SON MDT

Appendix A: RAN2#108 email discussions
Ongoing (i.e. RAN2#108) email discussion summaries should be submitted by the set deadline. 
Proposals should include  guidance information for the resulting proposals, i.e. whether a proposal is one of: 
A) a potential easy agreement, e.g. Proposals where consensus exists, that seem straightforward to agree
B) need further discussion. These should be tagged with e.g. [FFS] so they are clearly visible, and should indicate what the primary controversy is
C) a candidate for immediate postpone, e.g.  issues that may require other WG discussions or is contentious such that it is unlikely to converge at e-Meeting. 
Issues on ASN.1 – or specifications-specific CR proposals will go directly to email discussion on the corresponding CRs. 
Email discussions are treated as per each session guidance, and a new Tdoc number may be provided for these in case update is needed for the outcome document.
Note RAN2#108 identification for email discussions will not be used, if the discussion need to continue during 109-e, a meeting specific identifier, as for other meeting email discussions, will be used. 
Appendix B: Topic summary documents 
This section adds somewhat more detailed suggestions than the guidance in the Agenda. 
Summaries are assigned by the session chairs. Each topic summary may cover a part of AI, one AI or multiple AIs.
1. Summaries will be provided based on chairman guidance. Summary documents shall be submitted by the set deadline for summary documents, see the Schedule. The intention is to treat summaries rather than submitted tdocs for many topics. 
1. A summary rapporteur is tasked with providing the summary document containing the following 
1. It is the task of the rapporteur to reflect submitted proposals in a neutral way, group, merge and structure to facilitate easy treatment (at least the potentially agreeable ones).  
1. At this meeting it is also the task of the summary rapporteur to suggest potential easy agreements for treatment and suggest likely controversial proposals for postponement. One possible way to do this is to Gather all WI open issues from the documents and find those topics that seem to have best chance for consensus. Classification for those could be same as for the email discussions, i.e.
1. a potential easy agreement, e.g. Proposals where consensus exists, that seem straightforward to agree
1. need further discussion. These should be tagged with e.g. [FFS] so they are clearly visible, and should indicate what the primary controversy is
1. a candidate for immediate postpone, e.g.  issues that may require other WG discussions or is contentious such that it is unlikely to converge at e-Meeting. 
1. Issues on ASN.1 – or specifications-specific CR proposals will go directly to email discussion on the corresponding CRs. 

1. During treatment of a open-issue oriented summary typically the following questions may be asked:
2. Does the issue need to be solved for rel-16?
2. What are the company opinion(s) on solution(s)?



Appendix C: GoToWebinar more details
One can only follow one GTW session from a single device. If you want to follow more than one session simultaneously, you need to have separate devices for each of those. Or alternatively, you need to close one session before starting another one in your single device.
If you want to test your GTW connection, the link below provides a test webinar:
https://support.goto.com/webinar/help/join-a-test-session-g2w060001
This link provides a simple tutorial for GTW participants:
https://assets.cdngetgo.com/5b/83/dda8d81d4bf6b9ec32632861505d/gotowebinar-attendee-slides-1.pptx
Appendix D: Outlook Settings
Apply these outlook setting, to avoid that your email client adds additional characters that makes filtering and sorting impossible. Emails with mal-formatted subject may be accidently lost, and must be avoided. 

International Options
The options to control this can be found under “International Options”:
· Outlook 2010, Outlook 2013 and Outlook 2016
File-> Options-> section: Advanced-> option group: International options
· Use English for message flag labels
· Use English for message headers on replies and forwards and forward notifications
· Outlook 2007 and previous
Tools-> Options…-> tab: Mail Format-> button: International Options…
· Use English for message flags
· Use English for message headers on replies and forwards
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