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START OF CHANGES
[bookmark: _Toc528971761]5.3	TSG RAN WG3 working guidelines
This clause provides working guidelines collected by MCC for optimal TSG RAN WG3 working performance.
[bookmark: _Toc528971762]5.3.1	General aspects
[bookmark: _Toc528971763]5.3.1.1	Meeting organisation:
1. The latest TSG RAN WG3 meeting schedule is published at several places (e.g. this TR, TSG RAN WG3 reports, TSG RAN reports, 3GPP internet page: http://www.3gpp.org/3GPP-Calendar).
2. Companies/organisations which intend to host a TSG RAN WG3 meeting should contact the chairman and MCC well in advance (usually hosts for a meeting are decided about a year in advance).
Note: In normal meetings the co-location of all TSG RAN Working Groups is preferred. In bis-meetings each TSG RAN Working Group can meet separately if they so wish.
3. Registration, Meeting delegates who want to attend a TSG RAN WG3 meeting have to register in advance either via:
http://www.3gpp.org/3gpp-calendar under 'RAN WG3'; or
via the 3GPP Portal (3GU). Go to the Meetings tab at https://portal.3gpp.org, log in with your EOL credentials, and click "Not registered" in the Registration column of the meeting in question. When registration is complete, you will receive a confirmation email. Keep this email, it contains important information, without which you will not be able to confirm your presence. Once you are registered, your name will appear in the web-based participants list for the meeting in question.
4. The agenda for the following TSG RAN WG3 meeting will be provided by the TSG RAN WG3 chairman on the TSG RAN WG3 reflector at least two weeks before the meeting to allow correct Tdoc/CR number requests.
4bis. The TSG RAN WG3 Chairman may set a Tdoc quota, shown in the heading of an Agenda Item or sub-Agenda Item in the agenda. This indicates the maximum allowed number of contributions that any company may submit to that Agenda Item or sub-agenda Item for that meeting. The quota indicated for an Agenda Item applies to the sum of the Tdocs submitted to all its sub-Agenda Items unless otherwise specified.
RULES AND GUIDELINES FOR QUOTAS:
a. Complying with the quota does not guarantee that the contributions will be discussed.
b. If a sourcing company exceeds its quota for an Agenda Item or sub-Agenda Item, none of its contributions for that Agenda Item or sub-Agenda Item will be treated.
c. Response papers count toward the Tdoc quota.
d. Contributions from subsidiaries and controlled companies count toward the Tdoc quota for the controlling company.
e. Co-signed contributions – If the contribution is signed by 2 companies, it counts toward the Tdoc quota for the first company listed. If it is signed by 3 or more companies, it does not count toward the Tdoc quota for any company. For corrections to current and previous releases (i.e. Cat. F CRs and companion discussion paper, submitted to the appropriate Agenda Item), if there are 2 sourcing companies and at least one of them is an operator, the contribution does not count toward the Tdoc quota for any company. Subsidiaries and controlled companies are not counted as additional co-signers for the purpose of Tdoc quotas. 
f. The following does not count toward the Tdoc quota:
i. Rapporteur input (from TS/TR Rapporteur, WI/SI Rapporteur);
ii. Pre-agreed input (baseline CR updates, e-mail discussion reports, etc.);
iii. Contributions allocated during the meeting (revisions, summaries of offline discussions, draft LSs/reply LSs, etc.);
iv. One draft reply LS from the contact company of an incoming LS;
v. Cat. A CRs submitted together with the corresponding Cat. F CR(s) for corrections, in the appropriate Agenda Item.
g. Late contributions, which do not fall into the above 5 categories, count toward the Tdoc quota.
5. For submission of temporary documents (Tdocs) or change requests (CRs), the delegates should use the 3GPP Portal page (also known as the 3GU tool). The users of this tool should first acquire an ETSI online (EOL) account. The 3GU tool allows delegates to request tdoc and CR numbers for their contributions, and also upload them to the 3GPP server.

The 3GU tool will be opened for ordinary Tdoc / CR requests about 3 weeks before the meeting, and the deadline for submissions is on Friday, midnight US Pacific Time, 10 days before the meeting,

The 3GU tool will be opened for response Tdoc requests on Monday, 7 days before the meeting, and the deadline for response document submissions is on Thursday, midnight US Pacific Time, 4 days before the meeting,

Response documents should only be used to give comments in other companies’ submissions. It is not allowed to use them to re-submit the company’s own contributions (thus circumventing the submission deadline).
Delegates can request new tdoc/CR numbers up until the submission deadline.

VERY IMPORTANT RULES:
a.	If the details of the requested Tdoc/CR change before it is uploaded, the document owner must update the document details in 3GU portal.
b.	As soon as a Tdoc/CR with the official number(s) is published by uploading it to the 3GU portal, it is not allowed to reuse this Tdoc number for an update or a different document (documents with reused numbers are treated as they would not exist since there is a fundamental rule that one Tdoc number for a specification can only exist once).
c.	Allocated Tdoc numbers are only valid for the meeting for which they are allocated. NEVER reuse them for the same or a different document at another meeting.
d. A CR number will be kept alive as long as the CR is being discussed, even from one meeting to another if a decision on the CR cannot be reached. However, each new revision of the CR must have a new revision number (new rev number = old rev number + 1).
6. For Tdoc/CR submission on the3GU portal delegates are asked to respect the following deadlines to allow sufficient time to study the contributions before the meeting:
a.	For ordinary Tdocs: Friday, midnight US Pacific Time, 10 days before the meeting.
b.	For Response documents: Thursday, midnight US Pacific Time, 4 days before the meeting.
3GU will automatically upload the contributions to the corresponding meeting folder of the 3GPP server.
Note: It is up to the chairman to prioritize treatment of contributions according to their delayed submission.
Updates of documents during the meeting are not affected by these deadlines and direct answers to submitted documents might be treated even if delayed provided delegates get sufficient time to study them before they are treated.
7. File format/name conventions:
The file names shall use the syntax: R3-aaxxxx.zip where 'aa' is the year (19 for 2019) and 'xxxx' is the Tdoc number.
Note: Additions to the zip-file names are usually not acceptable (since special characters as e.g. blanks or # and longer file names might cause problems in mirror scripts and archiving tools).
For the submission Tdocs should always be zipped, one zip-file per Tdoc number.
8. Tdoclists
A tdoclist is an Excel sheet which contains the basic information of all allocated tdocs for a meeting (tdoc number, document type, CR number, revision number, work item, etc. The latest tdoclist is automatically generated by the 3GU tool whenever any user presses the Tdoc icon on the tool. The 3GU-generated tdoclist is stored on the /docs subfolder on the 3GPP server.
9. Check-in
"Check-in" is the act of confirming your presence at the meeting itself. To check in, open the registration confirmation email and click on the check-in URL. This will take you to a page on the local meeting server (not the Internet). After you have checked in, your token will be sent to the main 3GPP server, and the web-based participants list will now show "yes" in the Participated column. Obviously you must be physically present at the meeting venue to be able to reach the local server.
Note that if you discover you have registered to represent the wrong organization, then you must de-register (via the web portal) and then re-register using the correct data. You will receive a new acknowledgement email, and your original acknowledgement email should be discarded, since its check-in token is no longer valid. You cannot deregister for a meeting once you have checked in for that meeting.
If you lose your registration confirmation email, you must de-register and re-register to obtain a new check-in token.
If you register for more than two or more meetings which are collocated, you will receive a separate check-in token for each. You much check in for each of those meetings independently.
UNCHANGED PART OMITTED
END OF CHANGES

