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Meeting Invitation

Meetings can be of the following three possible types;

Face-to-face; 
Hybrid;

Online only (electronic) e-meetings.

Delegates should refer to 3GU calendar for latest meeting format details. Details shown in these procedures are correct at the date of issue.
The meeting submission deadlines, start and finish days vary for each meeting in each applicable week (See 3GU for scheduling).

Please register to the meeting on 3GU
E-meetings will be conducted using both conference calls and by email on the list 3GPP_TSG_SA_WG3_LI@list.etsi.org .
Face to Face meetings will be conducted as per pre-covid face to face meetings with all decisions taken directly in the face to face meeting. The use of the email reflector and 3GPP forge (for ASN.1 / XML CR discussions) are encouraged in order to reach consensus. However, objections or other comments raised to the email reflector or forge will not count in the formal decision making progress and will be consider informative consensus building discussion only.
Hybrid meetings will be conducted using face to face format but with the addition of the use of a parallel conference call (where available) for the duration of the face to face meeting. Unlike e-meetings, conference calls will not be scheduled in specific time slots and will simply run in parallel for the duration and time zone of face to face meeting sessions. 

For e-meetings and hybrid meetings conference call dial in details are provided in the draft meeting agenda, which will be available on the email reflector a few days before the meeting start. The dial in link does not usually change between meetings but delegates should check the draft agenda for any changes to the dial in information.
1
Meeting Procedures: Introduction

This document describes the procedures for the SA3-LI ordinary meetings and interim e-meetings.
All e-meetings will carry the same decision-making authority as a regular face to face SA3-LI meeting.

For ordinary meetings converted to e-meetings, these will run from Monday to Friday of applicable weeks based on ETSI (France) timezone. Discussions will be held on the SA3-LI email reflector, with conference calls of 2.5 hours scheduled on applicable days, as detailed in clause 2.

For e-meetings this will consist of a X days +3 hours discussion period of documents on the email reflector with conference calls of 2.5 hours scheduled for 14:00 – 16:30 (ETSI Time) as per meeting schedule below, on applicable days of applicable weeks, as detailed in clause 2. The number of days “X” will vary from meeting to meeting. See 3GU for scheduling.
For e-meetings both the email and conference calls can be used for normative decision making. For documents which have no outstanding or unresolved comments after the final comment deadline, final status may be declared by the chair during the final conference call of each e-meeting.
For e-meetings final decision making will be made using the email reflector for any documents which remain open after the end of the final conference call until 17:00 ETSI Timezone on the last applicable day of each meeting, at which time the meeting will be closed.

Delegates wishing to take part in any meeting must register their attendance on 3GU prior to any participation. In addition, delegates must ensure that their both their Name and Company name details are correctly entered into the conference call platform for all conference calls.  
2
Deadlines
Deadlines are relative to each applicable week as detailed on 3GU.

Ordinary Face to Face Meetings
Submission deadline:



Midnight Tuesday morning 


00:00 

ETSI Timezone - Week before meeting. 










(Aligned to end working day Monday US, week prior to meeting)
Start of meeting:





Tuesday







09:00 

Local face to face meeting time.
Conf Calls






Tues, Weds, Thurs, Fri





 
Best endeavours F2F meeting time.
End of e-meeting:




Friday




  (By Deafult) 13:00 

Local face to face meeting time.

See 3GU for official end time.
Interim e-Meetings (if scheduled) – see 3GU for duration and scheduling.
Submission deadline:



Midnight T -7 days



  


00:00 

ETSI Timezone - Week before meeting.





















(Aligned to end working day US, week prior to e-meeting)
Start of e-meeting:




First Meeting Day






14:00 


ETSI Timezone
Official Conf Calls




Each day of Meeting






14:00 – 16:30 ETSI Timezone
Email List Last comment:


Last Day of Meeting






16:00 


ETSI Timezone
End of e-meeting:




Last Day of Meeting






17:00 


ETSI Timezone
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Submission
Tdoc submission will follow the regular SA3-LI process, i.e. it will be handled via the 3GU portal in the same way as for a regular face to face meetings. However, submission deadline will be more strictly enforced than usual.
From 1st January 2022, the use of 3GPP Forge https://forge.3gpp.org/rep/sa3/li is the primary normative method by which ASN.1 and XML is handled within SA3-LI. Therefore, for CRs which propose changes to ASN.1 or XML, these changes shall be first submitted through 3GPP forge. Once the proposed changes have passed the automated checks, the ASN.1 and XML shall be included within the MS word CR and uploaded to 3GU. All ASN.1 and XML within the MS word CRs shall be in correct tracked changes format as per general 3GPP working procedures.
Where CRs are uploaded to 3GU but the corresponding 3GPP forge steps have not been completed first, the CR will not be handled by the meeting. Exceptions to this forge first rule may be granted on an exceptional basis at the Chair’s discretion but in the case of any differences between the MS word and the subsequent forge version post forge rule checks, the CR will be rejected without exception.

Details of the SA3-LI Forge process are attached to this procedure document. 
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Meetings
4.1
Start
The electronic meetings will be kicked off by the chair by an e-mail to the SA3-LI exploder. Upon opening of the meeting, the agenda will be marked as agreed and any other documents in Agenda item 1 marked as noted.
Face to Face and hybrid meetings will be opened by the chair at the scheduled start time in the meeting room. The email reflector will not be used to directly handle any agenda items. 

4.2
Meeting Discussions
4.2.1
Document comments except for ASN.1 / XML
The process is similar to email approval. Comments can be made on the e-mail reflector using the following "[SA3LI#(Meeting Number / ID)][AI#][S3i23wxyz] <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:

e.g. [SA3LI#88-e-t][4][S3i230242] Answer to the ultimate Question of Life, The Universe, and Everything

Observe that authors are not required to start any email thread for their contributions in order to receive comments. Contributions on which there are no email threads are automatically approved by the last revision deadline (see clause 4.3).
Please do not add any other information like the revision number to the e-mail subject. E-mail without the correct tag will not be considered as part of the email approval. Please do not make changes to the subject line of ongoing e-mails to avoid breaking an e-mail thread. Please don’t forget to indicate the Agenda Item number “AI#” according to the agenda document.

E-Meeting attendees are free to make comments against any input document at any time subject to the deadlines in this document or any revision to those timelines issued by the Chair to the email list. The same applies to face to face and hybrid meetings except that, comments made will not be used for formal decision making.
4.2.2
Document comments for ASN.1 / XML

The general process for comments as per section 4.2.1 shall be followed, with the exception that specifically for ASN.1 and XML proposed changes may be made and discussed via 3GPP Forge. However, in all cases any such discussion must also be highlighted to the email reflector (or during the conf conferences as applicable).
Comments made solely through 3GPP Forge which have not been highlighted to the email reflector (using the format as per section 4.2.1) or during the conference calls or during face to face meeting sessions (as appliable), will not be taken by the Chair during any subsequent consensus decisions.
4.3
Revisions

4.3.1
General

Revisions are discussed on the same thread as the original document and are to be uploaded to the SA3-LI Drafts folder using the following file name convention: "draft_S3i23wxyz-r#" where S3i23wxyz is the revised Tdoc and r# is the revision number, e.g. "r1", "r2", "r3".
Delegates should not upload documents to the draft folder which deviate from the file name conventions above. This includes adding company names to previous versions or adding any sub-versioning which results in non-numeric revisions. If the revision sequence cannot be resolved by name alone at the end of the meeting all revisions for that document will be marked as rejected.
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 mergers, start or use the thread of the baseline document. 
For LSes on which there are no reply proposals, the SA3-LI Chair 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.
Documents can be "noted", "postponed", "withdrawn", "not pursued" (by the chair or the author) and "revised" (by the author) at any time during an electronic meeting.
For face to face and hybrid meetings, the same revision file name and use of SA3-LI Drafts folder conventions apply.

4.3.2
ASN.1 / XML Revisions

The general process for revisions as per section 4.3.1 shall be followed.

For revisions requiring updates / changes to an CR containing ASN.1 or XML, the updates shall first be submitted to and checked via the 3GPP forge. As per section 3, only ASN.1 and XML that have been previously submitted and checked in 3GPP forge shall be included in CR revisions uploaded to 3GU as per section 4.3.1.
4.4 
Decision taking

For each agenda item, the rapporteur, vice-chair or nominated delegate shall keep track of the discussions pertaining to documents in the agenda. 
For e-meetings, if there are no unresolved comments/objections on a document at the email list last comment deadline, it is approved at that time. Therefore, it is important that delegates explicitly state any objection on a document before the email list last comment deadline. The chair may declare such approval during the final conference call once the comment deadline has passed.
For e-meetings, between the last comment deadline and end of meeting, delegates may propose and discuss further revisions specifically to address comments raised prior to the last comment deadline in order to seek consensus.
For e-meetings, during the period starting from the final comment deadline and the end of the final conference call, the chair may declare approval, rejection or noted status of any remaining documents, if consensus can be reached on the conference call and there are no outstanding comments on the email list.
For e-meetings, at the end of the meeting final drafts must have been uploaded to the draft folder and if a draft is to be approved then all open comments must have been resolved.
For face to face and hybrid meetings, formal decisions, comments and objections will be handled as per pre-covid face to face meetings, with the chair declaring document status as applicable at any point during the meeting.
The chair and MCC may allow a short grace period for uploading of any final drafts to the draft folder where final consensus is only declared at the end of the meeting and document authors are still implementing the agreed changes.

SA3-LI Chair / MCC will send out the final status on the email list for all meetings.
If comments are not resolved prior to the end of the meeting, any open CRs will be rejected and all other documents noted. 
4.5
New documents

Since revisions will be uploaded through the 3GU portal, there is no need to allocate new Tdoc numbers during the meetings except in the following cases:
· New LS(s) (Incoming and Outgoing)
· Exceptionally.

·  Essential FASMO CR(s) identified during the meeting but only where all delegates agree that changes are urgently required in the present meeting.

·  Documents providing essential background information for CRs or LSs which the SA3-LI Chair considers aid clarifications or concensus building during the meeting. Such documents will not be taken into account in any formal concensus decisions or in support of individual company comments on other Tdocs.
Upon receipt of a new number, document authors must immediately trigger an email thread (e-meetings only) as described in clause 4.2, to indicate that a new document has been created. 

4.6
GoTo Meeting / Conference calls

4.6.1
General
The SA3-LI GoTo / Conference Calls form an integral normative part of e-meetings.
For e-meetings, the SA3-LI Chair will host conference calls as shown in the deadlines section 2. On these calls the Chair will be able to declare consensus or issue direction for further drafting. If no comments are outstanding on the email reflector at the end of a call, the Chair may announce approval of one or more documents ending further discussion on the email reflector. This replicates the way consensus on documents is declared and individually approved during a face-to-face meeting.
For hybrid meetings, a single continuous conference call will be run in parallel with the face to face meeting (where possible). Conference call attendees are responsible for ensuring that they are available for the duration of the face to face meeting sessions or have confirmed with the chair when specific documents may be handled. Such scheduling may be subject to change depending on progress of the face to face meeting. 

The Chair will attempt to allocate time for documents on the calls on a fair and proportionate basis. Documents which have been uploaded to 3GU before the deadlines will be prioritised for discussion. Other documents may be handled if time permits and no objections to their discussion are raised.
Document authors will be responsible for displaying and online editing on the GoTo Meeting / Conference Calls.

Only registered delegates will be allowed on the GoTo meeting / Conference Calls. All delegates on the GoTo meeting may be required to confirm their identity verbally at any point during the session. Anonymous callers will be removed by the conf call Chair.
4.6.2
Raising Comments / Questions during Conference Calls
For SA3-LI Meetings, the 3GPP TOHRU tool is not used.
To make a comment / ask a question post “RH” to the GoTo meeting chat and you will be added to the queue and in turn invited to make your comment. Comments must be kept short and concise.

To withdraw a comment request post “LH” to the GoTo meeting chat.

When the Chair moves on to handle the next document the comments queue will be reset to zero. Any outstanding RHs will not be counted for the purposes of commenting on subsequent documents. Delegates should raise a new “RH” in the chat.
While there is no limit on the number of comments any one delegate can make, in the interest of fairness the Chair reserves the right to restrict the number of repeat comments, or prioritise comments made by delegates who have not previously made a comment on the document or specific clause of the document, currently under discussion.

For Hybrid meetings the Chair and MCC will attempt to keep an eye on the conference call chat to handle raised hands on the call. However all comments raised in the face to face meeting may be handled first before reviewing the conference call periodically for call comments.
4.7
Closure
E-meetings will be closed by the Chair by an e-mail to the SA3-LI email exploder. (See Section 2 for deadlines). 
Face to Face meetings and hybrid meetings will be closed directly by the chair in the face to face meeting. The chair may close the meeting at any point prior to the scheduled finish time if all meeting documents have been handled and any final consensus reached on all open documents. For Face to Face and Hybrid meetings, meeting close will not be confirmed to the email exploder.
4.8
Document Approval Status

The following classifications for document agreement will be used;

1. Approved - To be sent to SA3 for email approval following the e-meeting.

2. Approved Deferred - To be sent to SA3 for email approval following the last e-meeting prior to SA plenary. - These documents may be re-opened or merged into other documents on later calls to avoid conflicts but technical basic content cannot be changed, unless original supporting companies agree to changes.

3. Agreed Baseline - Document effectively approved but not considered sufficiently complete to send for SA Approval. - Baseline text of approved version not open to challenge at next call unless original supporting companies agree to changes. Other companies can still object to document approval at subsequent e-meetings.

4. Rejected - Usual 3GPP meaning

5. Withdrawn - Usual 3GPP meaning

6. Noted - Usual 3GPP meaning

7. Not handled - Usual 3GPP meaning 

4.9
Minutes

A formal record of the status of all document handled during the meeting will be provided after the end of the e-meeting.

4.10
CR conflicts

Given that multiple e-meeting will occur during each plenary, it is essential that CRs submitted to different e-meetings within the same plenary cycle do not conflict. It is the responsibility of delegates submitting CRs to each e-meeting to ensure that their new CRs do not conflict with CRs with Approved status that have been sent to SA3 for email approval. 

For CRs with Approved Deferred or Agreed Baseline status (see section 4.8), conflicts should still be avoided but companies are encouraged to merge or agree de-confliction prior to the start of an e-meeting. 
If conflicts occur (either during SA3-LI e-meetings or are identified later in the SA approval process), the principle of First Approved stays Approved, will apply. The CR which was approved first (oldest approved date) will remain approved and all newer conflicting CRs rejected.
The only exceptions are ASN.1 related CRs where the ASN.1 version numbers require alignment between multiple CRs during CR implementation or where new clauses or references have been added which can be editorially resolved by MCC. 
4.11
New Drafts and Living Documents
If during the meeting pCR(s) are agreed which result in the need to the create new TR/TS draft(s) or Living Document revision(s), the Chair / MCC will announce as part of the final status sent to the email list, the deadline for the Rapporteur(s) to make any new drafts available for checking on the email list and any subsequent pCR implementation checking period.
