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5.1 Administrative issues at SA5 level
1
Object
The objective of this document is to describe the process for virtual meetings in SA5. 

This process will be tested for the first CR virtual meeting planned in May 2010 before SA5#71.

2
References

SP-090857
Summary of Electronic meeting process used in SA2 (was presented at SA#46 in December 2009)

3
Rationale

The workload in SA5 is remaining at a high level and it is generally considered as not suitable to add more face-to-face meetings.

Virtual meetings can significantly help to progress more quickly on some issues and they also allow saving time during face-to-face meetings.

Virtual meetings are generally considered as more suitable for finalization of ongoing work (stage 2 and 3), corrections from earlier Releases and small enhancements on current Release. Face-to-face meetings are more needed for concept level work on features targeting the present Release (stage 1 and 2). However, this is not a frozen rule and another approach may be used when needed. 
4
Process
4.1
Scheduling of the meeting
The virtual meeting is agreed by SA5 plenary and a chairman for the virtual meeting is nominated by the SA5 chairman. 

The virtual meeting is planned enough in advance to let delegates prepare contributions. The planning is done according to the availability of the latest baseline of the specifications. Also, there needs to be sufficient time after the meeting for companies to prepare contributions for the subsequent (face-to-face) meeting.

The virtual meeting will be created in the 3GPP calendar and delegates will register as they usually do for a face-to-face meeting.
An agenda will be provided by the chairman in due time before the virtual meeting. The duration of the virtual meeting is decided case by case by SA5 plenary but the meeting should be long enough to allow equal participation from delegates in all time zones.
4.2
Document management
The usual SA5 process applies. ADN is used for Tdoc number reservation and Tdoc submission and the chairman defines the deadline for document submission. 
Revisions are allowed during the meeting using r1, r2, etc but a new Tdoc number must be allocated for the final version of the Tdoc. 
The meeting folder on the 3GPP server is used for the storage of the initial input Tdocs and the revisions.
4.3
Approval power
If will be clearly stated when agreeing the virtual meeting whether the meeting has approval power or not.

If the virtual meeting has approval power, approved documents are not re-opened at the following face-to-face meeting.
If the virtual meeting has no approval power, agreed documents are resubmitted to the following face-to-face meeting for “fast track” final approval.
4.4
Processing of the meeting
The virtual meeting is conducted over the SA5 email exploder and moderated by the meeting chairman. Delegates are making comments over the exploder in a similar way as done for post-meeting email approvals. Well-defined naming conventions will be defined in the agenda for the Subject field of emails for the sake of easier sorting and tracking.
According to the SA5 rule, revisions are not attached to the emails sent to the exploder. For delegates who cannot access FTP, MCC or the meeting chairman will help to upload. 
Delegates must ensure they are available for a virtual meeting in a similar way as for a face-to-face meeting. Following and actively participating in many simultaneous email discussions requires full time participation. 
4.5
After the meeting
The meeting chairman, assisted by MCC, will provide a report within one week after the meeting. 
Short email approvals may occur after the meeting to finalize the outputs according to the meeting agreements but the technical discussions shall not be re-opened. Documents that cannot be agreed will have to be resubmitted to next (face-to-face) meeting. 
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