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1
Decision/action requested

This document provides administrative guidance for the benefit of SA5 Delegates.
Delegates are invited to consult the document each time they need guidance on how to correctly produce a CR.
2
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[2]
The Change Control Process (3GPP website, ftp://ftp.3gpp.org/Information/presentations/The_change_control_cycle.ppt)

[3]
3GPP Training Course Module, CRs (ftp://ftp.3gpp.org/workshop/2009-06-16_3GPP_Methods_Seminar/3GPP_TheTrainingCourse_Module_12_CRs.pps)
[4]
SA2 Guidelines for creation and revision of CRs (ftp://ftp.3gpp.org/tsg_sa/WG5_TM/Guidelines/How_To_Create_CRs.doc)
3
Rationale

The SA5 Leadership has identified the need for guidance concerning the creation of CRs and the newly introduced process of allocation of CR numbers (see [1]).
The present document addresses the correct creation of Change Requests, with the objective of improving the overall quality of the CRs produced and agreed by SA5 (see clauses 5 and 6); also, the document illustrates the CR number allocation process (see clause 7).
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4
Introduction
The 3GPP Working Procedures foresee that when a specification is approved by the TSG Plenary and published, can no longer be edited by the Rapporteur. From that moment onwards the specification is under Change Control, a process managed by MCC.

It is still possible to develop the standard further, to add the missing parts, and to correct errors and/or omissions as the overall system becomes better defined. Such changes are conveyed through documents called Change Requests.

Change Requests are submitted by Delegates to a WG meeting; agreed CRs are submitted by the Secretary to the TSG; TSG-approved CRs are collected by the Secretary and implemented onto the specifications.

5
CR cover sheet

5.1
Cover sheet example
In the Figure below there is an example of a CR cover sheet. The following subclauses illustrate how some of the fields should be filled in. The list below is not comprehensive and its objective is to provide guidance for the avoidance of common mistakes encountered during WG meetings.

There are 22 “comments” on the cover page, illustrating how each field should be used. Also, a full list of the fields and their used can be found in [4].
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Figure 1: CR cover sheet Template
5.2
DocNumber

The DocNumber is obtained via the Automatic Document Numbering system (ADN).This tool requires having an ETSI account. It is possible to apply for an ETSI account at: http://webapp.etsi.org/createaccount/.

EXAMPLE: SA5#75: http://webapp.etsi.org/meetingDocuments/ViewDocumentList.asp?MTG_Id=28027 

Click on “Reserve a document number” and then fill in the details. Each document should be allocated to one and only one agenda item when reserving the document number. Please make sure to use the correct allocation according to the SA5 meeting agenda.
For any contribution to an upcoming meeting, new or resubmitted, a document number will be reserved via ADN for this meeting.

ADN closes on the Friday before the meeting; after this, you should contact the SA5 Secretary to reserve a document number; you can still upload reserved documents.
5.3
SpecNumber

The specification or Report number should be inserted here. e.g. 32.401 (do not insert "TS" or "TR" in this field).

5.4
CRNum
The CR Number is allocated by MCC, see clause 7 on the present document.

Use 4-digit numbers, e.g. 0021 (do not insert  "CR" in this field).

5.5
rev
Every time a CR is modified (i.e. provided a new Temporary Document number) this field needs to be incremented. The original CR has no revision and is labelled with a hyphen "-", and revisions are 1, 2, etc.

5.6
Current version

This field should contain the version number of the TS or TR which the CR uses as a basis for changes and therefore should be the latest published version of the TS or TR in the relevant Release. To identify the latest version for the relevant Release consult: http://www.3gpp.org/ftp/specs/html-info/32-series.htm and click on the specification number that you want to address. You will find a complete list of versions per Release; select the latest version available for that Release.
5.7
Work item code
This field should contain the acronym for the work item which is applicable to the change. A list of work item acronyms can be found in the 3GPP work plan. The document called "SA5 3GPP Work Plan" is available for every SA5 meeting and contains all the information on the SA5 WIs. For each WI you will find a row with the following information:

	ID
	Unique_ID
	Name
	Acronym
	Outline_Level
	Release
	Resource_Names
	Start_Date
	Finish_Date
	Percent_Complete
	Hyperlink
	Status_Report
	WI_rapporteur_name
	Notes
	Impacted_TSs_and_TRs


 

For the purposes of CR creation, the fields that you will need to use are:

-
Unique_ID: a unique number indicating the WI;
-
Name: name of the WI;
-
Acronym: this is the WI code you need to insert in the appropriate field in the CR;

-
Release: indicates the release to which the WI belongs;

-
Hyperlink: indicates the SA Plenary number with which the WI was approved (if the WI was revised, it indicates the latest SP number);

-
Impacted_TSs_and_TRs: indicates the impacted specs or the specs that were created.

When creating a CR, you can use the deliverable number to search the number to search the Impacted_TSs_and_TRs field and find the WIs that are addressing this specification. If there is more than one UID addressing the same specification, you should select the correct Release and correct subject UID.

EXAMPLE:
to produce a CR against 32.523, searching in the SA5 3GPP Work Plan here ftp://ftp.3gpp.org/TSG_SA/WG5_TM/TSGS5_73/Docs/S5-102119.zip, you will find the following UIDs:

	Unique_ID
	Name
	Acronym
	Release
	Hyperlink
	Impacted_TSs_and_TRs

	460035
	SON Self-optimization management continuation
	LTE-SON-OAM_SO
	Rel-10
	SP-090756
	32.425, 32.521, 32.522, 32.752, 32.753, 32.755, 32.762, 32.763, 32.765

	390007
	SON self-optimization management
	LTE_SON-OAM
	Rel-9
	SP-100091
	32.425, new 32.521, 32.522, 32.523, 32.525



Let us suppose that you wish to address Release 9 with a Category F CR, then the correct WI code is LTE_SON-OAM.

6
Common errors

6.1
Incorrect baseline

There are two cases concerning an incorrect baseline:

-
the CR cover page reports a current version that is not the latest one available, but the actual content of the CR is based on the latest baseline;
-
the CR cover page reports a current version that is not the latest one available, and the actual content of the CR is based on this baseline.

In the first case the only correction that must be performed is a revision of the cover page to report the correct current version.

In the second case, a revision of the entire CR must be performed, retrieving the latest baseline as explained in clause 5.6 of the present document. This is important as a CR based on an outdated baseline is not implementable and will be rejected by the TSG.
6.2
Incorrect Work Item Code

The Work Item Code selected should reflect the purpose of the CR.

A generic WI code, such as OAM10 for OAM-related CRs, should only be selected for CRs that are not addressing any particular WI and are generic corrections (Category F or D).

For all other CRs, the correct WI can be selected following the procedure described in clause 5.7 of the present document. 
6.3
CR clashes

When multiple CRs are written against a specification, there can be the case where more than one CRs are modifying the same text. In this case, it is not clear how the CR implementation should take place.
This is an example of a CR clash; the two sources of the two CRs should merge the CRs in one CR, which resolves the clash to avoid that both CRs being rejected in TSG Plenary.
6.4
Incomplete/incorrect list of clauses affected
CR cover sheets must explicitly mention in the "clauses affected" (see Figure 1) cell each and every subclause down to the Nth degree which has a change. Even if all subclauses in a clause are mentioned, it is not sufficient to mention just the top level clause number.
EXAMPLE:
In the example below the clauses affected field should not contain simply 6.3.4, which erroneously includes 6.3.4.1 in the list of clauses affected. The clauses affected field should instead contain 6.3.4.2.
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Figure 2: Example of clause affected
6.5
Changes on changes

It happens that when CRs are modified multiple times, some of the new text applied on the baseline is deleted. When this text is deleted, it should not result on the CR as a deletion; so-called "changes on changes" should be removed from the CR.
As a simple rule, the only changes that should appear on the CR, are all the changes that are present compared to the latest available baseline (see clause 6.1).

An example of changes on changes is shown on the figure below. The blue text appearing as deleted does not belong to the baseline, and should be completely removed from the CR, as such a deletion cannot be applied on the specification.
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Figure 3: Changes on changes after updating the CR

6.6
Other common errors
6.6.1
CRs generating a new Release
When a CR intends to address the current Release as well as a Release that is not yet available for that specification, it is a common mistake to produce two CRs, one for the current Release and a mirror for the new Release; this is not needed.
The normal MCC process that when Release n+1 is to be created (due to the existence of one or more CRs addressing Release n+1), all CRs for Release n are implemented; this version is the upgraded to Release n+1 and the relevant CRs are implemented.

6.6.2
Ticking of boxes

A common mistake is forgetting to tick the appropriate boxes in "Proposed change affects" field and/or the "Other specs affected" field. If no other specification is affected, an "X" should be inserted in each box under the "N" column.
6.6.3
Titles

The title should clearly and concisely describe the proposed changes. Specification or CR numbers should not be inserted in this field. Also, the title should not be vague (e.g. Correction of 32.401).
6.6.4
Date

This field should contain the date of creation of the CR or the revised CR. When a CR is revised, the date should be changed.
6.6.5
Category
The correct category should be used for a CR. A full description of categories and their use can be found in [4].
7
CR number allocation

All Change Requests submitted for an Ordinary WG meeting must have a CR number. The same process should also be used for Ad Hoc meetings.
7.1
Before the meeting

The process of CR number allocation is as follows:

-
using ADN, a Delegate obtains one or more Tdoc numbers;

-
the Delegate emails the WG Secretary stating the Tdoc(s) and Spec(s) number(s);

-
the Secretary replies assigning the CR number;

-
the Delegate uploads the CR via ADN, after having filled in the CR number field (where the template reports CRNum) with the number obtained.

For large number of documents, it is advisable to use the CR number request template provided by MCC; this will speed up the reply. The template contains the following fields:

CR number request template

	Doc#
	Title
	Source
	Spec
	CR#

	 
	 
	 
	 
	 


7.2
During the meeting

Any revision of the CR during the meeting, must result in incrementing the CR revision field.

Merging two or more CRs may mean that a new CR number must be obtained. There is no fixed rule on this and a decision should be taken on a case-by-case basis. In general, when the contents of the CR change significantly, a new CR number should be used.
To obtain a new CR number during the meeting, for an entirely new CR or for a case such as the one above, the SA5 Secretary must be contacted directly.
