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Introduction
This document summarizes the process for CT4#102e.
Time plan for the E-meeting
Deadlines
- Submission deadline for Contributions 16th February 2021 17:00 UTC.
- Providing first DAD on 17th February 2021 and time schedule.
- Revised DAD time schedule on 23rd February 2021 evening.
- Start of E-Meeting 24th February 2021.
- End of technical comment phase 4th March 2021 17:00 UTC.
- Final versions of agreed CRs to be provided by Friday 5th March 2021 15:00 UTCC close of the meeting. 
- After the meeting a list of CRs which are agreed and might be of interest by CT3 is send on the CT3 exploder by CT4 chair.

Conference calls
-	Conference call every day starting UTC 13:00 (22:00 Tokyo time, 14:00 CET, 5:00 US Pacific time,) maximum 2 hours
Kimmo will reserve a conference bridge using GoToMeeting/Microsoft teams and distribute the link only to registered delegates. The time per document will be limited to avoid that we discuss only one document (e.g. 15-20 minutes).
Naming conventions email subjects:
-	Emails related to the E-Meeting the CT4 email exploder for e-meeting (3GPP_TSG_CT_WG4_E_MEETING@LIST.ETSI.ORG) shall be used the subject of the email shall follow the structure: 
 	[WIC] [Agenda item] [tdocnumber] [version] [Title as listed in the DAD]
Example:
[wic] [ai] [C4-211xxx] [v0] [yy]
after comments received and new version need to be distributed the subject should change to 
[wic] [ai] [C4-211xxx] [v1] [yy]
File name for the example: C4-211xxx_v1_xx
The folder where delegates should upload these draft tdocs are:
https://www.3gpp.org/ftp/tsg_ct/WG4_protocollars_ex-CN4/TSGCT4_102e_meeting/Inbox/Drafts/

During the e-meeting we should make more use of the draft inbox compared to F2F meetings, do not attach files to your emails please upload to draft inbox or inbox. If you cannot/not allowed to upload files to the Inbox/ draft inbox please send the file(s) to Kimmo and he will do it for you.
Remark:
For agenda item on AoB we have different topics with workitem code TEI with subtitles the WIC shall be enhanced by the first word/abbreviation of the subtitle to allow better filtering by WIC.
Example:
[wic-AMF] [ai] [C4-211xxx] [v0] [yy]
-	Emails which are relevant for CT3 and CT4 (distributed on CT3 and CT4 reflector) (e.g. documents intended for a joint session) [CTx] [WIC] [CR/LS/DP] [Agenda item] [tdocnumber] [version] [Title as listed in the DAD]
Example:
[CT3/CT4] [xx] [xx] [C4-211xxx] [v0] [yxz]

Guidelines for the E-Meeting:
-	during first half of the meeting schedule agenda items per day to be handled
to make sure we collect comments on all agenda items (see time table in C4-211002).
- 	Chairs summary is provided twice per day containing indication of topics to be discussed in next conference call:
		- 2 hours before the Conference call starts
		- at the end of each working day (~22:00 UTC)
Remarks on time schedule:
If we have started a discussion on a document the discussion should continue until we come to a conclusion on the document: agreed/postponed/withdrawn/noted/not pursued/rejected. Agenda Items scheduled for the day should be taken into account. Delegates are asked to use a single e-mail thread on the same topic on a CR.
-	email content: questions and comments shall be related to the technical content of the CR (and/or wording improvements or editorial remarks). If you do not like a CR please provide Technical arguments why you do not like it. 
-	Draft versions of tdocs.
The folder where delegates should upload draft tdocs are:
https://www.3gpp.org/ftp/tsg_ct/WG4_protocollars_ex-CN4/TSGCT4_102e_meeting/Inbox/Drafts/
During the e-meeting we should make more use of the draft inbox compared to F2F meetings, do not attach files to your emails please upload to draft inbox or inbox. If you cannot/not allowed to upload files to the Inbox/ draft inbox please send the file(s) to Kimmo and he will do it for you.
-	Final versions and documents with new tdoc numbers shall be uploaded to (Inbox as used in F2F meetings). 
https://www.3gpp.org/ftp/tsg_ct/WG4_protocollars_ex-CN4/TSGCT4_102e_meeting/Inbox/

An email shall be send on the reflector to inform delegates about the new revision.
.
- 	Tdoc number reservations will be handled via the 3GU tool. New Tdoc numbers should be reserved when draft revisions are stable and/or the chair indicates to do so. 
We should avoid requesting new tdoc numbers to often please use draft revisions and request new tdoc number only when it comes to a kind of consensus or you think it is needed to start a new email thread on the CR/document e.g. content of the CR has extremely changed.
For uploading with FTP use FTP with secured ftp connection, use "ftps.3gpp.org" as host name in combination with your EOL account. 
After The Meeting
Draft TS/TR 
TS/TR with status: Basis for Future work, agreed to be send for information or agreed to be send for approval.

1.	Rapporteuers will implement ALL pCRs into the latest draft TS/TR retrieved from the 3GPP server and provide a draft version by Wednesday 10th March, 17:00 CET on CT4 reflector. YAML files are uploaded into the 3GPP forge.
2.	Comments to this draft have to be provided by Thursday 11h March, 17:00 CET.
3.	Rapporteurs will provide final version by Friday 12th March, 17:00 CET on CT4 reflector.
4.	MCC (Kimmo) will upload the draft into the latest draft folder on 3GPP server.

[bookmark: _GoBack]
Procedure after the meeting for CT#91 Plenary:

1. Rapporteurs will implement the CRs agreed in the CTx meetings handled in the Plenary cycle in both main body and OpenAPI specification. Changes will be identified with the CR number. Rapporteurs will also generate the yaml file by using a proper text editor (e.g. NotePad++)
1. Rapporteurs will store by Wednesday 10th March, 17:00 CET the updated TSs in a zip file that will contain the yaml file in the following directories:
1. CT3: : ftp://ftp.3gpp.org/Email_Discussions/CT3/CT91/Draft
1. CT4: ftp://ftp.3gpp.org/Email_Discussions/CT4/CT91/Draft
Use EOL account to get access to the repository.
Rapporteurs will indicate in the CTx reflector when the file is available and will also upload the yaml files in 3GPP Forge.
The stored version will also include corrections on the topics identified by the rapporteur in the implementation process.
1. All syntax errors identified by the rapporteur or any other delegate after the 3GPP meeting will be solved by bringing company CRs to the CT Plenary.
1. Rapporteurs will provide the updated TS version and yaml file by Friday 12th March, 17:00 CET in the following directories:
3. CT3: ftp://ftp.3gpp.org/Email_Discussions/CT3/CT91/Stable 
3. CT4: ftp://ftp.3gpp.org/Email_Discussions/CT4/CT91/Stable 
1. After the Plenary, rapporteurs will prepare the final TS version, including yaml file, ensuring that all the approved CRs are implemented and will store them under:
4. ftp://ftp.3gpp.org/Email_Discussions/CT3/CT91/Final 
4. ftp://ftp.3gpp.org/Email_Discussions/CT4/CT91/Final 
1. MCC will ensure that all CRs are correctly implemented and will share the draft TSs by the end of the week after the Plenary.
Rapporteurs & delegates are encouraged to check that all CRs are properly implemented and to use 3GPP Forge tool for that purpose.
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