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Process for Submission of Tdocs to GERAN WG3 meetings
Overview

1

The purpose of this PRD is to detail the procedure as how Tdocs should be submitted to GERAN WG3 aiming at facilitating the WG meeting handling and work efficiency. This PRD does not cover the procedure for TTCN CRs for which a separate procedure is used as described in PRD G3-06.
Two specific Tdoc categories, in the context of the work of GERAN WG3, are distinguished "a draft Tdoc" and "a final Tdoc".
Tdoc and CR numbers allocation request
2.

Tdocs that contain CRs require a CR number and a Tdoc number allocation. Non CR Tdocs require only a Tdoc number allocation.

3.

Tdoc number, and when appropriate CR number, shall be requested prior to the meeting by completing a Tdoc request form and sending it to the WG Manager (currently stoyan.baev@etsi.org). The WG manager assigns a CR number to each Tdoc that contains a CR and forwards the updated request to the GERAN project manager (currently paolo.usai@etsi.org) who assigns a Tdoc number and returns the result to the originator.
E-mails containing assigned Tdoc/CR numbers should be copied to the interested parties as appropriate. These include the Tdoc allocation request originator, the WG3 Manager and the GERAN Manager.

4.

The Deadline for Tdoc/CR number allocation is set by default to the Monday [one week] before the start of the meeting, 24:00 CET (Paris. Berlin, Rome time). In special circumstances, e.g. public holidays, the WG Chairman may request a suitable change to the default date. Allocation of Tdoc/CR numbers after the deadline is not guaranteed; If such have been allocated the Tdoc itself is to be considered as LATE and consequently its consideration during the meeting is not guaranteed.
Draft CR/Tdoc submission

5.

To avoid multiple revisions, as well as to provide ground for an early agreement and facilitate the WG3 meeting proceedings, it is recommended that WG3 CRs are submitted in DRAFT version prior to the meeting to the WG3 ONLY e-mail reflector (3GPP_TSG_GERAN_WG3@list.etsi.org).

6.

DRAFT CRs should follow the formal rules for CR drafting/preparation, e.g. utilising a CR coversheet. The file name of a DRAFT CR should contain the allocated Tdoc number preceded with the word "draft", e.g. a Tdoc that have been assigned Tdoc number GP-060123 should have a name "draft_GP-060123.doc".

In all cases that this requirement has not been followed, the contributor is obliged, after a Tdoc number has been allocated, to provide a Draft-to-Tdoc number Mapping list which identifies: (1) The file name of the draft distributed; (2) The corresponding Tdoc number that has been assigned to the Tdoc being sent as a draft.
File names should avoide using special characters, such as #, and/or multiple "." because some e-mail security platforms consider such files as potentially carrying viruses and the delivery to the end user may not be guaranteed.

7.

The e-mail containing a draft CR should clearly identify in its Subject field that it indeed contains a draft CR. Example for Subject field "Draft CR for GERAN#29 WG3".
8.

The Deadline for submission of DRAFT CRs, and when applicable Draft-to-Tdoc number Mapping lists, is set by default to the Monday [one week] before the start of the meeting, 24:00 CET (Paris. Berlin, Rome time). In special circumstances, e.g. public holidays, the WG Chairman may request a suitable change to the default date.
DRAFT CR submitted after the deadline are to be considered as LATE and consequently their consideration during the meeting is not guaranteed.

Draft-to-Tdoc number Mapping lists, when these are required, submitted after the deadline will automatically set the status of the CRs they contain to LATE and consequently the consideration of those CRs during the meeting is not guaranteed.

Final CR/Tdoc submission

9.

Final, official, Tdocs shall be submitted for upload to the GERAN ftp server. The Tdocs shall be sent to the GERAN TDOC e-mail reflector (3GPP_TSG_GERAN_TDOC@list.etsi.org).

DARFT CRs SHALL not be sent to this e-mail list.

The submitted files shall be in ZIP format.

The file name of the ZIP file shall contain only the allocated TDoc number, e.g. GP-061234.zip. The name of the MS Word Tdoc file in the ZIP archive shall start with the Tdoc number being assigned and may contain name extension, e.g. <GP-061234 Modification to clause 13_4.doc>.

10.

Final CRs should follow the formal rules for CR drafting/preparation.

11.

The e-mail containing the Tdocs should clearly identify that this are Tdocs for WG3. Example for e-mail Subject field "CR for GERAN#29 WG3".

12.

If for a Final Tdoc a draft version have been submitted, and if the last in time distributed draft version has been modified to become the Final Tdoc, the modifications shall be clearly summarised on the final CR coversheet in the row "Other comments". If this is found appropriate the differences may be highlighted with different colours.
13.

The Deadline for submission of Tdocs is set by default to the Thursday [one week] before the start of the meeting, 24:00 CET (Paris. Berlin, Rome time). In special circumstances, e.g. public holidays, the WG Chairman may request a suitable change to the default date.

Tdocs submitted after the deadline are to be considered as LATE and consequently their upload to the ftp server and their consideration during the meeting are not guaranteed.  The contributors of such Tdocs are required on the day of the meeting opening to check if their Tdocs are available on the local meeting ftp server. If they are not, the contributors shall upload the missing Tdocs themselves to the INBOX directory and inform at least the WG3 Chairman and meeting secretary for this.
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