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Guidelines for paperless meetings

In order to reduce the administrative load on hosts, the host does not have to make any paper copies.

In the following some guidelines for paperless meetings are given.

Working principles

Any delegate who wishes to present a document shall follow the steps below:

1. Request a TDoc number via e-mail from the person responsible for TDoc number allocation for the meeting. The name of this person should be indicated in the meeting invitation. For ordinary meetings it is normally the GERAN chairman Niels P. Andersen (NPA001@motorola.com) and for bis meetings it is normally the working group secretary. 

When you ask for a TDoc number you shall state the title of the document, the source i.e. the originator’s company and also a proposed agenda item. Example:

	
	CR 51.010-1 Test case 44.2.1.2.2 Combined GPRS attach / GPRS only attach accepted
	Rohde & Schwarz
	7.5.5.2



The title shall indicate the type of the document e.g. CR, work plan or discussion paper. If it is a CR the title shall also include the specification number and the test case number. Examples of document titles are:

CR 51.010-1 clause 42.2.1.4 - GPRS detach / abnormal cases / GMM common procedure collision

Discussion paper on GPS Aspects of System Simulator for GERAN LCS Protocol Testing

LCS Work plan

2. Modify the document header accordingly to the following rules:

Document header:

3GPP TSG GERAN meeting #n
TDoc GP-yyxxxx

<meeting place> <meeting date>

n stands for the meeting number

yy stands for the last 2 digits of the year

xxxx stands for the allocated document number

3. Name the file according to the following example: GP-yyxxxx.doc
4. Zip the file before distributing it.

5. The electronic version of the document shall be sent on the reflector to the following distribution list: 3GPP_TSG_GERAN_TDOC@list.etsi.fr
In order to be allowed to send mails to this list you must first subscribe to the list. See http://webapp.etsi.org/tbmembershiplist/home.asp
The document shall be distributed at the latest 5 working days before the meeting starts i.e. normally Friday two weeks before the meeting. This is required in order to get contributions approved efficiently, i.e. within reasonable time, during the meeting.

Very complex CRs or new test should be sent 10 working days before the start of the meeting in order to gain maximum preparation of the individual delegates and timely acceptance of the contribution at the meeting.

Note: The relevant group and subgroup chairmen may reject late documents and postpone those to the next meeting. Late documents should be discussed at the end of the agenda in order to not affect the regular schedule of the meeting. If time runs out, then those documents may be postponed to the next meeting.

6. The secretary stores all documents that are sent to the TDOC list on the 3GPP Document Server. 

These documents are not available as paper copies in the meeting. Delegates who would like to have a paper versions of documents have to print their documents themselves at their own facilities.

7. Download all documents from the document server before going to the meeting.

In the exceptional case that a document could not be made available prior to the meeting, this contribution shall be provided electronically at its earliest opportunity before it is discussed.

Documents that are not available in electronic format (e.g. faxes, letters etc.) shall be scanned and provided as Adobe Acrobat or Microsoft Word 2000 (or greater) files.

Modifications to a document during the meeting can be performed online (visible via the projector) or offline, in both cases using revision marks. The modified document with a new TDoc number shall be made available in electronic format as soon as possible.

Recommended technical equipment to be provided by delegates

· A PC with an Internet Browser and support of Office  2000 or greater and Acrobat Reader file formats and a Zip tool (preferably WinZIP). The ability to read CD ROMs is required or memory sticks via the PCMCIA or USB interface.

It is essential that any PC facility have an up to date anti-virus software package installed.

· Adapters for proper connection of the power supply.

· Wireless LAN Adapter (-Cards) including appropriate drivers and, if the need arises, the installation files or disk(s) of the PC’s Operating System (this would be definitely required when drivers are (re-)installed or network settings are changed). Delegates should be aware that they require Administrator Rights for their OS if they need to configure the network settings of their individual PC.

Recommended technical equipment to be provided by the host

· A copying facility for the exceptional production of paper copies.

· Multimedia video projection facilities in all meeting rooms to display PC screens for reviewing documents or making presentations. 

· A PC with a connected printer. The PC should be equipped with Windows XP, , MS Office 2000, Adobe Acrobat Reader and l a Zip tool (preferably WinZIP) shall be available. 
· Access to one power outlet per delegate should be made available. Delegates bring their own adapters for different power plugs.

· Provision of Internet access in one of the meeting rooms. If this is provided via an ADSL modem, the administration password and usename must he provided also.
Technical equipment to be provided by MCC

· For large meetings with many delegates or documents it is also recommended to have a wireless LAN. The provision of Internet access via the WLAN may be provided where possible.
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