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1
Introduction

This document describes the internal Working Procedures of 3GPP TSG GERAN WG2. These procedures constitue a number of rules and guidelines for 3GPP TSG GERAN WG2 to observe in order to guarantee the smooth running of the meetings. These procedures should be considered as a complement of the 3GPP Working Procedures. The 3GPP Working Procedures are available at:

http://www.3gpp.org/About/WP.htm
or 

ftp://ftp.3gpp.org/Information/Working_Procedures/
The 3GPP Working Procedures shall always be respected. Everyone taking part in 3GPP work is expected to be informed about the principles ruling 3GPP. 

2
Location of 3G specifications

The 3GPP specifications are all available for download from the 3GPP server, at:

http://www.3gpp.org/ftp/Specs/  

or 

ftp://ftp.3gpp.org/Specs/
Because TSG GERAN has a different meeting schedule than the other 3GPP TSGs, there will occasionally be a DELTA area on the FTP server containing only the most recently updated GERAN specifications. To get the whole set of the most recent specifications, it may therefore be required to search both the most recent ordinary specs folder (named something like 2003-05) plus the most recent GERAN DELTA folder.

3
Drafting Documents

3.1
3GPP drafting rules

The following two specifications shall always be respected when drafting and submitting documents to the meetings of any 3GPP group:

-
3GPP TR 21.801: Specification drafting rules

-
3GPP TR 21.900: Technical Specification Group working methods

3.2
Use of English

To assist consistent use of English in ETSI documents, a document exists which clarifies a number of commonly misunderstood or ambigius terms and expressions commonly used in specifications. While 3GPP is not the same as ETSI, it is generally agreed that 3GPP adheres to ETSI's principles for drafting documents. The document is not 'official' and not available from the 3GPP website, but is as a guideline made available to ETSI members on the ETSI website. Please note that the English defined herein differs somewhat from every flavour of English spoken in English language countries.

http://portal.etsi.org/edithelp/pdf/use_of_english.pdf
4
Meeting calendar

The full 3GPP meeting calender is available on the web: 

http://www.3gpp.org/Meetings/meetings.htm - calendar
The WG2 meeting calendar is available through this query: 

G2 meeting calendar
Meeting registration to the TSG GERAN WG2 meetings are done via the 3GPP meeting registration application on the web, at:

http://webapp.etsi.org/3GPPRegistration/fMain.asp?mid=
Registration is required for attending 3GPP meetings. 

NOTE:
Hotel registration is not done via meeting registration. Hotel registration information is given in the invitation for each individual meeting.

5
Contribution management

5.1
Numbering 

A document number is unique, does not exist in "revision 1" or in "version 2". If a revision is required, a new document number shall be allocated. If ever required, we will change the numbering scheme to make room for more unique numbers.

Don't ever reuse document numbers.

The document number is the unique identifier that differentiates even similar contributions, like revisions or variations of the same proposal. It is also the means to locate and identify the contribution on the 3GPP server. If you made a mistake, ask for a new number. As soon as a document is made available, it is not allowed to be modified unless given a new tdoc number. 

CRs are additionally identified by the specification number and a serial number (like "CR 48.012-845"), which identifies uniquely the CR in the CR database. The CR numbers thus may appear several times, differentiated by a revision index.

Example (not a real one):

	Appearence
	Version
	Tdoc
	CR number
	Status
	New rev. number

	First
	First
	G2-010967
	48.012-845
	Revised in G2-010972
	N/A

	Second
	Second
	G2-010972
	48.012-845 rev 1
	Postponed
	Yes

	Third
	Second
	GP-027765
	48.012-845 rev 1
	Revised in GP-028671
	No

	Fourth
	Third
	GP-028671
	48-012-845 rev 2
	Revised in G2-039003
	Yes

	Fifth
	Fourth
	G2-039003
	48.018-845 rev 3
	Agreed (at a standalone WG2 meeting)
	No

	Sixth
	Fourth
	GP-048989
	48.018-845 rev 3
	Approved (at TSG GERAN)
	No


NOTE:
As in this example, new document numbers are always required. New CR revision numbers are only required when the content of the CR has changed; they are not needed when a postponed CR is re-submitted without modification to a subsequent meeting, nor are they needed when agreed CRs are re-submitted by MCC to TSG GERAN for approval.

A complete CR number will not necessarily uniquely identify a document, but it will uniquely identify a proposal.

5.2
Request for numbers

5.2.1
Before meetings

	
	WG2 meeting co-located with TSG GERAN
	Stand-alone WG2 meeting ("bis"-meeting)

	1
	Download and fill in the newest version of the "GERAN2_TDoc_request_template" from the G2_Info folder on the 3GPP server. This template shall be used when requesting document and change request numbers for GERAN WG2 documents. Yellow fields are required. Remember to use the correct Work Item acronyms as indicated in the Work Plan.

	3
	E-mail the completed template to the 3GPP TSG GERAN chairman with copy to the WG2 secretary.
	E-mail the WG2 secretary with the WG2 chairman in copy.

	4
	You will get document numbers from the 3GPP TSG GERAN chairman and CR numbers from the WG2 secretary.
	You will get document and CR numbers from the WG2 secretary.


5.2.2
Numbers during meetings

5.2.2.1
General 

Simply inform the WG2 secretary the agenda, title, complete source and WI acronym for the new contribution, which will be allocated Tdoc/CR numbers and added to the documents list immediately. 

5.2.2.2
During WG2 meetings co-located with TSG GERAN meetings

The TSG GERAN chairman allocates document numbers for all the meetings co-located with TSG GERAN; that includes WG2. The WG2 related documents therefore follow the GP-yynnnn sequence form. 

The WG2 secretary is normally holding on a small subset of the GP sequence, to allocate to revisions or new documents made available during the meeting.

If a WG2 related document is revised, the WG2 secretary and WG2 Chairman must be informed, even if the Tdoc number was assigned by the TSG GERAN Chairman.

CR numbers for specifications under WG2 responsibility are always allocated by the WG2 secretary.

5.2.2.3
During stand-alone WG2 meetings

Tdoc and CR numbers are allocated by the WG2 secretary.

The Tdoc sequence follows the G2-yynnnn form.

5.3
CRs agreed at the previous GERAN WG2 meeting

Following a stand-alone WG2 meeting, there will usually be CRs which are agreed but have their final TSG approval pending. These agreed CRs will be re-submitted to the GERAN WG2 meeting co-located with the TSG GERAN plenary meeting by the secretary. The authors shall not request new numbers for these already agreed CRs.

Normally, the next GERAN WG2 meeting takes place before the CR approval session in the plenary. Therefore WG2 will confirm their agreement during the appropriate agenda item. Only extraordinary circumstances will allow discussion on previously agreed CRs to be re-opened.

In case it is deemed necessary to revise an already agreed CR pending approval, a new document number is needed for the revision and the WG2 Chairman shall be informed. The previously agreed CR will then be handled again during the WG2 meeting. When a CR is finally approved by the GERAN plenary, it can no longer be revised and new CRs to the updated specs will be required.

5.4
Postponed documents

Postponed documents and CRs will NOT automatically be re-submitted to any later meeting. The authors need themselves to decide if and when to re-submit them and then to request new document numbers.

When a new document number is requested for a postponed CRs, it needs to be clearly indicated to the secretary whether the re-submitted CR is:

unchanged,
in which case the revision level shall remain unchanged (off course the document number on the coversheet SHALL change), or 

revised,
in which case the revision level shall be incremented - also on the coversheet. 

When a non-concluded CR is not to be re-submitted to at any later meeting, the secretary must be informed that the CR is withdrawn.

NOTE:
Change Requests are not allowed to remain unfinished forever. The secretary will occasionally compile a list of pending CRs under WG2 responsibility as reminder that final decision is needed. To help keep this list short, the secretary must be informed whenever an outdated CR should be marked as withdrawn in the CR database.

5.5
Submission of documents

The finalised contributions, with document and CR numbers, shall be submitted on the TSG GERAN contribution e-mail reflector: 

3GPP_TSG_GERAN_Tdoc@list.etsi.org
The inputs should be received no later than the Thursday immediately preceeding the meeting , at clock 04:00 UTC (Universal Time Co-ordinates, equivalent to Greenwich winter time). Priority will be given to the contributions received before that time. Document and CR numbers should be requested well in advance. The correct WI codes as indicated in the Work Plan shall always be used, with the following exceptions:

-
Draft agenda of the meeting, submitted by the Chairman.

-
GERAN2 Work plan, submitted by the GERAN2 Work Plan rapporteur.

-
Meeting reports, submitted by the secretary of the corresponding meeting.

-
Some Liaison Statements, where a WI code is not applicable (checked by MCC or the WG2 chairman). 

-
Documents not corresponding to any of the existing 3GPP Work Items, typically leading to the creation of a new Work Item.

-
Organisational documents not related to the technical work (election related, administrative procedures etc.).

When the documents are submitted on the TDOC reflector, a list should be included in the body of the e-mail with at least:

  -
Number;

  -
Title;

  -
Source;

  -
Agenda item.
NOTE:
A lately received revision of a timely received original will not inherit the priority granted to the original!

The contributions for the meeting will be made available by the secretary in a directory for that specific meeting on the 3GPP ftp site in:

ftp://ftp.3gpp.org/tsg_geran/Wg2_Protocol_Aspects
or

http://www.3gpp.org/ftp/tsg_geran/Wg2_Protocol_Aspects/.

6
Meeting procedures

6.1
Scheduling of meetings

The Chairman prepares the draft meeting schedule for approval by WG2. Note that the meetings co-located with TSG GERAN will follow the plenary schedule.

6.2
Scheduling of agenda items during the meeting

This is the sole responsiblity of the Chairman. Any request for particular timing of documents during meetings should be addressed to the Chairman. 

6.3
Meeting report

The official meeting report is prepared by the WG2 secretary. 

The Chairman may use an on-screen presentation to support him in conducting the WG2 meetings. That presentation IS NOT the meeting report. The meeting report may, to a large extend, reflect and copy what appears on the screen during the meeting, when that forms the consensus reached. However, the official meeting report focuses on tracking decisions, working assumptions and agreements. Technical details and secondary arguments get second priority. If a participant wants anything particular minuted, this should be requested during the meeting and preferably be presented on the screen to ensure that the opinion of the whole committee on that particular text is tracked.

The meeting report from the stand-alone WG2 meetings will be made available within a few days after the meetings in the relevant meeting area on the 3GPP server, and will be submitted to the following meeting by the secretary. Until submitted to the following meeting, changes are possible, but preferably comments to the meeting report are tracked at the appropriate agenda item at the following meeting.

The meeting report from the co-located WG2 meetings will be approved during the closing TSG GERAN session, allowing no further changes. Any issues with the minutes can be raised at the beginning of the next WG2 or TSG GERAN meeting, whichever the first.

7
Mailing lists

Generally, all the 3GPP mailing lists are open to 3GPP members. They, and the procedures for subscribing to the mailing lists are available at:

http://list.etsi.org/
The mailing lists of particular interest for TSG GERAN WG2 are the following:

3gpp_tsg_geran_wg2
for specific TSG GERAN WG2 related matters

3gpp_tsg_geran
for general TSG GERAN related matters

3gpp_tsg_geran_tdoc
for distribution of documents for TSG GERAN and WGs meetings

Annex A:
Templates and Informative documents

A.1
G2_Info area

On the 3GPP FTP server, GERAN WG2 maintains a folder with "stationary" files. Most are copies of the templates also available in the 3GPP Information folder, but only here you find the documents unique for GERAN WG2 like the document and CR number request template and these working procedures:

ftp://ftp.3gpp.org/tsg_geran/Wg2_Protocol_Aspects/G2_Info/
or

http://www.3gpp.org/ftp/tsg_geran/Wg2_Protocol_Aspects/G2_Info/

A.2
The 3GPP information area

Contains all the official templates common to all the committees. This is the place to look for the newest updates of templates for TRs, TSs, LSs, CRs, and information on the workplan for the whole 3GPP.

A.3
Newest templates for TRs and TSs

ftp://ftp.3gpp.org/Information/TS_TR_Templates/
or

http://www.3gpp.org/ftp/Information/TS_TR_Templates/

A.4
Work Item Descriptions

ftp://ftp.3gpp.org/Information/WI_Sheet
or

http://www.3gpp.org/ftp/Information/WI_Sheet/

A.5
CR template

It is very important that the newest template is used for drafting CRs. Even revised CRs need to be re-drafted using the newest form in case there have been an update of the template since the original CR was drafted. The newest template will always be called "CR-Form-v....." and always be available from this area:

ftp://ftp.3gpp.org/Information/
or

http://www.3gpp.org/ftp/Information/

CRs that do not use the latest version of the template will not be agreed.

A.6
3GPP FAQ

http://www.3gpp.org/faq/faq.htm
Annex B:
Contact details for TSG GERAN and GERAN WG2 officials

	Name
	Position
	Phone
	E-mail

	José Luis Carrizo Martínez
	TSG GERAN WG2 Chairman
	+44(0)1635676093
	jose-luis.carrizo@gb.vodafone.co.uk



	Niels Peter Andersen
	TSG GERAN Chairman
	+45 43 48 81 10
	npa001@email.mot.com



	Gert Thomasen
	TSG GERAN WG2 secretary
	+33 (0) 4 9294 4384
	gert.thomasen@etsi.org

	Paolo Usai
	TSG GERAN secretary
	+33 (0) 4 9294 4236
	paolo.usai@etsi.org


Annex C:
Meeting LAN primer

G.1
The meeting LAN service

Normally, a wireless LAN service will be available (TCP/IP via an IEEE 802.11b wireless access point with DHCP server and LAN server at address 10.10.10.10, running FTP, CHAT and WEB applications). 

During the meeting, the LAN is the preferred means to distibute documents. Distribution by CD-ROM and diskettes will still be possible, but no such media will be prepared unless required. 

G.2
Bandwidth management

The WLAN capacity stays sufficient as long as no unreasonable huge transfers block the bandwidth. There will normally be some extra ports available on the 10/100 Mbit/s switch which may be used for wired connections for particular huge transfers. It is therefore recommendeded to bring a patch-cable to connect to the switch if you intend to copy large quantities of information via the meeting LAN.

G.3
How to configure your PC for accessing the meeting LAN

The default settings normally work fine. If problems occour, here are some starting points for getting things right: 

-
Check that your (W-)LAN card has been configured to get an IP address from the DHCP server on the LAN). 

-
Check that no local firewall, proxy etc. blocks the addresses used by the meeting LAN.

No PC support will be available during G2 meetings. However, most problem courses are known to other delegates and MCC officers who will assist to such an extend as time allows.





























































