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START OF CHANGE
5.1
Current TSG RAN WG3 agreed working procedures
1.
TSG RAN WG3 document archive:
TSG RAN WG3 uses a folder on the 3GPP server ftp://ftp.3gpp.org to store all temporary documents (Tdocs) as well as meeting reports and additional information:
ftp://ftp.3gpp.org/tsg_ran/WG3_Iu/
(Only MCC support has write access.)

2.
TSG RAN WG3 means of information exchange between meetings:
TSG RAN WG3 uses an email exploder to distribute emails among the working group (email address for subscribed users: 3GPP_TSG_RAN_WG3@LIST.ETSI.ORG).

3.
TSG RAN WG3 meeting intensity:
The meeting intensity of TSG RAN WG3 must fulfil at least two requirements:
-
Often enough to be able to produce the necessary specifications on time,
-
Seldom enough to enable ad hoc groups and/or sub-working groups to work between the meetings.
To fulfil the above requirements the meeting intensity TSG RAN WG3 meetings will be held 6 times a year with a duration of one week (5 days).

4.
TSG RAN WG3 meeting organisation:
TSG RAN WG3 meetings will not be divided into sub-working groups, however it is up the chairman to decide about having one (in parallel to the plenary) or more ad hoc groups to achieve efficient progress.
The chairman shall take care:
- of informing delegates about planned ad hoc(s) in advance (date, time, duration),
- of the focus of the ad hoc(s) which shall not cover overlapping topics,
- that a rapporteur/chairman for the ad hoc is named,
- that all ad hoc agreements have to be formally agreed by the TSG RAN WG3 group, i.e. the plenary.

5.  Void
6.
Isolated impact statements on CRs:
Each CR for a closed Release has to have an 'isolated impact assessment towards the previous version of the same release of the specification'. Details are given in RP-010494 of RAN #12 and R3-013038 of RAN WG3 #24, (see also annex A). Furthermore, backward and "forward" compatibility have to be ensured, see RP-020642 of RAN #17.
At RAN #19 it was decided that CRs for frozen releases must have an ‘isolated impact analysis’ on the CR cover sheet: "The Isolated impact shall provide backward compatibility issues. This also implies that forward compatibility is reviewed when CRs are provided for approval on previous Releases."

NEXT CHANGE
5.3.1.1
Meeting organisation:

1. The latest TSG RAN WG3 meeting schedule is published at several places (e.g. this TR, TSG RAN WG3 reports, TSG RAN reports, 3GPP internet page: http://www.3gpp.org/3GPP-Calendar).

2. Companies/organisations which intend to host a TSG RAN WG3 meeting should contact the chairman and MCC well in advance (usually hosts for the next year are decided at the end of the previous year).
Note: Usually a co-location of all TSG RAN Working Groups is preferred.

3. Meeting delegates which want to attend a TSG RAN WG3 meeting have to register in advance under:
http://www.3gpp.org/Meetings/meetings.htm under 'RAN WG3'.

4. The agenda for the following TSG RAN WG3 meeting will be provided by the TSG RAN WG3 chairman on the TSG RAN WG3 reflector at least two weeks before the meeting to allow correct Tdoc/CR number requests. For convenience, agenda items related to the same topic should keep the same heading number in the agenda of different meetings, where possible.
5. For submission of temporary documents (Tdocs) or change requests (CRs) MCC is providing corresponding Tdoc and CR numbers. To be able to allocate these numbers and to provide Tdoc lists TSG RAN WG3 delegates are asked to fill out the corresponding latest template of the Tdoc/CR number request sheet which is available under:
ftp://ftp.3gpp.org/tsg_ran/WG3_Iu/Latest_Templates/
and to send it by email directly to MCC.
Answers to ordinary Tdoc/CR number requests will usually be sent out by MCC starting on Tuesday, 13 days before the start of the meeting and stopping on Friday noon CET, 10 days before the meeting. 
Answers to Tdoc number requests for Response documents will be sent out by MCC starting on Wednesday, 5 days before the start of the meeting and stopping on Thursday noon CET, 4 days before the start of the meeting. Response documents should only be used to give comments in other companies’ submissions. It is not allowed to use them to re-submit the company’s own contributions (thus circumventing the submission deadline).
Note: For in principle agreed CRs of the previous meeting MCC will provide Tdoc and CR numbers for the next meeting well in advance without Tdoc/CR number requests since it it assumed that the data of the last meeting still applies.
VERY IMPORTANT RULES:

a.
Any change of information in this request sheet afterwards (e.g. in the Tdoc title) MUST be reported to MCC (otherwise reports, Tdoc lists, summaries for TSG RAN, databases might be wrong).

b.
As soon as a Tdoc/CR with the official number(s) is published (i.e. by sending it to the reflector or by 
distributing it by CD/floppy in a meeting or by putting it on the document server or by giving it to MCC) it is NOT ALLOWED to reuse this Tdoc/CR number for an update or a different document (documents with reused numbers are treated as they would not exist since there is a fundamental rule that one Tdoc number or one CR number for a specification can only exist once). It is allowed to reuse the Tdoc/CR number, however, only to replace a file that has become corrupted during upload to the document server, but only with permission from the MCC who will remove the corrupted file from the server before authorizing a new upload.
c.
Allocated Tdoc and CR numbers are only valid for the meeting for which they are allocated. NEVER reuse them for the same or a different document at another meeting.

6. For Tdoc/CR submission on the TSG RAN WG3 reflector delegates are asked to respect the following deadlines to allow sufficient time to study the contributions before the meeting:
a.
For ordinary Tdocs: Friday, end-of-business, US Pacific Time, 10 days before the meeting.
b.
For Response documents: Thursday, end-of-business, US Pacific Time, 4 days before the meeting.
MCC will automatically upload the contributions to the corresponding meeting folder of the 3GPP server.
Note: It is up to the chairman to prioritize treatment of contributions according to their delayed submission.
Updates of documents during the meeting are not affected by these deadlines and direct answers to submitted documents might be treated even if delayed provided delegates get sufficient time to study them before they are treated.

7. File format/name conventions:
The file names shall use the syntax: R3-aaxxxx.zip where 'aa' is the year (11 for 2011) and 'xxxx' is the Tdoc number.
Note: Additions to the zip-file names are usually not acceptable (since special characters as e.g. blanks or # and longer file names might cause problems in mirror scripts or archiving tools).
For the submission Tdocs should always be zipped, one zip-file per Tdoc number.

8. Tdoclists
A tdoclist is an Excel sheet which contains the basic information of all allocated tdocs for a meeting (tdoc number, document type, CR number, revision number, work item, etc. The first version of a tdoclist is published by the MCC after the tdoc request deadline on Friday, 10 days before the start of the meeting. During the meeting MCC aims to publish an updated tdoclist at least twice a day (provided that there are new tdocs). During the meeting the new tdoclists are not sent to the email reflector, instead they are copied to the meeting server, to the tdoclists folder.

9. Participants List
Based on pre-meeting registrations, MCC will provide a participants list, which will circulate in the meeting room during the first meeting day, and afterwards it will be placed on a visible place in the meeting room. Each delegate should confirm his/her presence in the meeting by signing the list. MCC is not allowed to accept changes to the participants list once the meeting is over. Since RAN3 voting rights will be based on this list, it is important that each delegate signs it. Only the participants list that is available in the meeting room has an official status in 3GPP. Other lists which are sometimes circulated by the host organization or the meeting hotel are not controlled by 3GPP and have no official status when it comes to 3GPP procedures. While in the meeting room, delegates should also wear their name tags provided by the host organization.
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