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The issues highlighted in this document do not replace TR 21.900 or TR 21.801 and the current document does not cover all aspects of drafting a CR. The current document aims only at highlighting handful of issues faced during the recent specs updates and/or WG meetings.

Guidance to writing a CR and other CR relevant issues can be found here http://www.3gpp.org/specs/CR.htm Step by Step Instructions describing how to actually write a CR can be found here: http://www.3gpp.org/specs/CR-Instructions.htm. The rules of drafting CRs can be found in TR 21.900 "Technical Specification Group working methods" - the latest version shall be used.
Writing CR Basics

[1] Get the CR form (template) from here http://www.3gpp.org/ftp/Information/ (the latest version at the moment of writing of the current document is CR-Form-v7.1.zip)
[2] Get the latest version of the spec you want to suggest a CR to
[3] Prepare the CR coversheet: Fill in the CR form with the proper contents - brief information on the meaning of each field can be found here http://www.3gpp.org/specs/CR-Instructions.htm.

Some special issues: 

· do not change the preformatted titles/text in the tables, empty lines in and between tables, etc.

· do not use Revision marks (Switch MS Word Track Changes OFF)

· do not introduce new styles/formatting

· use the following format for: SpecNumbers - e.g. 34.123-1 (do not add "TS" or any other characters !!!); Date - the way specified in the cell dedicated for the date, for example 31/12/2005 for December 31st 2005; Release - as indicated in the cell under the cell dedicated for release, e.g. "Rel-5" and NOT "Rel5", "R5" or "REL5"
[4] Prepare the complete CR
Note: Do not use copy&paste from the spec or other external document into the CR form - there is a great chance that you will be introducing alien styles and formats or altering the original ETSI styles. Instead make all changes into the spec and when needed copy from the spec into the spec.
[4.1] find the place in the spec where your first change shall appear
[4.2] go back (up) to the clause title of the clause that contains the text where the change shall appear (if you are adding a new clause this means the clause that will precede the new clause)
[4.3] remove all the text in the spec preceding the clause title (make sure revision marks are OFF)

[4.4] insert immediately before the clause title all the text from the CR form (Select All in the CR form copy and paste - preserve formatting of the CR form) 
[4.5] put ON revision marks
[4.6] put ON Show/Hide "Space/blank" and "End of paragraph" marks (this is useful in avoiding for example multiple spaces/blanks between words or the lack of them)

[4.7] make your change - it is important that you follow the requirements related to using 3GPP specs styles/formatting (these are described in http://www.3gpp.org/ftp/specs/archive/21_series/21.801/ - use the latest version) this for example describes which formatting shall be used for different table sections, clause headers, paragraphs, notes, etc. ( a brief summary of the most frequently used styles is provided later on in the present document)
[4.7.1] [if changes are in a single section - this may comprise multiple consecutive clauses] after the last change is made, delete all the text that follows the clause in which the last change was made (starting from the title of the clause that follows the one in which the change was made until the end of the spec - if you have added a complete new clause you delete all the text that follows it)
[4.7.2] [if changes are in a multiple sections, i.e. in multiple non consecutive clauses] If changes need to be made to multiple non continuous clauses in a spec and using multiple CRs, one per clause, is not feasible those may be included in a single CR with each clause (in which change is made) preceded with a text, e.g. [beginning of new section], USING REVISION MARKS for this section separator; for each section the rules described in 4.6.1 shall apply
Some specifics
Assigning Cxxx (or other numbers that may conflict with other CRs)
· In CRs contributors shall use a temporary Cxxx numbering chosen by them (consistent within the CR), for example if more than 1 Cxxx is needed Cxx1, Cxx2, etc. could be used

· Valid Cxxx numbers, starting with the firs free highest number available, will be assigned by the MCC Project manager when the actual update of the spec is being made.

· In the last line of the table of the CR coversheet called "Other comments" the Cxxx numbers used in the CR and indication that valid numbers will be allocated during the spec's update shall be written in a single sentence; furthermore, if one and the same Cxxx number is used in different CRs, the Tdoc number of the relevant CR(s) shall be indicated too.
Revision Marks
In a CR revisions (and consequently revision marks) shall be made only by ONE (1) Author (The Author details are set in [Tools-Options-User Information] and usually shown, possibly depending on the Word version used, when the cursor is positioned over a revision mark). If, by any reason, this is not possible the following rule shall apply: whenever a text which is marked as a newly added revision needs to be deleted this shall be done with revision marks disabled, that is it shall be completely removed and not stricken out.

Using Colours
Colours and highlights can be used to help presentation and they WILL BE REMOVED during the spec update.
Changes to Tables

Whenever a change to a table is made the size of the table columns SHALL NOT be changed; if by any reason this is required, an entire new table shall be added (a copy of the old and together with the new additions) and the old deleted.

Empty rows should not be used. If empty rows are needed a suitable content of the row's cells should be suggested, e.g. "-".

If a new table is needed, if possible a similar already available table from the spec should be used (i.e. copied and the old and not needed cell content removed with revision marks ON).

Summary of the most frequently used styles
When adding e.g. text, tables, figures, etc. the following Styles and Formatting shall be applied (select the addition find the proper entry in the MS Word Styles and Formatting in the Formatting Toolbar):
· General:
· If copy and paste from an external document is used the "Match destination formatting shall" be used. Be aware that when you copy from a document which uses different template (not the ETSI's 3gpp_70.dot) you are very likely to introduce alien styles which may look the same as the ETSI styles on your PC but different on others. If the text you add does not look like the one in the spec do not try to compensate with adding extra things rather use the correct ETSI style - for example do not add an extra empty line to simulate the space which is between paragraphs in a proper formatted ETSI spec - in the ETSI style sheet 3gpp-70.dot the style Normal is specially defined to ensure that distance between 2 paragraphs - the MS Word "normal" Normal is different)
· Do not use any fancy Microsoft formatting or "help" during typing. Go to Tools -> AutoCorrect Options; in AutoFormat As You Type UNCHECK everything - you may keep checked Internet and network paths with hyperlinks; Do the same in Auto Format in the sections Apply and Replace.
· Tables:
· Table header (select the entire table row with the header, or a particular cell if this is more appropriate) - TAH;

· Table cell with text that needs to be Left aligned - TAL, cantered - TAC, or right aligned - TAR;

· Note in a table - TAN (the note should consist of the word "Note", a number if necessary, followed by ":" separated from the text with a Tab ).

· If the table has a title this shall be placed before the table and formatted with the style TH;

· a single empty line formatted with Normal shall follow each table.
· Maximum width for tables in portrait orientation: 17 cm and for landscape orientation: 22 cm.
· Clause headers:
· The Heading 1, Heading 2, Heading 3, Heading 4, and Heading 5 shall be used depending on the indentation of the clause;

· Heading 6 shall be used for level 6 of indentation if the clause title needs to be seen in the Table of Contents list;
· H6 shall be used for any clause title which needs not to be seen in the TOC.
· Clause numbers (e.g. 3.4.1) shall be entered manually and the MS Word automatic numbering shall not be used;

· between the number and the title a Tab shall be inserted (and not one or multiple space/blank characters).

· Bullet lists:
· For bullet lists the styles B1, B2, B3 etc. shall be used.
· The text may be preceded with one or multiple characters, e.g. "-", "a)", etc., followed by a Tab (if for whatever reason no character is needed the text shall still be preceded by a Tab).
· The MS Word automatic bullet numbering shall not be used.
· Notes outside of tables: Use NO (the note should consist of the word "Note", a number if necessary, followed by ":" separated from the text with a Tab ).

· Figures:
· The figure shall be formatted using TH.
· If title is provided place it bellow the figure and format it with TF.
· Notes to figures shall be placed under the figure (and above the title if provided) and formatted with NF.
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