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1
Scope
3GPP Working Groups are driven by documents contributed by 3GPP Individual Member Companies. Therefore, the process of submitting documents to a Working Group meeting and handling documents in a Working Group meeting is key.
This document describes the management of documents ("contributions") in SA1. Its purpose is to provide an overview of the working procedures in the Working Group and be used as a reference for processes to be followed.
This document is an informative guide on the processes to be followed during SA1 meetings. Procedures during the meeting may differ slightly from this guide.
Procedures in other 3GPP Working Groups may be different from the SA1 process described in this document.
The terms "document" and "contribution" are used interchangeably in these guidelines.
2
Overall process to submit a contribution to a meeting

Contributions may be submitted either before the meeting or during the meeting itself.

For contributions submitted before a meeting, two steps are needed for all documents and one additional step is needed for Change Requests (CRs).

These steps, detailed in section 3, are:

1. to reserve a contribution number. This has to be done before the corresponding deadline.
2. (for CR only): to reserve a CR number. The same deadline applies as for the step above.

3. to submit/upload the numbered contribution before the second deadline.

These two deadlines are announced on the SA1 reflector at least 3 weeks prior to the meeting by the SA1 Chairman and/or Secretary.
Contributions that miss either deadline will be considered LATE and will likely not be treated in the meeting.
For contributions to be submitted during the meeting, different rules apply, as detailed in the following section. Only contributions relating to an ongoing topic can be submitted during the meeting.
3
Reserve a contribution number
3.1
Before the number-request deadline

Document numbers are reserved via the Automatic Document Numbering tool (ADN). This tool requires having an ETSI account. It is possible to apply for an ETSI account at: http://webapp.etsi.org/createaccount/.
Example: The ADN for SA1#58 is located at http://webapp.etsi.org/meetingDocuments/ViewDocumentList.asp?MTG_Id=29555.
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Click on "Reserve a Document number"
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Then click on "Reserve a Document Number using my Username and password". Once you have done that, fill in the document details. Each document shall be allocated to one and only one agenda item when reserving the document number. Please make sure to use the correct allocation according to the SA1 meeting agenda.
Document titles should describe accurately the content of the contribution. Vague titles e.g. "Update to section 3" are discouraged. 
For any contribution to an upcoming meeting, new or resubmitted, a document number will be reserved via ADN for this meeting.
ADN closes after the document number request deadline; after this, delegates should contact the SA1 Secretary to reserve a document number; reserved documents can still be uploaded.
3.2
After the number-request deadline

After the document number request deadline, no new document numbers will be assigned (with limited exceptions described below) until Monday morning of the meeting. The exceptions are for:

-
new incoming liaison statements (LSs)
-
draft answers to incoming LSs

-
associated discussion papers/CRs to incoming LSs

For these exceptions:

-
MCC response to late document number requests is best effort

-
The author is responsible for late document handling:

-
The author shall send the late documents to the SA1 reflector as soon as they are available

-
The author shall also upload late documents in the "inbox" folder of the local server on Monday morning of the meeting

Submission of late documents or Revision/Merge of on-time documents after the document number request deadline:

-
New document numbers for revision/merge of on-time documents will only be available from Monday morning of the meeting

-
The author must send the revised/merged documents (without document number) to the SA1 reflector as soon as they are available
-
The author shall obtain a document number from MCC on Monday morning
-
The author shall upload revised/merged documents with the correct document number in the "inbox" folder of the local server on Monday morning of the meeting
3.3
At the meeting

To submit a new contribution or a revision of an existing contribution at the meeting, delegates shall contact the meeting secretary to get a document number. New contributions are only allowed if related to an ongoing topic. 

For drafting sessions, a series of numbers may have been pre-allocated to the session. In this case, delegates shall contact the drafting session convenor for a new document number.
4
Uploading a contribution to the 3GPP server
4.1 Before the contribution-submission deadline
Before the meeting, all documents will be placed in the respective meeting folder on the 3GPP Web site.

Example: SA1#58 http://www.3gpp.org/ftp/tsg_sa/WG1_Serv/TSGS1_58_Seville/docs/ 
To upload a document, first go to the ADN and click on the list of documents:
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Documents are uploaded to the 3GPP server via the Upload button in ADN Document List. The button, located on the far right, is only visible for documents not already uploaded:
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Delegates shall use the file name convention "S1-YYxyzw.zip", where YY is the current year (e.g. 12 for 2012), when uploading documents. 

In case assistance is needed, Delegates should contact the SA1 Secretary.
4.2 After the contribution-submission deadline

After the contribution-submission deadline, any documents not uploaded are considered as late documents. Delegates are responsible for the distribution of their late documents. This includes uploading the contributions to the local folder (see the following section "at the meeting") and sending the contributions to the SA1 email reflector. It cannot be assumed that SA1 delegates will have knowledge of a document sent on the email reflector after the contribution-submission deadline.
4.3 At the meeting

Late contributions and contributions created at the meeting should be uploaded to the "inbox" folder of the local server by the delegates. See section "Access to the local ftp server".
4
Deadlines for contributions to a meeting
Both deadlines (for contribution number request and for contribution submission) are announced on the SA1 reflector several weeks prior to the meeting by the SA1 chairman/secretary, along with a draft agenda for the meeting.

After the contribution number request deadline is passed, the secretary will provide a link to the folder containing all the contributions submitted on time and also a document that lists the titltes associated agenda item indicated by the contributors for all the numbered contribution (the "Tdoc list"). The chairman may then submit a revised agenda, allocating the contributions per agenda, with possible re-allocation of contributions to different agenda items.
.

4.1
Late contribution to a meeting

Late document number requests shall be made to the Secretary. A late contribution will be handled as a low priority contribution at the discretion of the Chairman. It is likely that late contributions will not be handled at the meeting.
5
Revisions of contributions before the meeting
Revisions of documents already submitted are allowed before the meeting. These revisions should be submitted using a new document number. For clarity, the original document should be withdrawn. 
If the revision is done before the document number request deadline, delegates should get a new document number via ADN. Delegates shall indicate the document number of both the revised and original documents to the meeting secretary.
If the revision is done after the document number request deadline, delegates shall follow the late document submission procedures in section "After the number-request deadline".
Revisions uploaded after the submission deadline may be considered as late contributions; the WG Chairman may decide not to address them during the meeting, at his/her discretion.
5.1
Revisions of CRs between meetings
In the case of two consecutive meetings before CRs are approved at SA Plenary, there may be agreed CRs in meeting N that are revised and submitted in meeting N+1. This is done when there are changes on the same part of the text, to avoid CR clashes.

In these cases, the Chairman and the Secretary may ask Delegates to produce a zip file with two documents for the N+1 meeting: a regular CR, containing the both the changes from meeting N and the new changes from meeting N+1 (this is the clean CR to be sent to Plenary) and a version with that accepted the original changes from meeting N, showing only the new changes from meeting N+1. This second version is called a delta CR. The delta CR must also show with revision marks the changes to the cover page administrative fields of “Reason for change” and “Summary of changes”.


6
Handling of revisions of contributions during the meeting

Documents may be revised during the meeting. The revised document shall be submitted by using a new document number: to obtain a new document number during the meeting, Delegates must contact the Secretary, indicating the document number of the original document. Changes with respect to the original document should be clearly indicated on the revised document via revision marks.

Examples where document revisions are welcome are to take into account offline discussions that can help reaching agreement, or when an error is identified in the contribution. In case of addition of co-signing companies, it is recommended not to modify the already uploaded document, but ask the Secretary to add a note in the minutes on this. 
When the need for a revision of a document is decided during its presentation, Delegates should place the document in the Inbox as soon as possible, following the file naming convention of: S1-YYxyzw.zip, where YY is the current year (e.g. 12 for 2012). The Secretary will move files from the Inbox to the Docs folder. It is also recommended that delegates inform the SA1 reflector when the documents have been placed in the Inbox.
This rule is also valid for uploading new documents. 

If the revised document is not to be addressed again during the meeting (i.e. it is automatically agreed/approved without presentation), Delegates should upload the document to the Inbox before the end of the meeting.






Revisions of contributions should be uploaded as soon as possible. On the last day of the meeting, it is recommended that revisions of contributions are made available at least one hour before being presented.
All contributions agreed and approved at the meeting must be uploaded by the end of the meeting. If agreed/approved documents are not available by the end of the meeting, the document status may be changed to Noted.
7
Access to the local ftp server
During the meeting, a local ftp server is provided by MCC to store documents generated at the meeting. To access this server it is necessary to connect to the wifi network provided by MCC (SSID: 3GPP, key: 3GPPM, using WEP). Once connected, to access the server ftp://10.10.10.10 or http://10.10.10.10 must be typed in the address field of the Internet browser. The server contains a folder for storing SA1 related documents; within that folder the Docs subfolder contains the contributions.
Additional information may be found on the 3GPP Wiki:

· How do I connect to the meeting WLAN?
· Where do I find the meeting documents?
· Internet connection at the meeting
8
Agenda and Document Allocation Document 
By placing the Document Allocation Document (DAD) on the upper level of the Docs folder in a PC, Delegates can open the documents directly through the DAD.

[It would be good to place snapshot of the webserver, and to indicate we have the online version of the document status provided – I plan to put the schedule back in the same document as the agenda, so the schedule would also be available via the webserver]
9
Templates for contributions

Templates for contributions are available under the respective meeting directory within the meeting folder, for example, http://www.3gpp.org/ftp/tsg_sa/WG1_Serv/TSGS1_58_Seville/templates/.
Templates are available for the following documents:

· Technical Report (TR)

· Technical Specification (TS)

· Change request (CR) cover page

· Liaison Statement (LS)

· Cover page for presentation of a TR or TS to TSG SA
· Document/Discussion paper

· Work Item Description (WID)

· Drafting session agenda/report

· Work Item (WI) status update
10
EMailing list
The SA1 emailing list is 3GPP_TSG_SA_WG1@LIST.ETSI.ORG
Delegates who have an ETSI username and password can use the list management application to subscribe to the SA1 mailing list at http://webapp.etsi.org/TBMembershipList/home.asp.
Delegates who do not have an ETSI username and password can apply for an ETSI account at: http://webapp.etsi.org/createaccount/. If you have any problems subscribing to the lists, please send an email to MCC.
The SA1 email list archive is available at http://list.etsi.org/3gpp_tsg_sa_wg1.html
11
Email approval and revisions of documents between meetings


Document numbers for a specific meeting cannot be allocated after the closure of the meeting.

Document numbers for documents revised under email approval shall be obtained from the meeting secretary.
If no modification is made to the initial document during email approval, the same document number can be used for the final version.
[we may need a bit more information e.g. how it is decided to send a document for email approval]

[for documents revised between meetings, don't we just need a new number for the next meeting?]
12
Change Request creation guidelines

According to the 3GPP Working Procedures, when a technical specification or technical report is approved by the TSG Plenary and published, the document can no longer be edited by the Rapporteur. From that moment onwards the technical specification or technical report is under Change Control, a process managed by MCC.

It is still possible to develop the technical specification or technical report further, for example, to add the missing parts, and to correct errors and/or omissions as the overall system becomes better defined. Such changes are conveyed through documents called Change Requests.

Change Requests are submitted by Delegates to a WG meeting; agreed CRs are submitted by the Secretary to the TSG; TSG-approved CRs are collected by the Secretary and implemented onto the specifications.

12.1
CR cover sheet

12.1.1
Cover sheet example
In the Figure below there is an example of a CR cover sheet. The following subclauses illustrate how some of the fields should be filled in. The list below is not comprehensive and its objective is to provide guidance for the avoidance of common mistakes encountered during WG meetings.

There are a number of  "comments" on the cover page, illustrating how each field should be used. Also, a full list of the fields and their use can be found in [3].
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Consequences if       not approved:   

  

Clauses affected:      
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Figure 1: CR cover sheet Template
12.1.2
SpecNumber

The specification or Report number should be inserted here. e.g. 33.401 ("TS" or "TR" must not appear in this field).
12.1.3
CRNum
All Change Requests submitted for an Ordinary WG meeting must have a CR number. The same process should also be used for Ad Hoc meetings.

12.1.3.1
Before the meeting

The process of CR number allocation is as follows:

-
using ADN, a Delegate obtains one or more document numbers;

-
the Delegate emails the WG Secretary stating the document number(s) and Spec(s) number(s);

-
the Secretary replies assigning the CR number;

-
the Delegate uploads the CR via ADN (if ADN is still open), after having filled in the CR number field (where the template reports CRNum) with the number obtained.

If ADN is closed, then the document is late and late document submission process shall be followed, see section "After the number-request deadline".

12.1.3.2
During the meeting

Any revision of the CR during the meeting, results in incrementing the CR revision field.

Merging two or more CRs may mean that a new CR number must be obtained. There is no fixed rule on this and a decision should be taken on a case-by-case basis. In general, when the contents of the CR change significantly, a new CR number should be used.

To obtain a new CR number during the meeting, for an entirely new CR or for a case such as the one above, the Secretary must be contacted.
Use 4-digit numbers for the CR number, e.g. 0021 (do not insert "CR" in this field).

12.1.4
rev

Every time a CR is modified (i.e. provided a new Temporary Document number) this field needs to be incremented. The original CR has no revision and is labelled with a hyphen "-", and revisions are 1, 2, etc.

12.1.5
Current version

This field should contain the version number of the TS or TR which the CR uses as a basis for changes and therefore should be the latest published version of the TS or TR in the relevant Release. To identify the latest version for the relevant Release consult: http://www.3gpp.org/ftp/specs/html-info/22-series.htm and click on the specification number to be addressed. A complete list of versions per Release is available; use the latest version available for the relevant Release.
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12.1.6
Work item code
[we may need to re-work this section]
This field should contain the acronym for the work item which is applicable to the change. A list of work item acronyms can be found in the 3GPP work plan at http://www.3gpp.org/ftp/Information/WORK_PLAN/. 
There is also a document called "SA1 3GPP Work Plan" is available for every SA1 meeting and contains all the information on the SA1 WIs. For each WI you will find a row with the following information:

	ID
	Unique_ID
	Name
	Acronym
	Outline_Level
	Release
	Resource_Names
	Start_Date
	Finish_Date
	Percent_Complete
	Hyperlink
	Status_Report
	WI_rapporteur_name
	Notes
	Impacted_TSs_and_TRs


 

For the purposes of CR creation, the fields that you will need to use are:



-
Acronym: this is the WI code you need to insert in the appropriate field in the CR;

-
Release: indicates the release to which the WI belongs;


-
Impacted_TSs_and_TRs: indicates the impacted specs or the specs that were created.


EXAMPLE:
to produce a CR against 22.011, searching in the SA1 3GPP Work Plan here http://www.3gpp.org/ftp/tsg_sa/WG1_Serv/TSGS1_58_Seville/docs/S1-121008.zip, you will find the following UIDs:
[I can't seem to find this type of information in the SA1 work plan]
	Unique_ID
	Name
	Acronym
	Rel
	Hyperlink
	Impacted_TSs_and_TRs

	450039
	Security for Local IP Access and Selected Internet IP Traffic Offload
	LIPA_SIPTO
	Rel-10
	SP-100696
	33.102, 33.107, 33.108, 33.320, 33.401

	480034
	Extended H(e)NB Security features (Stage 2)
	EHNBF-Sec
	Rel-10
	SP-100257
	33.320

	420035
	Security aspects of Enhanced Home NodeB / eNodeB
	EHNB-Sec
	Rel-9
	SP-080879
	new 33.320



Supposing that the CR does not concern LIPA/SIPTO work, and that the desired Release to be addressed is Release 10. In this case we see that the desired WI code is EHNBF-Sec.

When producing a CR and one or more mirrors of the CR for different Releases, the WI of the originating CR (the only one that is not Category A) must be used.
13
Common errors

13.1
Incorrect baseline

There are two cases concerning an incorrect baseline:

-
the CR cover page reports a current version that is not the latest one available, but the actual content of the CR is based on the latest baseline;

-
the CR cover page reports a current version that is not the latest one available, and the actual content of the CR is based on this baseline.

In the first case the only correction that must be performed is a revision of the cover page to report the correct current version.

In the second case, a revision of the entire CR must be performed, retrieving the latest baseline as explained in clause xxx (need to check the section number). This is important as a CR based on an outdated baseline is not implementable and will be rejected by the TSG.
13.2
Incorrect Work Item Code

The Work Item Code selected should reflect the purpose of the CR.

A generic WI code, such as TEI12, should only be selected for CRs that are not addressing any particular WI and are generic corrections (Category F or D).

For all other CRs, the correct WI can be selected following the procedure described in clause xxx . 
13.3
CR clashes

When multiple CRs are written against a specification, there can be the case where more than one CRs are modifying the same text. In this case, it is not clear how the CR implementation should take place.

This is an example of a CR clash; the two sources of the two CRs should merge the CRs in one CR, which resolves the clash to avoid that both CRs being rejected in TSG Plenary.
13.4
Incomplete/incorrect list of clauses affected

CR cover sheets must explicitly mention in the "clauses affected" (see Figure 1) cell each and every subclause down to the Nth degree which has a change. Even if all subclauses in a clause are mentioned, it is not sufficient to mention just the top level clause number.

EXAMPLE:
In the example below the clauses affected field should not contain simply 6.3.4, which erroneously includes 6.3.4.1 in the list of clauses affected. The clauses affected field should instead contain 6.3.4.2.
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Figure 2: Example of clause affected
13.5
Changes on changes

It happens that when CRs are modified multiple times, some of the new text applied on the baseline is deleted. When this text is deleted, it should not result on the CR as a deletion; so-called "changes on changes" should be removed from the CR.

As a simple rule, the only changes that should appear on the CR, are all the changes that are present compared to the latest available baseline (see clause 6.1).

An example of changes on changes is shown on the figure below. The blue text appearing as deleted does not belong to the baseline, and should be completely removed from the CR, as such a deletion cannot be applied on the specification.
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Figure 3: Changes on changes after updating the CR
Additional information may be found on the 3GPP Wiki: CRs - "changes on changes"s
13.6
Other common errors

13.6.1
Ticking of boxes

A common mistake is forgetting to tick the appropriate boxes in "Proposed change affects" field and/or the "Other specs affected" field. If no other specification is affected, an "X" should be inserted in each box under the "N" column.

13.6.2
Titles

The title should clearly and concisely describe the proposed changes. Specification or CR numbers should not be inserted in this field. Also, the title should give a clear but brief explanation of the change and should not be vague (e.g. "Corrections to 33.401" would not be appropriate).
13.6.3
Date

This field should contain the date of creation of the CR or the revised CR. When a CR is revised, the date should be updated. The current date format is YYYY-MM-DD.
13.6.4
Category

The correct category should be used for a CR. A full description of categories and their use can be found in [3].

Annex A:

Useful Links and References
A.1
Links
	3GPP Specifications home page
	http://www.3gpp.org/Specifications 

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

	3GPP Specification latest updates 
	http://www.3gpp.org/ftp/Specs/latest/

	3GPP Specification status
	http://www.3gpp.org/ftp/Information/Databases/Spec_Status/

	3GPP Specification latest drafts
	http://www.3gpp.org/ftp/Specs/Latest-drafts/ 

	3GPP Change request database
	http://www.3gpp.org/ftp/Information/Databases/Change_Request/ 

	3GPP Work plan
	http://www.3gpp.org/ftp/Information/WORK_PLAN/ 

	3GPP Meetings
	http://www.3gpp.org/Meetings/meetings.htm 

	3GPP Meeting calendar
	http://webapp.etsi.org/meetingcalendar/QueryForm.asp

	3GPP Meeting invitations
	http://www.3gpp.org/ftp/Invitation/ 

	Delegate contact information (*)
	http://webapp.etsi.org/teldir/TelDirectory.asp

	Update contact information (*)
	http://webapp.etsi.org/teldir/PersonalInfo.asp 

	Email list management (*)
	http://webapp.etsi.org/TBMembershipList/home.asp 

	Info for meetings in ETSI
	http://www.3gpp.org/ftp/information/ETSI_meeting_info/

	SA1 Home page
	http://www.3gpp.org/SA1

	SA1 Specification list
	http://www.3gpp.org/ftp/Specs/html-info/TSG-WG--S1.htm 

	SA1 Documents
	http://www.3gpp.org/ftp/TSG_SA/WG1_TM/

	Archives of SA1 email list
	http://list.etsi.org/3gpp_tsg_sa_wg1.html 


(*): ETSI account required
A.2
References

[1]
The Change Control Process (3GPP website, ftp://ftp.3gpp.org/Information/presentations/The_change_control_cycle.ppt)

[2]
3GPP Training Course Module, CRs (ftp://ftp.3gpp.org/workshop/2009-06-16_3GPP_Methods_Seminar/3GPP_TheTrainingCourse_Module_12_CRs.pps)

[3]
SA5? Guidelines for creation and revision of CRs (ftp://ftp.3gpp.org/tsg_sa/WG5_TM/Guidelines/How_To_Create_CRs.doc)
�I think we need some text or another section about the DAD and how delegates can use it





_1288078025.doc
[image: image1.jpg]K oy







