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Abstract of the contribution:

In the past two WG meetings, some WID updates have required updates at or before SA to correct. This contribution collects guidance to delegates to reduce the chance of additional work after SA2 approval.
1 Introduction
There are two different processes that need to be considered. A new WID (for a work or study item) follows a simple procedure. Use the most recent template. [1] Once the WID or SID is approved in SA2, accept all changes and place it in a zip file.
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If SA modifies a new WID following its approval by SA2, only the final clean version will be included in the SA approved WID tdoc.

Another procedure is used for updated WIDs. The most recently approved version of the approved WID is used as the starting point for modifications. Changes are shown with revision marks. A clean version of the result is generated by accepting changes to the revision marked update. Both of these (revision marked and clean documents) are included in the approved tdoc zip file.
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If SA further modifies an updated WID, the file that shows revisions will include both the WG and TSG changes from the previously approved version. A clean version and this revision marked version will be included in the SA approved WID.
2 Common Issues
These are issues that may arise for updated WIDs and SIDs:
· In general it not a good idea to modify the template (i.e. to revise an old WID using an old template so that it uses the latest template version.) There are some potential subtleties. If the WID is substantially changed in scope, it may be worth moving to the latest template. If this is undertaken, please do not show changes in the WID template as WG changes as this is very difficult to understand.
· Please be careful to use a clean version of the latest approved version of the WID or SID as a basis of changes.

· Remove any headers from previous updates (e.g. at previous working group meetings, the TSG meeting when the WID or SID was approved, etc.)

· Please be especially careful of the title of the update.

· When an existing stage 2 WID or SID is merely updated, the title should be, e.g. “Update WID: <NAME>”

· When stage 2 is added to an existing stage 1 work item the title should be, e.g.,  “Work Item for <NAME>”
· When a new building block is added to an existing WID, the title should be, e.g.,  “New BB WID: <NAME>”
· Naming: Please keep names aligned between SIs and WIs: example: 
FS_FOO Study on Foo Bar
becomes 
FOO Foo Bar

Please do not use names for work items that differ substantially from study items.

Also, please do not use names for building blocks that differ from an already approved feature.
· If multiple working groups are modifying the same WID or SID during a single plenary cycle, of a TSG-wide WID, for example, please add or modify ONLY those changes for  the WG that will approve the WID or SID. It is best not to show any changes from previous WGs and start with the last approved version. The final merged version c an be produced at SA.
· Some WIDs and SIDs are ‘combined’ and include stage 1, stage 2 and stage 3. For these, check the 2.2 box for the ‘Stage 2’
· Please do not modify components of the WID or SID for another WG than the one that will approve the updated document. Instead, please request the WG do this themselves by means of an LS.

· Please update all items that may change over time when you modify the WID or SID for other reasons:

· provisional TR and TS specification numbers with the ones allocated by MCC when you update

· Rapporteur names

· Expected dates of completion

· UID

· Names (and continuing existence) of supporting companies

· etc.
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