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6.1
This document is a description of the F2F meeting process for OAM that we are planning to use from SA5#146 onwards – it’s a mix of earlier experiences from past f2f meetings combined with experiences from the e-meetings and the special circumstances for f2f meetings with remote participation etc.

Firstly, we have a “chair notes” document like in the e-meetings (but one complete document, not two separate), based on the “Agenda_with_Tdocs_sequence_proposal_OAM”, where we group all tdocs according to topic/relation within each agenda item and take notes of the discussions during the week. 
The MCC secretary will capture the meeting conclusions in the “html doclist” during the meeting, and in the SA5 closing plenary on Friday, MCC will record the final conclusion of all tdocs in the “html doclist” tool that also produces the official SA5 report. The chair notes may contain some preliminary conclusions before the closing plenary (e.g. of the “block approval”, see below), however the chair notes are not updated after the closing plenary started and in case of any mismatch between the chair notes and the MCC report, the latter takes precedence.
Q: Which tdocs shall we “treat” i.e. give time to be discussed in the WI/SI agenda session or offline, as there will likely not be time to discuss all tdocs “online”? Our Answer including “tdoc management policy”:
·  We will select and indicate (before the meeting starts) all potentially less controversial tdocs that we judge don’t need (and have time for) discussion during the meeting (e.g. editorial/ small update/ mirror CRs). For such tdocs, we indicate it clearly in the agenda as for “Block approval” or “Block noting”. 
·  We will have a quick block approval check/confirmation on Wednesday, which is the “deadline for block approval”, for each agenda item. We allocate a dedicated time for this, some time on Wednesday (approx.. 30 min.; exact time will be indicated in the OAM time plan), to ask if anybody has any concerns about any tdoc in the block approval, and if yes, it is lifted out of block approval and the rest in the “block” is “block approved” (which means Agreed, Approved or Endorsed depending on the doc type) or “block noted”. No discussion about any comments. The tdocs taken out of block approval then go to offline discussions of all comments and revisions until the closing plenary, for “Y/N decision” (agreed or not). 

·  For more complex tdocs outside block approval, we take comments in the tdoc agenda session as usual, as much as time permits (we will only have a few minutes per tdoc) and if there are no comments (or comments but no objections) we can approve them immediately in the session (recorded by MCC). Last minute objections in the closing plenary could still happen for such tdocs but they should be rare, like in the past. This reduces the workload as you don’t need to re-check every document every day for possible new comments. If there are comments in the agenda session (which is the most common case) we take as many comments as time permits (according to the OAM time plan). Then all remaining discussions, also of the revised versions, are made offline until the closing plenary on Friday where we take a Y/N decision to approve each “open” tdoc or not. (A Revision session on Thursday afternoon like we had in the past, to check all or some revisions, may also be arranged depending on the meeting progress)

·  For stage 3 tdocs we should keep them together with the corresponding stage 2 tdoc in the chair notes, in case the latter is not agreed. If the stage 2 tdoc is agreed, the stage 3 tdoc normally doesn’t need discussion unless someone brings it up for some reason. However, the stage 3 tdocs should not be marked for “block approval” unless the stage 2 tdoc is also for block approval, as the stage 3 approval is dependent on the related stage 2 tdoc approval (which can take until the closing plenary to know). In addition, all stage 3 code changes need to be validated in Forge to be approved; see the Forge process in the SA5 Working Procedures.
·  The ~30m block approval session could be combined with a ~1h slot for a discussion on open or general topics of big importance for everyone (e.g. LS replies, Forge or architectural issues), like we had in the e-meetings.
·  We may put potentially controversial topics early in the week’s schedule
·  We encourage rapporteurs to organise breakout sessions in early morning or late sessions (as much as the conference host allows), and the leaders may add some late sessions, e.g. a late revision session on Thursday.

·  Closing SA5 plenary: To be sure to finish before the announced closing time, we need to be strict on just stating Yes/No for the conclusion of each tdoc - i.e., no time for discussion or revisions, even for a tiny change. If the necessary changes to be acceptable to all delegates were not made before start of the closing plenary, it’s too late and it goes to next meeting.
For tdoc revision handling, to address comments in the agenda session with a revised tdoc, MCC could on request by the chair give a new tdoc# directly in the session we note the new tdoc# for the revision in the chair notes. However, we should not ask for a new number directly unless the author believes that there is a realistic chance of an agreement. If the author is not sure, the tdoc could be kept open for offline discussions and if later in the meeting the discussions have progressed well so that an agreement seems within reach, the author can ask MCC offline for a new tdoc#. The new tdoc# for the revision will be seen in the html doclist which is updated daily by MCC, or interested reviewers can ask the author directly.
The author then uses d1/d2 etc. for revision drafts and must upload final tdoc version (without dx) no matter if they are approved or not, before the closing SA5 plenary start on Friday morning. On Friday we will use MCC’s html doclist for all conclusions. The MCC html doclist has the big advantage to directly see the final conclusions and quickly see which tdocs remain to be concluded (especially if we need to make a “second pass” to check any last-minute updates). 
Further:
· Normally no presentation of contributions will be allowed if we have around 500 submitted tdocs or more (the available time doesn’t allow it)
· Late contribution policy: 
· Late stage 3 tdocs: To be allowed to be treated in the meeting they should be uploaded latest by Wednesday QL  and announced at the beginning of the session (and they can be revised later if the related stage 2 tdoc is revised).
· LS handling:
· At the opening OAM session (6.1) we normally only open submitted proposals for reply LSs, and we ask if somebody wants to propose any more reply LSs.
· If there are no such new reply LS proposals in the opening session, we may ask one last time at the closing plenary if someone wishes to create an urgent reply LS for email approval, but we don’t create any new reply LSs before the closing plenary in this case.
· If there are new reply LS proposals at the opening session, we give them a new tdoc# and the author(s) should prepared a first draft latest by Wednesday QL and announce it at the start of the QL session. All comments and updates of those reply LSs are made offline until the closing plenary.
