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Doc Summary:
This document lists agreements made within SWG-C from meeting #23 and onwards, regarding administrative matters and work procedures. If it grows, we can later on create a more well structured document, but now it simply lists the agreements sorted after meeting number. 
Specs involved:
All
Note: All administrative documents, latest version, are stored on the “Adm” SA5 ftp directory ftp://ftp.3gpp.org/TSG_SA/WG5_TM/Adm 

Agreements at meeting #23

· Every “driver” company (as documented in the current WI description) is supposed to provide a person to be the Rapporteur of the respective WT.

· The Rapporteur of the general maintenance/improvement sessions labelled WTC1 and WTC2 will be allocated for each meeting, taken from the company with most contributions to that session. 
Agreements at meeting #24

Re-issuing of outstanding contributions: We agreed that every contribution which needs to be discussed at a certain meeting X, which was issued to an earlier meeting but not updated to meeting X, should be re-issued to that meeting anyway. This to make sure that it is put on the agenda, and that time is allocated for it.

Agreements at meeting #25

· Document handling rules (allocation of numbers, dead-lines, revisions etc.): We agreed that for contribution dead-lines, they shall be distributed by each author so that everybody has them on Monday morning at 08.00 one week before the meeting starts. Revisions of Tdoc numbers (xxxr1 etc.) should be used as much as possible for agreed updates of existing contributions, to decrease the adm. of Tdoc numbers. 
(Note. We now propose, to make this rule more clear and generally applicable to all weeks regarding holidays etc.: Dead-line for contributions is one week before the meeting starts at 00.00-GMT (01.00-CET, 18.00-CST the day before)" (Note: local adjustments need to be taken into account for daylight saving). Documents should preferably be uploaded to the 3GPP server if possible, but in any case a notification about the upload (or with the actual contribution(s)) shall always be sent out to the email exploder.
· For RG reports there is an RG Report template (S5-036204rx) stored at ftp://ftp.3gpp.org/TSG_SA/WG5_TM/Adm
· CR creation checklist (S5C010461rx) is also stored at ftp://ftp.3gpp.org/TSG_SA/WG5_TM/Adm
Agreements at meeting #26
· The agenda and schedule from now on shall be sent out three days before each meeting (at 00.00-GMT (01.00-CET, 18.00-CST the day before) whether they are the chair team’s final drafts or early drafts. For example, for meetings starting on a Monday, the deadline is 00.00 GMT the Friday before. We should also send out a message about provisional allocation of C1/C2 Rapporteurs at the same time, to enable these persons to prepare for that.

Agreements at meeting #32bis
· We discussed the rule for dead-line of resubmitted contributions. Agreed that the same rule applies for resubmitted as well as new contributions. Late contributions will be marked with a special colour in the schedule, but may of course still be treated (subject to decision by the Rapporteur and RG).

· SWGC will not discuss contributions whose source company does not have a representative to present and discuss them at the meeting – they will then be deferred to the next meeting. (Ed. note: SWG-C chair’s proposal for clarification, subject to agreement at SA5#33: The representative may however be from another company, if it is agreed between the two companies.)
Agreements at meeting #33bis
· For revision of Tdocs, the ADN tool’s feature “Submit Document Revision” shall be used (thus creating document numbers like S5-036123r1). It can be used up to four revisions for each Tdoc. If more than four revisions are needed for a particular Tdoc, a new Tdoc number shall be created. Tdocs revised during an SA5 meeting can be temporarily created as e.g. S5-036123r1, but as soon as possible the Tdoc shall be revised in ADN as well, so that the ADN hyperlink correctly points to the latest version.

