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1
Scope
This document describes the expected contents of the various reports produced in SA5, with a focus on OAM. It was agreed within the SA5 leaders that the CH SWG reporting process does not need any major change or clarification for the time being.
2
Rapporteur Report
	Contents
	Detailed minutes of the session

Clear conclusion on each Tdoc

Detailed instructions on how to update draft TS/TR
Provide a completion rate for WI/SI

	Author
	Rapporteur

	Format
	Template is available

	Status
	Unofficial (no Tdoc#)
Will be used by SWG chair as input to prepare the SWG detailed report

	Deadline
	Should be sent to MCC and uploaded on the meeting server the day of the session, the following day at the latest
Will also be uploaded by MCC to the 3GPP server after the meeting in a dedicated folder


Note: Participant list is not needed here, it is provided in the SA5 meeting report
3
SWG Exec Report
	Contents
	LS in (new or resubmitted) 

LS out approved at SWG (internal 3GPP) and LS out for SA5 approval
LS in postponed to next meeting (reason, action points)
Updated WID/SID for SA5 approval (updated WID needed if change on contents or deliverables)

New WID/SID for SA5 approval
Per Agenda Item: 
- Completion rate (for WIs/SIs)
- List of documents for SA5 approval (CRs, TRs, TSs)
- Links between documents (packages)
- List of documents for updating draft TS/TR (pseudo CRs) for SA5 information
- Requests for email approvals 
- Requests for ad hoc meetings for SA5 approval
- Exception sheets for SA5 approval (end of Release)
- Rapporteur change or delivery date change for WIs/SIs for SA5 approval
Admin issues (future meetings, leadership, organization, etc)

	Author
	SWG Chair

	Format
	SWG Exec Report template (based on MCC inputs provided by MCC tool)

	Status
	Dedicated to reporting to SA5 closing plenary
Decisions made at SA5 plenary will be recorded in the SA5 Report, no need to update the SWG Exec Report after SA5 closing plenary

	Deadline
	Beginning of SA5 closing plenary session



Note: Participant list is not needed here, it is provided in the SA5 meeting report
4
SWG Detailed Report
	Contents
	Detailed minutes of each session (insertion of the Rapporteur Report)
List of action items at SWG level (open issues on postponed LSs, email discussions, etc)

	Author
	SWG Chair

	Format
	Free

	Status
	Approved at next SWG meeting

	Deadline
	Should be available within one week after the meeting


Note: Participant list is not needed here, it is provided in the SA5 meeting report
5
SA5 Meeting Report
	Contents
	Minutes of plenary sessions (opening, closing) taken by MCC

Per agenda item: 
- Brief summary of the discussions and clear conclusion on each Tdoc
- Clear description of the links between Tdocs

LS status (in, out)

List of outputs to next SA meeting

List of action items at SA5 level 

Document list

Participant list

	Author
	MCC

	Format
	MCC tool format

	Status
	Approved at next SA5 meeting

	Deadline
	Should be available within one week after the meeting


Note: Detailed session minutes are not provided in the SA5 Report, they can be found in the SWG detailed report

SA5 Reporting Guidelines
1/3

