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1
Object
The objective of this document is to describe meeting scheduling and time control in SA5 OAM SWG: 
· list the current procedures in order to reinforce them when needed
· identify new procedures for discussion before possible application/trial
The suggestions for reinforcement of existing procedures and the new proposals in this document are based on the email thread S5-eP0043 “Time management in SA5”.
2
Current procedures

2.1
WI/SI session Agenda
2.1.1 
WI/SI Rapporteurs provide a draft WI/SI agenda (with an official Tdoc number) and an estimate of the time needed for their respective session before Tuesday EOB the week before the meeting.
2.1.2 
The agenda proposes a consistent sequence of documents (for example, address stage 1 documents before stage 2 documents). 

2.1.3
Unless otherwise agreed by the group, late contributions are put at the end of the document list and will be handled in offline discussions if there is no available time in the session. Depending on the outcome of offline discussions, late contributions may be agreed, submitted for email approval / discussion or to be resubmitted for next meeting. 
2.1.4 
The agenda identifies groups of documents which address similar issues in order to discuss them together and possibly reach agreement without opening all the documents.
2.1.5 
Lower priority (end of the document list) should be allocated to purely editorial contributions.
2.1.6 
Lower priority (end of the document list) should be allocated to contributions with insufficient quality.

2.1.7
The draft WI/SI agenda is reviewed and approved at the beginning of the WI/SI session. 

2.2
Time per document
2.2.1
The time allocated to each contribution is by default equal to the time allocated to the session divided by the number of contributions allocated to the session.
2.2.2 
The Rapporteur may propose in the agenda to allocate more time to more important or more complex contributions while remaining in accordance with the overall time allocated to the session (i.e. allocate less time for some other contributions).

2.2.3
 When possible, delegates should split large contributions into few smaller ones to facilitate the discussion and progress more efficiently. 
2.2.4
For a set of contributions submitted by one  company, this company may decide to use more time for a given contribution and discard the other contributions depending on the evolution of the discussion. 
Example: a contribution set presents concept, stage 2 and stage 3. Discussion of the concept shows that it is too early to discuss stage 2. Then it shall be possible to take the time for stage 2 and 3 to discuss the concept more deeply and leave stage 2 and stage 3 unvisited.

2.3
Breakout sessions and offline discussions
2.3.1
For complex issues, breakout sessions will be organized if the schedule allows it. A breakout session is a formal session with a moderator and a written report to the main track for approval of the decisions. 
2.3.2 
Offline discussions may be held for any contribution which cannot be agreed during the time allocated in the agenda. Offline discussions are less formal than breakout sessions and do not require a report. The agreement reached, if any, will result in updated contribution(s).
2.4
Rules for efficient discussion
2.4.1
Contributions must be read by delegates before the meeting and should be presented as briefly as possible during the meeting.
2.4.2
Questions which appear as caused by lack of knowledge of the contribution or the related specification and lack of preparation of the meeting may be discarded by the chairman.
2.4.3
The discussion shall focus on the new proposals in the contribution and will not address questions related to previously agreed text not impacted by the contribution.
2.5
WI/SI session Report
2.5.1
The Rapporteur provides a report (with an official Tdoc number) as soon as possible after the end of the session. The session report clearly lists all agreements made during the meeting. 
2.5.2
Updated documents (with new Tdoc number) will be produced to precisely capture the finally agreed text. The Rapporteur report will reference the final version of the document which was agreed. 
2.5.3
The WI/SI session report is presented for approval at the OAM closing session.
2.6
OAM closing session 
2.6.1
The objective of the OAM closing session is to approve the Rapporteur reports and approve the updated documents. 

2.6.2
Updated documents are agreed only by yes or no. Unless exception, no technical discussions are re-opened during the OAM closing session. 
2.6.3
If a contribution was significantly updated or requires more discussion, it will be submitted for email approval after the meeting.
2.7
Virtual meetings and email discussions
2.7.1
Telephonic meetings (isolated or series) will be set up between SA5 meetings whenever needed to progress more quickly on priority items. 

2.7.2
Telephonic meetings have an ad hoc status and documents must be submitted to the next SA5 plenary meeting for approval. 

2.7.3 
Email discussions will be used between meetings for complex contributions to better prepare the decision during the meeting and identify the issues which will require more discussion time.

2.7.4
Virtual meetings and email discussions shall be preferred to ad-hoc meetings.

2.7.5
Delegates are encouraged to work more intensively with stakeholders between meetings to discuss contributions and try to resolve concerns ahead of time.
3
New procedures
3.1
Prioritization of contributions

3.1.1
Contributions that have been brought into an email discussions pro-actively shall get higher priority in the agenda and be treated at first of the corresponding session. They will also get higher priority for a breakout session during the face to face meeting. 

3.2
Prioritization of WI/SI
3.2.1
Based on chairman’s proposal, SA5 agrees on the relative priorities of WI/SI in a given Release. 
3.2.2
More time is allocated to priority WI/SI. Contributions for low priority WI/SI will be discussed if there is remaining time but they may also be directly postponed to next meeting. 
3.2.3 
If SA5 decides that a WI/SI is not to be dealt with in one meeting, then it shall not be possible to discard this work item again at the next meeting.
3.3
Block approval for editorial CRs

3.3.1
The chairman proposes before the meeting a list of editorial CRs.

3.3.2
The list of editorial CRs is agreed during the opening OAM session. 
3.3.3
The CRs in this list will not be discussed and are candidates for block approval in the closing OAM session. 
3.3.4
If there is any comment during closing OAM session or a revision on a CR from this list, then it will go for email approval.

3.4
Virtual meetings for CRs

3.4.1
A virtual meeting on CRs is held one week prior to the submission deadline. This can be a call supported with a tool like WEBEX or an email discussion.
3.4.2
Companies should be motivated to present the CRs on this virtual meeting by getting higher priority on the regular CR session.
3.5  

Virtual meeting for the OAM opening session
3.5.1
A virtual meeting for the OAM opening session is held three days prior to the face to face meeting. 
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