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5.1 - Administrative issues at SA5 level
1- Quality tracking tool

· Guideline how we use Mantis in SA5 available in S5-111098.
· Delegates to create accounts, chair to add them in the project.  
· Everyone can report issues. 
· Chair to check and assign the issues. 

2 - Quality check

· MCC to check CRs before the meeting and ask delegates to update CRs only when there is a big problem e.g. TS baseline. Direct communication with authors is preferred to the use of the exploder(s). The report of CR check for this meeting is available in S5-111017.
· MCC to provide training on CRs and on WIDs. Presentation at SA5#76. Tdoc S5-111172.
· Check CR cover page during the meeting when possible, do check only after the meeting is not enough.

3 – CR number

· Delegates use the Excel template to get CR numbers, if possible group all requests in one Excel file.
· We will not add CR number in the doc title in ADN. 
· It should be allowed to upload a CR even without CR number to avoid the CR becomes a late contribution.

4 – Storage of draft specifications
· Allocate TS/TR number earlier in the process.
· As soon as a draft TS/TR has a number, store it in 3GPP latest drafts folder after email approval.
· The local SA5 draft specs folder is used only for specs without TS/TR number and for temporary storage during email approvals.
· Example of valid scenario:

d32xx1 v0.0.0 stored during email approval in SA5 draft specs folder / sub-folder 32.xx1

32.xx1 v0.0.0 stored after email approval in SA5 draft specs folder / sub-folder 32.xx1
d32xx1 v0.1.0 stored during email approval in SA5 draft specs folder / sub-folder 32.xx1

32.xx1 v0.1.0 stored after email approval in SA5 draft specs folder / sub-folder 32.xx1

allocation of TS number

d32453 v0.2.0 stored during email approval in SA5 draft specs / sub-folder archive / sub-folder 32.453
32.453 v0.2.0 stored after email approval in 3GPP latest drafts

d32.xx1 v0.0.0 renamed d32.453 v0.0.0 and moved to SA5 draft specs/archive sub-folder 32.453 

32.xx1 v0.0.0 renamed 32.453 v0.0.0 and moved to SA5 draft specs/archive sub-folder 32.453
d32.xx1 v0.1.0 renamed d32.453 v0.1.0 and moved to SA5 draft specs/archive sub-folder 32.453 

32.xx1 v0.1.0 renamed 32.453 v0.1.0 and moved to SA5 draft specs/archive sub-folder 32.453
d32453 v0.3.0 stored during email approval in SA5 draft specs / archive / sub-folder 32.453
32.453 v0.3.0 stored after email approval in 3GPP latest drafts

5 - Email approval moderators
· CR from the CR session: CR author
· CR from the WI session: CR author 
· pCR: pCR author
· Draft TS/TR: TS/TR Rapporteur 

· Shadow TS/TR: shadow TS/TR Rapporteur
· LS: LS author
· WID: WID author
· SA5 chair is ultimate responsible of SA5 exploder.

· SWG chair is ultimate responsible of SWG exploder.

6 – Rel-10 completion

· Deliverables to SA#51 and Rel-10 completion will be reviewed during SA5 closing plenary.
7 – SWG Reports
· Availability and contents of SWG exec report: provided for SA5 closing plenary, reflect only SWG decisions, only updated for bug correction. 
· Availability and contents of SWG detailed report: provided within two weeks after the meeting, reflect only SWG decisions, only updated for bug correction.
· Where to report outputs of email approvals of meeting N: annex in SA5 report of meeting N, no need to update SWG reports of meeting N.
· Follow up of action items of meeting N: check status at next meeting (N+1) and put the status in the meeting report of meeting N+1.
· Clearly separate actions items at SA5 level (SA5 report) and SWG level (SWG detailed report). No duplication.
8 – AOB
· None
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