3GPP TSG-SA5 (Telecom Management)
S5-111613
Meeting SA5#77, 9-13 May 2011, Shenzhen, P.R. China
Source:

SA5 chairman 
Title:

SA5 Working Procedures
Version: 
11.1.0
Document for:

Approval
Agenda Item:

5.1 - Administrative issues at SA5 level
Contents
21
Scope


22
Reserve a contribution number


23
Upload contributions to the 3GPP server


24
Deadline for contributions to a meeting


25
Revisions of contributions before the meeting


36
Revisions of contributions during the meeting


37
Late contributions


38
Templates for contributions


39
SA5 email lists


410
SA5 email threads


411
Email approvals


512
LS handling in SA5


513
Super CR and Shadow TS


6ANNEX:
Useful Links


















1
Scope
This document describes the working procedures in SA5.
2
Reserve a contribution number
Document numbers (Tdoc numbers) are reserved via the Automatic Document Numbering tool (ADN). This tool requires having an ETSI account. 
It is possible to apply for an ETSI account at: http://webapp.etsi.org/createaccount/.
Example: SA5#52 http://webapp.etsi.org/MeetingCalendar/MeetingDetails.asp?mid=26126 
Just click on “Reserve a document number” and then fill in details. Each document should be allocated to one and only one agenda item when reserving the document number. Please make sure to use the correct allocation according to the SA5 meeting agenda.

For any contribution to an upcoming meeting, new or resubmitted, a document number will be reserved via ADN for this meeting.
Once the meeting has started, ADN is not used any more and Tdoc numbers are allocated manually by MCC. ADN is frozen by MCC on Friday afternoon before the meeting, and after this date ADN shall not be used any more by delegates.
3
Upload contributions to the 3GPP server
All documents will be placed before the meeting in the respective meeting folder on the 3GPP Web site.

Example: SA5#52 http://www.3gpp.org/ftp/tsg_sa/WG5_TM/TSGS5_52/Docs/  


Uploading of documents to the 3GPP server can be done using the Upload button in ADN Document List (button is only visible for documents not already uploaded).
In case assistance is needed for uploading, delegates should contact MCC or the SA5 chairman.

Since all contributions are visible in ADN, it is not required to send an availability notification to the respective SA5/SWGs email list after uploading a document. However, delegates wishing to initiate an email discussion before the meeting (this is encouraged to save time during the meeting) can notify the availability of contributions before the meeting.
Unless exceptions duly notified by the SA5 chairman, please do not attach the contribution to the notification e-mail but only include the hyperlink pointing to the document on the 3GPP server. 

4
Deadline for contributions to a meeting
Contributions to a meeting should be made available at least five working days i.e. Sunday 23:59 GMT one week before the meeting starts. Delayed contributions or contributions modified after the deadline may not be dealt with during this meeting. See clause 7.
5
Revisions of contributions before the meeting
Document revisions are allowed before the meeting but must be done by using a new Tdoc number. For clarity, the initial document must be withdrawn from the ADN document list. Revisions created after the deadline may be considered as late contributions. See clause 7. 
In case of addition of co-signing companies after the submission deadline, it is recommended not to modify the document already uploaded on the 3GPP server and only update the source company in ADN.
6
Revisions of contributions during the meeting

Document revisions are allowed during the meeting by using a new Tdoc number manually allocated by MCC. For clarity, a reference to the old document (e.g. Tdoc number) should appear in the new document.

Delegates should upload revisions to the INBOX of the meeting server. MCC will take care of synchronizing the meeting server with the 3GPP server. 

Delegates should send an availability notification to the respective SWG email list as soon as the revised contribution has been uploaded to the meeting server. It is not needed to attach the contribution to the notification e-mail. The notification email should indicate the title of the contribution (not only the Tdoc number) and the nature of the change.
7
Late contributions

The contributions modified or submitted after the deadline may be handled as late contributions. At the beginning of each session, the document list for this session will be reviewed and the sequence of contributions will be agreed. Late contributions should normally be put at the end of the list but the group may decide otherwise depending on objectives and priorities. This will be handled on case-by-case basis. 
In any case, time from other sessions will not be used for discussing late contributions from one session. Late contributions not addressed at the end of the session will be discussed in the SWG closing session if there is remaining time. They can also be addressed in late or breakout sessions if needed, or be sent for email discussions.
8
Templates for contributions

Templates for contributions are available under the respective meeting directory e.g. 3GPPSA5#52: ftp://ftp.3gpp.org/TSG_SA/WG5_TM/TSGS5_52/Templates/ 
Please make sure you use the latest templates for your contributions (CR, pseudo CR, Tdoc, WID, LS, TS, TR, etc …). 

Please also make sure you use the latest TS/TR versions for your contributions, notably for CRs. 
Contributions which do not satisfy minimal quality requirements may be discarded or handled with lower priority in order not to penalize good quality contributions.
9
SA5 email lists

SA5 has currently 3 active email lists:

3GPP_TSG_SA_WG5@LIST.ETSI.ORG
SA5 general issues
3GPP_TSG_SA_WG5_Charging@LIST.ETSI.ORG 
Charging technical issues

3GPP_TSG_SA_WG5_OAM@LIST.ETSI.ORG 
OAM technical issues

Those delegates who already have an ETSI username and password should use the list management application to register http://webapp.etsi.org/TBMembershipList/home.asp. 

It is possible to apply for an ETSI account at: http://webapp.etsi.org/createaccount/.
If you have any problems subscribing to the lists, please send an email to MCC or to the SA5 chairman.

The following lists are not used anymore but archives are still available at http://list.etsi.org/archives/:

3GPP_TSG_SA_WG5_SWGA
3GPP_TSG_SA_WG5_SWGB
3GPP_TSG_SA_WG5_SWGC
3GPP_TSG_SA_WG5_SWGD 

10
SA5 email threads

In order to identify email threads, a thread identifier can be retrieved using ADN. All emails title within a thread should start with the thread number to allow traceability.

The following threads are currently available:

	3GPPSA5-Plenary 
	http://webapp.etsi.org/MeetingCalendar/MeetingDetails.asp?mid=26318 

	3GPPSA5-Charging 
	http://webapp.etsi.org/MeetingCalendar/MeetingDetails.asp?mid=26322

	3GPPSA5-OAM&P 
	http://webapp.etsi.org/MeetingCalendar/MeetingDetails.asp?mid=26324 



You need to choose the email list you wish to address and then select a Tdoc number in the usual way. The number and the title of the thread reserved in ADN should be used as subject of the email sent to the SA5 or SWG email list.
For documents identified by a Tdoc number, it is also possible to use the Tdoc number of the document as thread number to identify an email thread. In case a group of document is discussed or approved by email as a package, the Tdoc number of the “primary” document can be used, the primary document being the root document e.g. a CR on Requirements in a set of CRs.
For documents not identified by a Tdoc number e.g. draft TS/TR updated after a meeting, the thread identifier will be retrieved from ADN as described above.
11
Email approvals

Email approvals are decided by SA5 plenary. Based on SWG proposal, the SA5 chairman confirms the scope of the email approval, nominates a moderator, and sets the deadline for the end of the email approval. Any extension of the deadline must be approved by the SWG chairman or the SA5 chairman.
Common deadlines are provided in the table below per document type but the actual deadline has to be confirmed for each document by SA5 closing plenary.

	Doc Type
	Moderator
	Exploder
	Usual deadline (normal case)
	Maximum deadline (exception case)

	LS
	LS author
	SA5
	End of the week following the SA5 meeting
	End of the week following the SA5 meeting

	WID
	WID author
	SA5
	End of the week following the SA5 meeting
	One week before the next SA meeting

	CR
	CR author
	SA5
	End of the week following the SA5 meeting
	One week before the next SA meeting

	pCR
	pCR author
	SWG
	End of the week following the SA5 meeting
	Two weeks before the deadline of the next SA5 meeting

	Draft TS or draft TR (sent to SA)
	TS/TR Rapporteur
	SWG
	End of the week following the SA5 meeting
	One week before the next SA meeting

	Draft TS or draft TR (not sent to SA)
	TS/TR Rapporteur
	SWG
	End of the week following the SA5 meeting
	One week before the deadline of the next SA5 meeting

	Shadow TS update after SA5)
	Shadow TS Rapporteur
	SWG
	End of the week following the SA5 meeting
	One week before the deadline of the next SA5 meeting

	Shadow TS (update after SA)
	Shadow TS Rapporteur
	SWG
	End of the week following the SA meeting
	One week before the deadline of the next SA5 meeting


The SA5 chairman is the ultimate responsible of the SA5 exploder.

The SWG chairman is the ultimate responsible of the respective SWG exploder.
12
LS handling in SA5

As soon as received, new input LSs are registered by MCC in ADN of the upcoming SA5 plenary meeting and notified on the SA5 exploder. When there is an ad hoc meeting before the next SA5 plenary meeting, new input LSs may be registered for this ad hoc meeting if there is a corresponding agenda item.

All resubmitted LSs from previous meeting must be registered for the upcoming meeting in the same way as new LSs i.e. with a new Tdoc number. The title in ADN will clearly show this is a resubmitted LS. The allocation to the correct agenda item of all LSs (new and resubmitted) is reviewed during the SA5 opening plenary session. 

The SWG Exec Report will give a precise status for all LSs allocated to this SWG. For output LSs, the SWG Exec Report clearly mentions whether this is a reply to an input LS or a new LS. The postponed LSs to be resubmitted at next meeting are clearly indicated and all the related action points are explicitly recorded in the SWG Exec Report. 

The output LSs sent inside 3GPP may be approved at SWG level while all other LSs are to be approved by SA5 plenary. Output LS are distributed by MCC as soon as possible after the meeting via the 3GPP Liaison officer. A summary list of all output LSs from the meeting is sent to the SA5 exploder by MCC as soon as possible after the meeting.

13
Super CR and Shadow TS
Super CR and Shadow TS shall be used in different contexts as described below. The choice to use Super CR or Shadow TS will be done in the SWG, but the decision will have to be confirmed by SA5 plenary.
Super CR is used when there is more than one CR impacting the same part of an existing specification. Usually, a super CR will combine several CRs from distinct companies, and will be finalized within a few meetings before submission to TSG SA (one or two SA5 meetings). 

The preparation of the super CR is done by a volunteer company, usually the Rapporteur of the corresponding WI. When this is considered as beneficial, different colours may be used in the Super CR to indicate the source company of the change.
After introduction in the Super CR, the original CRs will appear in the document list as “revised” to the Super CR. When finalized, a super CR will simply follow the usual CR approval process: approved during SA5 closing plenary session or sent for email approval. If more discussions are needed, the Super CR will be resubmitted to next SA5 meeting by the company in charge of the edition of the Super CR, usually the WI Rapporteur.
Shadow TS is used when it is expected that there will be significant changes on several parts of an existing specification, and when the time needed to do those changes is expected to be more than a few meetings. The Shadow TS is created at the beginning of the process, a Shadow TS Rapporteur is nominated, then the Shadow TS is updated via pseudo CRs as done for a draft TS. The Shadow TS Rapporteur shall synchronize the Shadow TS with the CRs done on the real TS during the lifetime of the Shadow TS. The detailed Shadow TS process is described in a separate document (see SA5 Guidelines folder).
ANNEX:
Useful Links

	3GPP Specifications home page
	http://www.3gpp.org/Specifications 

	3GPP Specifications
	http://www.3gpp.org/ftp/Specs/

	3GPP Specification latest updates 
	http://www.3gpp.org/ftp/Specs/latest/

	3GPP Specification status
	http://www.3gpp.org/ftp/Information/Databases/Spec_Status/

	3GPP Specification latest drafts
	http://www.3gpp.org/ftp/Specs/Latest-drafts/ 

	3GPP Change request database
	http://www.3gpp.org/ftp/Information/Databases/Change_Request/ 

	3GPP Work plan
	http://www.3gpp.org/ftp/Information/WORK_PLAN/ 

	3GPP Meetings
	http://www.3gpp.org/Meetings/meetings.htm 

	3GPP Meeting calendar
	http://webapp.etsi.org/meetingcalendar/QueryForm.asp

	3GPP Meeting invitations
	http://www.3gpp.org/ftp/Invitation/ 

	Delegate contact information (*)
	http://webapp.etsi.org/teldir/TelDirectory.asp

	Update contact information (*)
	http://webapp.etsi.org/teldir/PersonalInfo.asp 

	Email list management (*)
	http://webapp.etsi.org/TBMembershipList/home.asp 

	Info for meetings in ETSI
	http://www.3gpp.org/ftp/information/ETSI_meeting_info/

	SA5 Home page
	http://www.3gpp.org/SA5 

	SA5 Specification list
	http://www.3gpp.org/ftp/Specs/html-info/TSG-WG--S5.htm 

	SA5 Documents
	http://www.3gpp.org/ftp/TSG_SA/WG5_TM/

	SA5 Guidelines
	http://www.3gpp.org/ftp/tsg_sa/WG5_TM/Guidelines/ 

	Archives of SA5 email list
	http://list.etsi.org/3gpp_tsg_sa_wg5.html 

	Archives of CH SWG email list
	http://list.etsi.org/3gpp_tsg_sa_wg5_charging.html 

	Archives of OAM SWG email list
	http://list.etsi.org/3gpp_tsg_sa_wg5_oam.html 


(*): ETSI account required
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