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Purpose

1.
The purpose of this paper is to provide guidance for the completion of input docs prepared during and immediately after the T1 Plenary. 
Background



2.
In recent meetings, T1 has experienced an unusually high turnover of delegates
; Consequently undocumented working practices, that had been taken for granted have, understandably, not been followed.
3.
In addition, the growing pressure to finalise work after a T1 Plenary has meant that a number of documents, and their revisions, are placed on the reflector for comment and email approval. 
4.
In the run up to a T Plenary, a combination of the factors stated above creates confusion and documents are in danger of being wrongly assigned or worse still, not being submitted. It will be useful, therefore, to provide simple guidance on the completion of outstanding work both during and immediately after a T1 Plenary.
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Guidelines
5.
During a T1 Plenary, for input docs that require changes, the following principles apply:

· The onus of responsibility for completing work rests with the original contributor.
· The Chair or Convener will verbally direct the contributor to update the doc using a new Temporary Document (Tdoc) number allocated by the secretary at the time. 
· The contributor must then place the updated Tdoc into the meeting ‘In Box’ for consideration. 
· Where changes to the doc are only minor, i.e. of an editorial nature or similar, the Chair or Convener may, with the agreement of the meeting, declare it approved without further viewing.
· Where changes to a Tdoc require further consultation during the meeting, the Chair or Convener will arrange to re-present the doc later in the meeting.
· For Tdocs that require more time (i.e. after the T1 Plenary), the consultation period and approval timeline is governed by the direction provided in the Harmonised Email Approval Procedure (PRD T1-08).

6.
For input Tdocs that require changes after the T1 Plenary, the following applies:

· The onus of responsibility for completing the work rests with the original contributor.
· Updated docs may be presented as revisions to the original e.g. T1-030444 r2 when further comment is invited, however, the final version must have a new Tdoc number that is allocated by the secretary.
· The detailed process for email approval is found in PRD T1-08.
Liaison Statement (LS) Notes

7.
For the completion of LS’, the following applies:
· The first version of an LS it should use the word ‘DRAFT’ in the subject line and the source should be the name of the company proposing the LS.
· An LS that needs to be re-presented for approval must show the changes by using revision marks. The original Tdoc number may be used if it is suffixed with a revision number e.g. T1-030555 r2.
· When the content of the LS has been approved in principle by T1, the original contributor is to prepare the final version of the LS by:
· Removing the word ‘DRAFT’ from the subject line

· Changing the source name to ‘T1’

· Renumbering the doc to reflect the new Tdoc number provided by the secretary

· ‘Zipping’ the doc using the Tdoc number only as the filename

· Ensuring any relevant files are placed in the zip file
· The complete zip file should then be placed in the meeting ‘In Box’ or sent to the T1 secretary for onward distribution.
Miscellaneous Notes
8.
Contributors should also take note of the following instructions:

· Tdocs that are Change Requests (CRs) to Technical Specifications or Technical Reports must show all changes and keep the revision marks on.
· Tdocs must be zipped. Only the Tdoc number should be used for the zip filename e.g. T1-033333.
· Only the final version of a revised Tdoc will be placed on the 3GPP server.
· If in doubt, guidance should be sought from the Secretary, Chair or Conveners.
· It is advisable for contributors to obtain a Tdoc number for the final version, in advance to ensure there is no delay in the approval process.
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