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This document contains SA2 chairman's recommendations for guidelines for SA2 drafting and ad-hoc group meetings. It is proposed to first discuss the proposals below and apply them for future meetings.

1. All SA2 WG, Drafting and Ad-Hoc meetings has to be approved by the SA2 plenary, either in the Plenary meeting itself or by email correspondence. Proposals for extra meetings need to be communicated via the SA2 chairperson who will then be responsible to initiate an email approval procedure on the SA2 email reflector to approve the additional meeting. 

Recommended time of email approval for extra meetings is 2 full weeks (in specific cases, a 1-week deadline can be agreed, though). It is up to the chairperson to consider the objections received, and then either to go ahead or reject the proposal for a meeting. Every objection needs to be seriously considered and, in case of many objections or notification that the proposed time & day is clearly inconvenient for a certain group of delegates, the meeting proposal shall be rejected. 

2. Tdoc numbers for SA2 Plenary meetings & related ad-hoc sessions are always allocated by the SA2 Secretary (if nothing else is agreed & communicated separately). Documents are to be submitted to the Secretary (zipped), who will then be responsible to place them onto the 3GPP server for downloading. The documents should not be sent to the SA2 mailing list without a compelling reason to do this, as this will most of the time only overload delegates' email boxes unnecessarily (of all the people on the list, which is ~1000 persons). 

The SA2 Secretary will coordinate the Tdoc number allocations for off-plenary SA2 drafting / ad-hoc group meetings as well, even though another person, such as the chairperson of a SA2 ad-hoc group, can be agreed upon to be responsible for tdoc number allocations for a particular drafting / ad-hoc meeting. 

If other arrangements to these guidelines are agreed, a separate announcement will be made on this.

3. When requesting for a Tdoc number, please provide the SA2 secretary with the following information:
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4. Documents should be submitted to the SA2 Secretary by 6pm (Central European Time) on the third working day before the meeting (for ad-hoc sessions co-located with SA2 Plenary, the SA2 Plenary rules apply). For example, if a SA2 WG meeting starts on Monday, deadline for document submissions is on the previous Wednesday at 6pm (CET). The documents should be available on the 3GPP server for downloading at the latest in the morning the following day, giving delegates approximately two working days to review the documents before the meeting starts. Again, these guidelines apply in general to every meeting, but in case other arrangements are needed and agreed upon, these will be communicated separately.

5. An attempt should be taken to balance the locations of meetings according to the number of SA2 meeting participants from different origins, and also taking into account offers to host meetings.

6. It is recommended to apply the "21 day" rule in the 3GPP Working Procedures for TSG and Working Group level meetings to drafting and ad-hoc meetings as well whenever possible. This means that an announcement of a meeting should be done at the minimum 21 days before the meeting to give delegates sufficient time for meeting preparations. Furthermore, when organising meetings, TSG meeting weeks as well as the week before and the week after a TSG meeting should be avoided as stated in the 3GPP Working Procedures. It is recommended to apply this for drafting and ad-hoc meetings as well. 
