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1
Scope
This document outlines the document management in SA5. Some clauses have been imported from the document “S5-081505 SA5 Structure and Meeting Facility Requirements” and it is proposed to keep them only in this document “Document Management in SA5” after approval.
2
Reserve a contribution number
Document numbers are reserved via the Automatic Document Numbering (ADN). This tool requires having an ETSI account.
Example: SA5#52 http://webapp.etsi.org/MeetingCalendar/MeetingDetails.asp?mid=26126 
Just click on “Reserve a document number” and then fill in details. 

For any contribution to an upcoming meeting, new or resubmitted, a document number will be reserved via ADN for the respective meeting. 

3
Upload contributions to the 3GPP server
All documents will be placed before the meeting on the 3GPP Web site under the respective directory.

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 (only visible for documents not already uploaded).
In case assistance is needed for uploading, delegates should contact MCC or the SA5 Chair.

Since all contributions are visible in ADN, there is no need to send an availability notification to the respective SA5/SWGs email list. 
For delegates wishing to initiate an email discussion before the meeting (this is encouraged to save time during the meeting), it is allowed to notify the availability of contributions before the meeting. A thread identifier may be used if long email discussions are expected (see clause 9).
In any case, 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 (5) working days i.e. Sunday 24:00 GMT one week before the respective meeting starts. Delayed contributions or contributions modified after the deadline may not be dealt with during this meeting. This will be handled on a case by case basis. 

5
Revisions of contributions before the meeting
Document revisions are allowed before the meeting and should be done by using a new Tdoc#. 
For clarity, the initial document MUST be withdrawn from the ADN document list.

Revisions created after the deadline may be considered as late contributions. However, this will be handled on a case by case basis. See clause 7.
6
Revisions of contributions during the meeting

Document revisions are allowed during the meeting by using a new Tdoc# (using ADN or manual allocation by MCC, depending on the availability and use of ADN in the meeting). For clarity, a reference to the initial document (Tdoc number) should appear in the title of 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. Please do not attach the contribution to the notification e-mail. 
7
Late contributions

The contributions submitted after the deadline will be considered as late. 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 be put at the end of the list but the group may decide otherwise depending on objectives and priorities. 

Time from other sessions should 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.
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, 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 will be discarded or handled with low priority in order to save time for good quality contributions.
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