SA5 check-list, V12.0.0, updated on August 5th, 2014
1 - Before the SA5 meeting

MCC

· Get the invitation from the host, upload to meeting folder and 3GPP invitation folder, notify availability to SA5 when uploaded 
· Create ADN for meeting N when the agenda is available after the end of meeting N-1 and notify SA5. 
· Monitor incoming LSs once a week, register and upload them for next meeting and notify SA5 
· Prepare MCC documents (work plan, deliverables SA, and CR Quality Check)

· Prepare meeting templates folder (before ADN is formally open)
· Arrange IT requirements with host (if outside ETSI)
· Close ADN on Friday afternoon before the meeting, notify SA5 and send the initial HTML document list
· Get the meeting room layout from the host and inform SA5

· Send the list of incoming LS ot the SA5 exploder, ask SWG Chair about their alocation.
Chairman

· Announce overall schedule and Tdoc submission deadline for meeting N at the end of meeting N-1 

· Prepare agenda for meeting N just at the end of meeting N-1 or after SA when there is a SA meeting (sync with ADN ready announcement)
· Check alignment between agenda and Tdoc allocations in ADN and in cooperation with the SWG Chairs.
· Check the meeting rooms with host (confirm requirements 2 months before the meeting)

· Prepare chair documents (calendar, working procedures, meeting facilities, and list of WIDs)

Prepare leaders meeting agenda
· Prepare the OAM time plan
Vice-Chairman

· Maintain the "Draft TS/TR process" document
SWG Chair
· Check alignment between agenda and Tdoc allocations in ADN and in cooperation with the Chairman.

2 - During the SA5 meeting

MCC

· Manage WLAN set-up and good functioning
· Manage manually Tdoc# allocation for SWGs (no ADN during meeting)
· Take detailed minutes for SA5 Plenary sessions and Agenda Item 6.3 (CR Session in OAM).
· Make sure all documents have a clear status (plenary, SWG)
· Produce new doc list 2 times per day (lunch, end of day).
· Provide a final doc list at the end of the meeting and send it to SA5 as soon as possible
· Coordinate social event if the host is not doing it.
· Chairing Quality sessions on specs and CRs.
Chairman

· Chair leaders meeting and provide minutes
· Present the leaders meeting minutes to SA5 plenary
· Chair SA5 Plenary sessions 
· Chair SWG sessions as required
· Coordinate the overall meeting schedule 
SWG Chair
· Make sure all documents have a clear status and communicate it to MCC (when not available during the session) before the Closing Plenary session.
· Track Action items.
3 - After the SA5 meeting

MCC

· Send out the output LSs as soon as possible.
· Send LS summary (incoming, outgoing) to SA5 as soon as possible after the end of the meeting
· Send the SA5 meeting report within two weeks.
· Upload the draft TSs/TRs to the SA5 draft spec folder or the 3GPP latest draft folder as soon as email approval is done. 
Chairman

· Track SA5 actions items 
· Track leaders action items

· Monitor exploders and moderate when needed

· Produce a summary of email approvals as soon as possible after the end of the meeting
· Track list of email approvals until they are closed (in colaboration with the Vice Chair)
SWG Chair
· Track action items.
4 - Before the SA meeting

MCC
· List all documents for submission to SA Plenary and inform SA5 about the list. 
· The excel list should be ready two weeks before the SA Plenary. 

· WIDs and specs on Wednesday the week before the SA Plenary.

· CR Packs any time before the SA Plenary starts.
· Do the quality check on CRs (cover page, baseline ...), WIDs, etc (before the SA submission)
· Get the SP Tdoc numbers one week before SA meetings starts (to be used in the SA5 report to SA)
· Upload documents to “SA5 inputs to SA#nn” folder and inform SA5 for final check (ideally one week before the SA meeting)
· Upload documents to SA folder (ideally Monday of the RAN week, at the latest Wednesday of the RAN week)
Chairman
· Prepare the SA5 status slides based on MCC inputs and SWG reports, submit to SA5 for review on Wednesday of the RAN week and submit to SA exploder on Thursday of the RAN week
· Double check inputs to SA, agenda allocation, etc
· Double check WIDs with work plan manager

· Identify potential issues impacting SA5 and prepare accordingly, coordinate with SA5 leadership and SA chairman if needed
5 - During the SA meeting

MCC
· Provide support for modifications of documents required by SA

· Assist to resolve any issue related to quality, packaging, etc

Chairman
· Present the SA5 slides and the SA5 documents

· Provide feedback to SA5 in case of problem
6 - After the SA meeting

MCC

· Implement approved CRs by Friday the next week after the end of the Plenary. Publish approved TSs/TRs. 90% of specs will be available 10 days after the end of the Plenary. The rest by the end of the following week. (
· Notify SA5 when starting implementation and when finished (CRs, TSs)
· Put specs for review in “Specs for checking” folder
Chairman
· Send SA5 results at SA Plenary to SA5

· Track SA5 actions items required by SA
· List issues from other WG impacting SA5
