Dear delegates,

Few administrative guidelines for the meetings CN1-SIP Ad-hoc#1 in Sophia Antipolis/France between 17-19.October 2000. I ask you kindly to co-operate and follow the procedure below. 

-
I will be responsible for providing you with tdoc and CR numbers for your input documents, and placing them on the FTP server.

-
If you have an input document(s), please fill in the request sheet provided on the server in the Templates directory on the FTP server ftp://ftp.3gpp.org/TSG_CN/WG1_mm-cc-sm/SIP-Adhoc%20meetings/SIP_Ad-hoc_1/Templates/



-
Please include the title and other information on the request sheet EXACTLY as it appears on the document/CR. I use this information in all the following inputs ( in TSGs for CR/TS/TR approval and CR-Databases) from the request sheet. The title of the CR MUST be comprehensive. It is important!! The title helps to identify the subject in required cases as PLENARY, implemented CRs, .etc. If you change the title for any reason please inform me.

-
The WI for every document is important. So please include ONE WI ( no combined WIs) on the CR cover page and the request sheet. Please make sure that all releases of the CR has the same WI on the cover page.

WIs are predefined and have agreed titles. If you change the WI for any reason please inform me. For R00, the WIs are defined in the project plan, so please make sure they are consistence with what you write.

-
 WI rapportuers/ IGC convenors in N1 need to be prepared to comment and give estimates on the work progress under the WI they are responsible for.

IGC
N1 convenor
1. 
2. Bearer and Access Stratum

3. 
4. QoS
Takashi Koshimizu / NTT DoCoMo
5. 
6. CC and roaming
Keith Drage / Lucent
7. 
8. Codecs
Andrew Howell / Motorola
9. 
10. Messaging

11. 
12. Terminal local features

13. 
14. Service platforms

15. 
16. Security
Duncan Mills / Vodafone Airtouch
17. 
18. Billing, charging and management

19. 
20. Testing

21. 
22. Location related issues
Janne Muhonen / Nokia
23. 
24. Overall Co-ordination and general issues
Ban Al-Bakri

-
If you require CR numbers please state the spec, release and description of the CR filling in the request sheet completely. The category, which appears on the CR, must be the same as on the request sheet. If you change it for any reason then PLEASE INFORM ME.

-
!!!!!! For approved CRs in any Plenary, please DO NOT use the same CR number with higher revision in case of additional changes are required, but ask me for a new number !!!!

-
When writing a CR, please use the LATEST VERSION of the spec. If the CR is revised from a previous meeting, then please consider the new/ recent spec version as well. Please keep the previous Tdoc numbers on the CR.

Some examples for Crs related to previous meetings:

- example for requesting a CR which an older release was approved:

5.1

Clarification of anchor MSC address format 
03.68
STF 139/ (name)
ASCI
approval
CRA033

A
R98
7.1.0

R99 CR is agreed in CN1#12, N1-000740

- example for requesting a CR which was revised from a previous meeting, while (rejected, or postponed), but no information about which meeting or Tdoc number is added:

7.7

CC Enhancements for Codec Selection
24.008
L.M. Ericsson (name)
OoBTC
Approval
CR073
4
B
R00
3.4.1

Revised from???, 

-
For revised documents from previous meetings, please indicate the previous number on the request sheet. Also do not remove the old number(s) from the header of the document/CR to ease tractability.
-
NOTE: CR to one release, which requires mirrored CRs to other releases, should be provided to all releases. 

From now on, we have some R00 specifications as well. So please, CRs which are valid for R99 and R00 should be made for both releases in separate CRs, each against the latest version of the related specification.

-
Please use the latest version of 21.801 to help you to draft your Crs and specifications, and 21.900 latest version to help with the working methods.
-
Advice from TSGN#8, that there is any objection from a company which might be raised in the following plenary meeting, then please inform MCC support to separate it a different document to be handled separately.

-
I will return the tdoc/CR numbers as quickly as possible, and would ask you return the edited electronic copy of the file to me. Deadline is 5 working days before the meeting. This gives time for other delegates to read the documents before the meeting. 

-
File naming: Please return the documents to me filed as (N1-00xxxx.doc), and in a zipped format (N1-00xxxx.zip). This is requested when handing files to MCC support during the meeting too.

-
The DEADLINE for receiving numbering requests and documents by mail :

Wednesday, the 11th of October 2000, 15:00 French time
Any later requests will be handled during the meeting.

On the FTP server ftp://ftp.3gpp.org/TSG_CN/WG1_mm-cc-sm/SIP-Adhoc meetings/SIP_Ad-hoc_1/ you will find the following :- 

- the invitation and the Agenda

- all required templates in the Templates directory (CR, tdoc template, request sheet, LSout). If you need any other template, please let me know.

- all numbered tdocs zipped

- a tdocs list, which will be updated as necessary and identified by date.

I appreciate your co-operation and hope that the clarity of these guidelines, which will ensure minimal confusion regarding the availability of documents for the meeting.

Should you have any questions or concerns please do not hesitate to contact me.

Thank you,

Best regards,

Ban

