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1
Scope
This document outlines the structure of SA5 and the meeting facility requirements for a meeting host (for f2f meeting).
General information that should be taken into account for hosting 3GPP meetings are described under the following link: https://www.3gpp.org/3gpp-calendar/hosting-a-meeting 
This document provides more specific requirements for hosting SA5 meetings.
2
SA5 Structure
SA5 includes OAM and one Charging (CH) Sub-Working Group (SWG).
3
SA5 Meetings Structure
The SA5 Plenary has:

· an opening session on Monday Q1, and
· a closing session on Friday all day
The rest of the time is used for SA5 OAM and CH sessions, as follows:

· OAM sessions: from Monday Q2 to Thursday Q5
· OAM breakout sessions: from Tuesday Q3 to Wednesday Q5 (if needed) 
· CH sessions: from Monday Q2 to Thursday Q5
	SA5

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Q0 

(8:00-9:00)
	(If needed)
	(If needed)
	(If needed)
	(If needed)
	(If needed)

	Q1
(9:00
-10:30)
	SA5 Opening Plenary 

(9:00-10:00)

	OAM

CH
	OAM

CH
OAM Breakout 
	OAM

CH
	SA5 Closing Plenary 

(OAM)


	
	OAM

CH
	
	
	
	

	(10:30-11:00)
	Morning Coffee Break
	Morning Coffee Break

GROUP PHOTO!

	Morning Coffee Break
	Morning Coffee Break
	Morning Coffee Break

	Q2

(11:00-
12:30)
	OAM

CH
	OAM

CH 
	OAM

CH

OAM Breakout


	OAM

CH
	SA5 Closing Plenary 



	12:30 - 14:00
	LUNCH
	LUNCH
	LUNCH


	LUNCH
	LUNCH

	Q3
(14:00-15:30)
	OAM

CH
	OAM 

CH
OAM Breakout 
	OAM 

CH
OAM Breakout 

(if needed)
	OAM

CH
	SA5 Closing Plenary 

(OAM)


	(15:30-16:00)
	Afternoon Coffee Break
	Afternoon Coffee Break
	Afternoon Coffee Break
	Afternoon Coffee Break
	Afternoon Coffee Break

	Q4
(16:00-17:30)
	OAM

CH
	OAM 

CH
OAM Breakout 
	OAM

CH
OAM Breakout 

(if needed)
	OAM

CH 
	SA5 Closing Plenary 

(Close before 17:00)
(OAM)



	17:30-17:40
	Break
	Break
	Break
	Break
	

	Q5 
(17:40-
19:10)
	OAM

CH
	OAM 

CH
OAM Breakout 
	OAM

CH
OAM Breakout 

(if needed)
	OAM

CH
	

	
	
	Social event
	
	
	


Note: Q5 is normally always needed until 19.10, and sometimes even later. For this reason, the host is kindly asked to inform the SA5 leadership about the latest possible time that the conference rooms can be used. 
4
SA5 Meeting Facility Requirements

Meeting rooms and PA system requirements
· Meeting room-1: SA5 Plenary&OAM: 
· One room for 100 people have seating in classroom style 
· 1 projector, remote access if requested by MHPG
· Bigger Chair table (or two tables together) with three seats and two microphones for Chair and MCC. Two microphones for the floor.
· Meeting room-2: SA5 Charging: 
· One room for 30 people have seating in classroom style 
· 1 projector, remote access if requested by MHPG
· Bigger Chair table (or two tables together) with three seats and two microphones for Chair and MCC. Two microphones for the floor.
· Meeting room-3: SA5 OAM Breakout:
· One room for 40 people have seating in classroom style  
· 1 projector
· Bigger Chair table (or two tables together) with three seats and one microphone for moderator. Two microphones for the floor.
· Tables, power supply points, drinking water and notepaper should be available for all delegates.
· Altogether 3 meeting rooms are required, detailed meeting room requirements from Monday to Friday are listed in the table below.
	Meeting/Day
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Meeting room requirement

	SA5 Plenary&OAM
	100 people 


	100 people
	100 people
	100 people
	100 people all day
	One meeting room for SA5 plenary and OAM

	SA5 Charging 
	30 people from 

2nd Quarter
	30 people
	30 people
	30 people
	
	1 meeting room 

	SA5 OAM Breakout 
	
	40 people
	40 people
	
	
	1 meeting room 

	Required Meeting rooms per day
	2
	3
	3
	2
	1
	



IT requirements

MCC will install a dedicated wireless LAN in the meeting room(s). For more information, the host is invited to check the “IT facilities” section at https://www.3gpp.org/3gpp-calendar/hosting-a-meeting. The IT questionnaire provided by MCC is requested to be filled and returned by the host at least two weeks before the meeting. It is recommended to check this document well in advance to make sure that the location fulfils the network requirements. For more information, contact MCC.
Hotel costs

Hotel charges for delegates should be explicitly stated in the invitation (bedroom cost per night, taxes, surcharges, breakfast included in the room rate or not, hotel shuttle from/to the airport free or rate, etc...). Internet should be available in bedrooms (free or negotiated rate).
The host should preferably negotiate with the hotel a "24 hours cancellation policy" to avoid charges incurred if the cancellation is made before e.g. 18:00 the day before arrival, and to avoid the charging of one or all booked nights at booking time.
Meeting invitation

The host should provide a meeting invitation letter 4-6 months before the meeting, describing the above information plus additional information like hotel address, hotel reservation form, deadline for hotel reservation, host contact(s), local information (e.g. power supply voltage, mobile phone coverage, plug type). 
The meeting invitation should also provide details about visa application for the country of the meeting. The host should provide individual invitation letter on delegates’ request.
Coffee breaks
The host should provide coffee breaks from Monday to Friday – for coffee break times, see the table in clause 3.

Lunch 
Venues with a variety of restaurants within walking distance of the conference rooms are appreciated. There is no obligation on hosts to fund lunches, but basic information on restaurants or catering facilities should be provided to the delegates.
The host should inform the chair about normal local lunch hours for the convenience of meeting time plan arrangement. 
Badges

Delegates are responsible for printing and wearing their badges at all times in the meeting premises for security reasons. Normally MCC provides badge printing equipment on site. 
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