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1
Decision/action requested

This document provides administrative guidance for the benefit of SA5 Delegates.
Delegates are invited to consult the document each time they need guidance on how to correctly produce a CR.
2
References

[1]
The Change Control Process (3GPP website, ftp://ftp.3gpp.org/Information/presentations/Working_methods_3gpp/The_change_control_cycle.ppt
[2]
3GPP Training Course Module, CRs (ftp://ftp.3gpp.org/workshop/2009-06-16_3GPP_Methods_Seminar/3GPP_TheTrainingCourse_Module_12_CRs.pps)
[3]
SA2 Guidelines for creation and revision of CRs (ftp://ftp.3gpp.org/tsg_sa/WG5_TM/Guidelines/How_To_Create_CRs.doc)

[4]
Change requests - Step-by-Step (3GPP website, http://3gpp.org/Change-Requests-Step-by-Step)

[5]
SA5 Working Procedures (ftp://ftp.3gpp.org/tsg_sa/WG5_TM/Guidelines/How_To_Create_CRs.doc
[6]
TR 21.801 (TSG Specification Drafting Rules)

3
Rationale

The SA5 Leadership has identified the need for guidance concerning the creation of CRs and the process of allocation of CR numbers.
The present document addresses the correct creation of Change Requests, with the objective of improving the overall quality of the CRs produced and agreed by SA5 (see clauses 5 and 6); also, the document illustrates the CR number allocation process (see clause 7).
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4
Introduction
The 3GPP Working Procedures foresee that when a specification is approved by the TSG Plenary and published, can no longer be edited by the Rapporteur. From that moment onwards the specification is under Change Control, a process managed by MCC.

It is still possible to develop the standard further, to add the missing parts, and to correct errors and/or omissions as the overall system becomes better defined. Such changes are conveyed through documents called Change Requests.

Change Requests are submitted by Delegates to a WG meeting; agreed CRs are submitted by the Secretary to the TSG; TSG-approved CRs are collected by the Secretary and implemented onto the specifications.

5
CR cover sheet

CRs are intended to be incorporated in the 3GPP TSs and TRs and therefore the final text needs to comply with the 3GPP specification drafting rules, given in TR 21.801 [6]. CR Authors should refer to these drafting rules when preparing CRs.
CRs are produced using the latest CR template, which is provided on the FTP server Information directory: (ftp://ftp.3gpp.org/Information/). The latest CR cover sheet is usually also provided in the SA WG5 meeting directory under "Templates".

The CR Template contains comment fields to provide "on-line" help to authors of CRs, e.g. (
. These fields can be referred to during the production of the CR Cover sheet.
5.1
Cover sheet example
In the Figure below there is an example of a CR cover sheet. The following subclauses illustrate how some of the fields should be filled in. The list below is not comprehensive and its objective is to provide guidance for the avoidance of common mistakes encountered during WG meetings.

There are 22 “comments” on the cover page, illustrating how each field should be used. 
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Figure 1: CR cover sheet Template
5.2
DocNumber

The DocNumber is obtained via the Automatic Document Numbering system (ADN).This tool requires having an ETSI account. It is possible to apply for an ETSI account at: http://webapp.etsi.org/createaccount/.

EXAMPLE: SA5#75: http://webapp.etsi.org/meetingDocuments/ViewDocumentList.asp?MTG_Id=28027 

Click on “Reserve a document number” and then fill in the details. Each document should be allocated to one and only one agenda item when reserving the document number. Please make sure to use the correct allocation according to the SA5 meeting agenda.
For any contribution to an upcoming meeting, new or resubmitted, a document number will be reserved via ADN for the upcoming meeting.

Once the DocNumber is obtained via ADN, it must be filled in on the cover page (replacing 'S5-11xyzw' in the Figure above, on the top right).

ADN closes on the Friday before the meeting; after this, you should contact the SA5 Secretary to reserve a document number; you can still upload reserved documents.
5.3
SpecNumber

The specification or Report number should be inserted here. e.g. 32.401 (do not insert "TS" or "TR" in this field).

5.4
CRNum
The CR Number is allocated by MCC, see clause 7 on the present document.

Use 4-digit numbers, e.g. 0021 (do not insert  "CR" in this field).

5.5
rev
Every time a CR is modified (i.e. provided a new Temporary Document number) this field needs to be incremented. The original CR has no revision and is labelled with a hyphen "-", and revisions are 1, 2, etc.

5.6
Current version

This field should contain the version number of the TS or TR which the CR uses as a basis for changes and therefore should be the latest published version of the TS or TR in the relevant Release. To identify the latest version for the relevant Release consult: http://www.3gpp.org/specification-numbering, select the spec series where the spec belongs (e.g. TS 32.111 belongs to the 32 series)and click on the specification number that you want to address. You will find a complete list of versions per Release; select the latest version available for that Release.
NOTE 1:
The current Release of the specification shown in the "Current version" field may be different from the "Release" field for the CR (i.e. If the change is intended for a later Release than the current latest Release of the TS or TR). In this case, the CR, if TSG approved, would create a new Release of the TS or TR.

5.7
Proposed change affects

Put an X in the relevant box(es): UICC apps, RAN and/or CN.

5.8 
Title of the CR

The title of the CR should be inserted describing the proposed changes (do not insert the specification or CR numbers in this field). 

Do not include redundant wording such as "Change Request to 3GPP TS 21.456 Release 4 version 4.19.0". Use the same title on all mirror CRs as used on the original CR.

5.9
Source to WG

Insert the source 3GPP Member companies into this field. If the CR is being proposed directly to the TSG, instead of the WG, this field should be left empty. 
5.10 
Source to TSG

This field is for completion when the CR is sent to the TSG. If the CR is WG approved, then this will show the source WG, e.g. "S5". If the CR is being proposed directly to the TSG, instead of the WG, this field should contain the source 3GPP Member companies.

5.11
Work Item code
This field should contain the acronym for the Work Item (WI) which is applicable to the change. A list of work item acronyms can be found in the 3GPP Work Plan. The document called "Work Plan" is available for every SA5 meeting and contains all the information on the SA5 WIs. For each WI you will find a row with the following information:

	ID
	Unique_ID
	Name
	Acronym
	Outline_Level
	Release
	Resource_Names
	Start_Date
	Finish_Date
	Percent_Complete
	Hyperlink
	Status_Report
	WI_rapporteur_name
	Notes
	Impacted_TSs_and_TRs


 

For the purposes of CR creation, the fields that you will need to use are:

-
Unique_ID: a unique number indicating the WI;
-
Name: name of the WI;
-
Acronym: this is the WI code you need to insert in the appropriate field in the CR;

-
Release: indicates the release to which the WI belongs;

-
Hyperlink: indicates the SA Plenary number with which the WI was approved (if the WI was revised, it indicates the latest SP number);

-
Impacted_TSs_and_TRs: indicates the impacted specs or the specs that were created.

When creating a CR, you can use the deliverable number to search the number to search the Impacted_TSs_and_TRs field and find the WIs that are addressing this specification. If there is more than one UID addressing the same specification, you should select the correct Release and correct subject UID.

EXAMPLE:
to produce a CR against 32.523, searching in the SA5 3GPP Work Plan here ftp://ftp.3gpp.org/TSG_SA/WG5_TM/TSGS5_73/Docs/S5-102119.zip, you will find the following UIDs:

	Unique_ID
	Name
	Acronym
	Release
	Hyperlink
	Impacted_TSs_and_TRs

	460035
	SON Self-optimization management continuation
	LTE-SON-OAM_SO
	Rel-10
	SP-090756
	32.425, 32.521, 32.522, 32.752, 32.753, 32.755, 32.762, 32.763, 32.765

	390007
	SON self-optimization management
	LTE_SON-OAM
	Rel-9
	SP-100091
	32.425, new 32.521, 32.522, 32.523, 32.525



Let us suppose that you wish to address Release 9 with a Category F CR, then the correct WI code is LTE_SON-OAM.

In the case of mirror CRs, you must use the same work item code for each Release’s CR.

5.12 
Date

This field should contain the date of creation of the CR. Remember to change this field if the CR is revised.

The format to be used is: dd/mm/yyyy
5.13 
Category

The Category of the CR should be inserted here. Possible categories are as follows (see TR 21.900):

· A

Corresponds to a correction to an earlier Release.
May be used only if a category F CR has been approved for an earlier release. "Earlier release" means either an earlier major version of the same 3GPP specification. If a change to an earlier release affects a section which has a counterpart in a later release, then the corresponding category A CR to the later version(s) shall be presented for approval at the same meeting.

· B

Addition or deletion of feature.
The new feature is to be added to the Release; the reference is not to the Specification itself. This will normally correspond to an identified Work Item. This category shall not be used for a frozen Release, except for alignment CRs as described below.
· C
 Functional modification of feature.
Any functional modification shall correspond to an identified Work Item. However backward compatibility shall be ensured when the issue has an impact on the UE. This category shall not be used for a frozen Release, except for alignment CRs as described in TR 21.900.
· D
 Editorial modification.
Editorial modifications shall have no impact on an implementation. An editorial modification CR to a frozen Release shall not be permitted.
· F
 Correction. Used:

· to correct an error in the specification (i.e. a clear instruction in the specification which leads to incorrect operation of the system); or 

· to correct an ambiguity in the specification which could lead to different implementations which cannot inter-operate; or

· to remedy the incorrect implementation of a previously approved CR; or

· to correct a misalignment between the specifications (stage 1, stage 2 & stage 3) for a feature or service when not introducing a new function or functional change.
5.14 
Release
Indicate one (and only one) Release to which the CR applies. Remember that where a Spec is maintained in several parallel Releases, each needs a separate CR. Do not assume that the text of one Release version is the same as in another Release; write each CR from first principles, extracting the text from the correct base Spec.

The format for the text to be used is: Rel-4 or Rel-5 or Rel-6, etc. Use only these codes.

If a CR adds functionality for a new Release, and the Spec in question does not yet exist in that Release, enter the new Release but use as the "current version" the latest version in the previous Release. For example, a Release 11 CR to a spec which has no Release 11 version but which does exist at Release 10 (at, say, version 10.4.0) would show "Rel-11" in the Release field and "10.4.0" in the "current version" field.
5.15 
Reason for change
This field should contain a concise description of the reasoning leading to the change proposal.
5.16 

Summary of change
This field should contain a high-level summary of the changes made to the TS or TR.

5.17 

Consequences if not approved
Free text describing the consequences of not approving the CR - for example, incompatibility between terminal and radio access network operation.

NOTE 3:
Although this field is only mandatory for category "F" CRs (i.e. corrections), it is also useful for other categories.

5.18
Clauses affected

This field contains all the distinct clauses/subclauses that are affected by the CR.

5.19

Other specs affected
This field is for the indication of other specifications affected. Insert an X in the "Y" or "N" columns for each row to indicate if any specifications are affected for Other core specifications, Test specifications and/or O&M Specifications. If "Y" is indicated, the specification number(s) and, if known, the CR number(s) for those specifications should be listed on the right hand side.

5.20   Other comments
Insert any other comments which can aid the understanding of the CR. This should also be used to provide implementation guidance (to MCC) if necessary (e.g. if there are inter-dependant CRs or specific instructions for correct implementation of complicated changes).
6
Creation of a CR

6.1 
Making changes to the TS or TR

1
Obtain the latest version of the TS or TR to be changed. Latest versions are available at ftp://ftp.3gpp.org/Specs/latest. Navigate to the required Release for the TS or TR and download the document.

2
Unzip the TS or TR and open it.

3
Switch on Revision Marks / Track Changes.

4
Make the required changes throughout the document.

NOTE 2:
Figures/Graphics should not be edited within the graphics themselves, but the graphic deleted and a new graphic inserted.

5
When all changes have been made, turn off "track changes" and open the CR Cover sheet template.

6
Ensure Track changes are switched off in both the CR Cover sheet template and the TS / TR.

7
Go to the first modified section of the TS/TR and select the text from the Heading level down to the line before the next Heading level:
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Figure 1: Selecting the modified clause

8
Copy the selection and go to the end of the CR Cover sheet Template, then paste the selection:
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Figure 2: Pasting the selection to the end of the CR Cover sheet template

9
Insert some separating text, e.g. " *******   NEXT CHANGE  ****** " at the end of the CR Cover sheet Template, followed by a new line.

10
Repeat Steps 7 to 9 for the remaining changed sections of the TS/TR:
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Figure 3: Adding changed sections to the CR Cover sheet template

11
When all changed clauses have been added to the CR Cover sheet Template, ensure the cover sheet is completed and the affected Clauses field is correct. Check that there are no change marks in the Cover sheet itself, if there are, select the cover sheet part, accept all changes and review the final content.

6.2
Changes to figures/graphics

Special care needs to be taken when making changes to figures, because the figure itself should not be edited with revision marks, but the original figure deleted and a new figure added. This is required because change marks within graphics are easily overlooked when implementing CRs and accepting changes within figures often leads to formatting problems and incorrect depiction of figures. The following method is therefore recommended:

NOTE 1:
This applies to all graphics that are modified, whatever they contain (e.g. architecture diagrams, flow diagrams, etc.).

1
With revision Marks switched off, make a copy of the figure in the TS/TR (Copy/Paste the entire line containing the figure):
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Figure 4: Copy/Paste paragraph containing figure to be modified (original figure shown selected)

2
Edit the figure as required (with revision marks switched off). When complete, select the updated figure paragraph and "Cut" it (Cntl-X). Switch revision marks On and paste the figure again, then delete the old figure. This will leave a deleted figure followed by an added figure:
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Figure 5: Updated figure pasted and Old figure deleted with revision marks On
(original deleted figure shown selected)

3
Graphics in 3GPP TSs and TRs should be visible in Normal view (i.e. formatted "In line with text"). This means the final figure usually needs to be pasted "special" as a Picture (Enhanced Metafile) and then formatted as Layout - In line with text. After completion of the graphic update, check the figure is visible in Normal View (View - Normal). If it is not visible, then switch off track changes, go back to Print Layout View, select the entire graphic and Cut it to the clipboard (Cntl-X), then switch on track changes, Paste Special and Format it as follows:
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Figure 6a: Paste Special: Picture (Enhanced Metafile)
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Figure 6b: Figure Formatting: In line with text


Check the figure is complete and now visible in Normal View (View - Normal).

4
Add this to the CR Cover sheet template.

6.3
Deleting clauses and references

In order to preserve any referencing made to provisions in 3GPP TSs and TRs, the re-use of clauses is not allowed. Instead of simply deleting the whole clause, the provisions within the clause are deleted and the title changed to "Void":
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Figure 7a: Clause 4.2.7.1 needs to be removed
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Figure 7b: Clause 4.2.7.1 made "Void" and title and provisions removed

This rule also applies to Normative references, in order to avoid the renumbering of references throughout documents when one is deleted:
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Figure 8: Reference [57] made "Void" (new reference [X] also added)

6.4
Adding new clauses with a CR

When adding a new clause to a TS or TR, the new clause number cannot always be known, as other CRs may also add clauses in the same area. In order to avoid multiple CRs adding the same clause numbers, the final clause numbering is left to MCC to complete and placeholders are used in the CR, which indicate where the new clause is to be inserted. The following methods may be used:

1
Add a new clause to the end of an existing clause:
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Figure 8a: Adding a new clause to the end of clause 5.6
Note that clause 5.6.X is a heading level 3 clause before clause 5.7

2
Add a new clause before an existing clause:
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Figure 8b: Adding a new clause before clause 5
Note that clause 4X is a heading level 1 clause between clauses 4 and 5

3
Similar case, add a new clause within the structure of an existing clause:
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Figure 8c: Adding a new clause between clause 5.2.2.1 and 5.2.2.2
Note that clause 5.2.2.X is also a heading level 4 clause

NOTE:
The "X" method is also used for the addition of new normative references
([X]
3GPP TS 23.401: ...), new figures (Figure 4.1-X: ...), etc. and the appropriate numbers allocated and inserted by MCC.

7
Common errors

7.1
Incorrect baseline

There are two cases concerning an incorrect baseline:

-
the CR cover page reports a current version that is not the latest one available, but the actual content of the CR is based on the latest baseline;
-
the CR cover page reports a current version that is not the latest one available, and the actual content of the CR is based on this baseline.

In the first case the only correction that must be performed is a revision of the cover page to report the correct current version.

In the second case, a revision of the entire CR must be performed, retrieving the latest baseline as explained in clause 5.6 of the present document. This is important as a CR based on an outdated baseline is not implementable and will be rejected by the TSG.
7.2
Incorrect Work Item Code

The Work Item Code selected should reflect the purpose of the CR.

A generic WI code, such as OAM10 for OAM-related CRs, should only be selected for CRs that are not addressing any particular WI and are generic corrections (Category F or D).

For all other CRs, the correct WI can be selected following the procedure described in clause 5.7 of the present document. 
7.3
CR clashes

When multiple CRs are written against a specification, there can be the case where more than one CRs are modifying the same text. In this case, it is not clear how the CR implementation should take place.
This is an example of a CR clash; the two sources of the two CRs should merge the CRs in one CR, which resolves the clash to avoid that both CRs being rejected in TSG Plenary.
7.4
Incomplete/incorrect list of clauses affected
CR cover sheets must explicitly mention in the "clauses affected" (see Figure 1) cell each and every subclause down to the Nth degree which has a change. Even if all subclauses in a clause are mentioned, it is not sufficient to mention just the top level clause number.
EXAMPLE:
In the example below the clauses affected field should not contain simply 6.3.4, which erroneously includes 6.3.4.1 in the list of clauses affected. The clauses affected field should instead contain 6.3.4.2.
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Figure 1: Example of clause affected
7.5
Changes on changes

It happens that when CRs are modified multiple times, some of the new text applied on the baseline is deleted. When this text is deleted, it should not result on the CR as a deletion; so-called "changes on changes" should be removed from the CR.
As a simple rule, the only changes that should appear on the CR, are all the changes that are present compared to the latest available baseline (see clause 6.1).

An example of changes on changes is shown on the figure below. The blue text appearing as deleted does not belong to the baseline, and should be completely removed from the CR, as such a deletion cannot be applied on the specification.
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Figure 2: Changes on changes after updating the CR

8
CR number allocation

All Change Requests submitted for an Ordinary WG meeting must have a CR number. The same process should also be used for Ad Hoc meetings.
8.1
Before the meeting

The process of CR number allocation is as follows:

-
using ADN, a delegate obtains one or more Tdoc numbers,

-
the delegate sends an email to the MCC secretary stating the Tdoc(s) and Spec(s) number(s), using the template "CRnumber_request_template.xls" that is available in the Templates folder of the meeting,
The template contains the following fields:

CR number request template

	Doc#
	Title
	Source
	Spec
	CR#

	 
	 
	 
	 
	 


-
the MCC secretary replies assigning the CR number,

-
the delegate uploads the CR via ADN (if ADN is still open), after having filled in the CR number field (where the template reports CRNum) with the number obtained.

8.2
During the meeting

Any revision of the CR during the meeting, must result in incrementing the CR revision field.

Merging two or more CRs may mean that a new CR number must be obtained. There is no fixed rule on this and a decision should be taken on a case-by-case basis. In general, when the contents of the CR change significantly, a new CR number should be used.
To obtain a new CR number during the meeting, for an entirely new CR or for a case such as the one above, the SA5 Secretary must be contacted directly.
�PAGE \# "'Page: '#'�'"  �� Comment Field example.





