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1
Scope
This document describes the working procedures in SA5.
2
Reserve a contribution number
Document numbers (Tdoc numbers) are reserved via the Automatic Document Numbering tool (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#52 http://webapp.etsi.org/MeetingCalendar/MeetingDetails.asp?mid=26126 
Just click on “Reserve a document number” and then fill in 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 this meeting.
Once the meeting has started, ADN is not used anymore and Tdoc numbers are allocated manually by the MCC secretary. ADN is frozen by the MCC secretary on Friday afternoon before the meeting, and after this date ADN shall not be used any more by delegates.
3
Upload contributions to the 3GPP server
All documents will be placed before the meeting in the respective meeting folder on the 3GPP Web site.

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

Since all contributions are visible in ADN, it is not required to send an availability notification to the respective SA5/SWGs email list after uploading a document. However, delegates wishing to initiate an email discussion before the meeting (this is encouraged to save time during the meeting) can notify the availability of contributions before the meeting.
Unless exceptions duly notified by the SA5 chairman, 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
Deadlines for contributions to a meeting
The deadline for Tdoc number reservation for SA5 plenary and all SWGs is Friday 17:00 GMT, the week before the meeting. After this deadline, MCC will generate the meeting document list and allocate Tdoc numbers manually. A dummy Tdoc will be reserved by MCC to indicate that ADN is closed. 
The document submission deadline for SA5 plenary, OAM&P and Converged Management SWGs is Friday 23:59 GMT, 10 days before the meeting.

The document submission deadline for CH SWG is Monday 23:59 GMT, the week before the meeting.
Delayed contributions or contributions modified after the submission deadline may not be dealt with during this meeting. See clause 7.
5
Revisions of contributions before the meeting
Document revisions are allowed before the meeting but must be done by using a new Tdoc number. For clarity, the initial document must be withdrawn from the ADN document list. Revisions created after the deadline may be considered as late contributions. See clause 7. 
In case of addition of co-signing companies after the submission deadline, it is recommended not to modify the document already uploaded on the 3GPP server and only update the source company in ADN.
In case there is a need to change the ADN attributes (e.g. title, allocation, source, content type) of a document already reserved in ADN, the change shall be done by the author. MCC must then be informed by the author in order to align the document list with ADN.
6
Revisions of contributions during the meeting

Document revisions may be created during the meeting by using a new Tdoc number. To obtain a new Tdoc number during the meeting delegates must contact the MCC secretary. Changes should be clearly indicated on the revised document and a version with revision marks should be provided.

Cases where document revisions may be needed are when there has been offline discussion that can help reaching agreement, when an error is identified in the contribution or following discussion in a formal session. 
 When the revised contribution is to be re-discussed during the “second round” of discussion of documents, delegates should upload the revision in the Drafts folder contained in the Inbox of the meeting server using the following file naming convention: S5-12xyzwdN tdoc title.doc,(no zip file) where S5-12xyzw is the Tdoc number and N is the number of version of the draft. For the first version of the draft, N will be equal to 1. 

If the draft document is agreed or noted with no changes, the delegate will change the name of the document to S5-12xyzw tdoc title.doc, zip it to S5-12xyzw.zip, and will upload the zip file up to the Inbox folder. The MCC secretary will then move the document to the Docs folder.

If the document requires more modifications, the delegate will produce an update, increment the version of the draft and place the update in the Drafts folder  (this step may be repeated as needed). At the end of the round of discussions (whether the document is agreed or not), the delegate will change the name of the latest version of the draft document to S5-12xyzw tdoc title.doc, zip it to S5-12xyzw.zip, and will upload the zip file up to the Inbox folder. The MCC secretary will then move the document to the Docs folder.
For documents which are updated during the meeting but do not need a second round of discussion, it shall be possible to directly produce the final Tdoc S5-12xyzw tdoc title.doc, zip it to S5-12xyzw.zip, and upload the zip file up to the Inbox folder. The MCC secretary will then move the document to the Docs folder.
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. It is not needed to attach the contribution to the notification e-mail. The notification email should indicate the title of the contribution (not only the Tdoc number) and the nature of the change.
7
Late contributions

The contributions modified or submitted after the deadline may be handled as late contributions. 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 normally be put at the end of the list but the group may decide otherwise depending on objectives and priorities. This will be handled on case-by-case basis. 
In any case, time from other sessions will 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. They can also be addressed in late or breakout sessions if needed, or be sent for email discussions.
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, pseudo 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 may be discarded or handled with lower priority in order not to penalize good quality contributions.
9
SA5 email lists

SA5 has currently 3 active email lists:

3GPP_TSG_SA_WG5@LIST.ETSI.ORG
SA5 general issues
3GPP_TSG_SA_WG5_Charging@LIST.ETSI.ORG 
Charging technical issues

3GPP_TSG_SA_WG5_OAM@LIST.ETSI.ORG 
OAM technical issues

Those delegates who already have an ETSI username and password should use the list management application to register http://webapp.etsi.org/TBMembershipList/home.asp. 

It is possible to apply for an ETSI account at: http://webapp.etsi.org/createaccount/.
If you have any problems subscribing to the lists, please send an email to the MCC secretary or to the SA5 chairman.

The following lists are not used anymore but archives are still available at http://list.etsi.org/archives/:

3GPP_TSG_SA_WG5_SWGA
3GPP_TSG_SA_WG5_SWGB
3GPP_TSG_SA_WG5_SWGC
3GPP_TSG_SA_WG5_SWGD 

10
SA5 email threads

In order to identify email threads, a thread identifier will be used for email approvals or email discussions on SA5 exploders. All emails title within a thread should start with the same thread identifier to allow traceability.

For documents identified by a Tdoc number, the Tdoc number will be used as thread identifier. In case a group of document is discussed or approved by email as a package, the Tdoc number of the “primary” document can be used, the primary document being the root document e.g. a CR on Requirements in a set of CRs.
For draft TS/TR email approvals, the thread identifier will be the draft TS/TR number. Refer to the document “Process for management of draft TSs/TRs” for more details. 
In case no Tdoc number or no TS/TR number is available, a specific tag will be defined for the thread identifier.

11
Email approvals

Email approvals proposed by SWGs have to be confirmed by SA5 plenary. The moderator of the email approval, the exploder to use and the deadline for the end of the email approval are defined in the table below.
Any extension of the deadline must be approved by the SWG chairman or the SA5 chairman. Cases where an extension of the deadline may be needed are when comments or update have been made close to the deadline or when more discussion can help to reach an agreement.
Documents sent for email approval shall use the following file naming convention: S5-12xyzwdN tdoc title.doc where S5-12xyzw is the Tdoc number and N is the number of version of the draft. A zip file S5-12xyzwdN.zip will be produced and sent to the exploder by the email approval moderator. 
For the first version of the draft, N will be equal to 1. If the document requires modifications during the email approval, the delegate will increment the version of the draft (this step may be repeated as needed). At the end of the email approval (whether the document is agreed or not), the delegate will change the name of the latest version of the draft document to S5-12xyzw tdoc title.doc, zip it to S5-12xyzw.zip, and will attach it to the conclusion email. The MCC secretary will then upload the document to the 3GPP folder. 
This file naming convention does not apply for the draft TS/TR email approvals. Refer to the document “Process for management of draft TSs/TRs” for more details.
Common deadlines are provided in the table below per document type but the actual deadline has to be confirmed for each document by SA5 closing plenary. The usual duration of an email approval is 5 working days but this can be adapted by SA5 closing plenary depending on the context.
The usual time for email approval deadline is 23:59 GMT.

	Doc Type
	Moderator
	Exploder
	Usual deadline for closure of the email approval
	Maximum deadline for closure of the email approval

	LS
	LS author
	SA5
	End of the week following the SA5 meeting
	End of the week following the SA5 meeting

	WID
	WID author
	SA5
	End of the week following the SA5 meeting
	End of the second week following the SA5 meeting

	CR
	CR author
	SA5
	End of the week following the SA5 meeting
	End of the second week following the SA5 meeting

	pCR
	pCR author
	SWG
	End of the week following the SA5 meeting
	End of the week following the SA5 meeting

	Draft TS or draft TR 
	TS/TR Rapporteur
	SWG
	End of the week following the SA5 meeting
	End of the second week following the SA5 meeting

	Shadow TS (update after SA5)
	Shadow TS Rapporteur
	SWG
	End of the week following the SA5 meeting
	End of the second week following the SA5 meeting

	Shadow TS (update after SA)
	Shadow TS Rapporteur
	SWG
	End of the week following the SA meeting
	End of the second week following the SA meeting


In case an email approval is started too late to meet the above targets, the email approval shall be cancelled by the SA5 chairman or the SWG chairman and the updated document will have to be resubmitted to next SA5 meeting.
The SA5 chairman is the ultimate responsible for good application of the above rules on the SA5 exploder.

The SWG chairman is the ultimate responsible for good application of the above rules on the respective SWG exploder. For the OAM exploder which is shared by OAM 1 and OAM 2 SWGs, each SWG chair is responsible for documents related to the respective SWG.
12
LS handling in SA5

As soon as received, new input LSs are registered by the MCC secretary in ADN of the upcoming SA5 plenary meeting and notified on the SA5 exploder. When there is an ad hoc meeting before the next SA5 plenary meeting, new input LSs may be registered for this ad hoc meeting if there is a corresponding agenda item.

All resubmitted LSs from previous meeting must be registered for the upcoming meeting in the same way as new LSs i.e. with a new Tdoc number. The title in ADN will clearly show this is a resubmitted LS. The allocation to the correct agenda item of all LSs (new and resubmitted) is reviewed during the SA5 opening plenary session. 

The SWG Exec Report shall give a precise status for all LSs allocated to this SWG. For output LSs, the SWG Exec Report clearly mentions whether this is a reply to an input LS or a new LS. The postponed LSs to be resubmitted at next meeting are clearly indicated and all the related action points are explicitly recorded in the SWG Exec Report. 

The output LSs sent inside 3GPP may be approved at SWG level while all other LSs are to be approved by SA5 plenary. Output LS are distributed by the MCC secretary as soon as possible after the meeting via the 3GPP Liaison officer. A summary list of all output LSs from the meeting is sent to the SA5 exploder by the MCC secretary as soon as possible after the meeting.

13
Super CR and Shadow TS
Super CR and Shadow TS shall be used in different contexts as described below. The choice to use Super CR or Shadow TS will be done in the SWG, but the decision will have to be confirmed by SA5 plenary.
Super CR is used when there are several changes impacting the same part of an existing specification. Usually, a super CR will combine several changes from distinct companies, and will be finalized within a few meetings before submission to TSG SA. 

The preparation of the super CR is done by a volunteer company, usually the Rapporteur of the corresponding WI. When this is considered as beneficial, different colours may be used in the Super CR to indicate the source company of the change.
As long as discussions are needed, the Super CR will be resubmitted to next SA5 meeting by the company in charge of the edition of the Super CR. Changes on the Super CR are done via pseudo CRs on the latest version of the Super CR (using the Tdoc template).
When finalized, a super CR will simply follow the usual CR approval process: approved during SA5 closing plenary session or sent for email approval. 

Shadow TS is used when it is expected that there will be significant changes on several parts of an existing specification, and when the time needed to do those changes is expected to be more than a few meetings. The Shadow TS is created at the beginning of the process, a Shadow TS Rapporteur is nominated, then the Shadow TS is updated via pseudo CRs as done for a draft TS. The Shadow TS Rapporteur shall synchronize the Shadow TS with the CRs done on the real TS during the lifetime of the Shadow TS. The detailed Shadow TS process is described in a separate document (see SA5 Guidelines folder).
14
CR number allocation
The guidelines for the creation of CRs can be found in the 3GPP Technical Specification Group Working Methods (TS 21.900). This section aims at clarifying the procedure in SA5 for CR number allocation.
The process for CR number allocation before the meeting 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 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.

If ADN is closed, then the MCC secretary must be contacted to obtain a Tdoc number and/or to upload the CR.

In case that the delegate cannot obtain the CR number because the MCC secretary is absent for a prolonged length of time(e.g. on holidays), it is preferable to email the Tdoc to the MCC secretary so they can assign the CR number when they are available and upload the document later on behalf of the delegate. 

CRs without numbers are not valid and must be withdrawn in ADN or revised later in the meeting in order to incorporate this number.

In case that a CR is withdrawn in ADN and then submitted again to the same meeting with changes but keeping the same title, it will not be necessary to ask the MCC secretary for a new CR number; the initial CR number is still valid. The delegate must fill in with "1" the rev field of the CR cover to indicate that the original CR was revised. The revision field must be incremented if this procedure is repeated in ADN or during the meeting.

During the meeting the delegate must ask for the CR number directly to the MCC secretary.

In case that a CR from previous meeting is resubmitted strictly identical to next meeting, the same CR number is kept and the rev and date fields are also unchanged. This applies to CRs which were postponed at previous meeting.
In case that a CR from previous meeting is submitted to next meeting with changes, a new CR number will be taken. This applies to CRs which were noted, rejected, or withdrawn at previous meeting.
15
CR naming rules

CR naming shall use the following rule: “Rel-N CR ab.xyz title”.

This rule applies to the CR title in ADN, to the CR file name, and (regarding the title only) to the CR title in the CR cover page, which shall all be aligned. 

Example:

ADN: Rel-12 CR 32.425 Addition of energy saving measurements
File name: S5-13abcd Rel-12 CR 32.425 Addition of energy saving measurements (zip file = S5-13abcd)

CR title (CR cover page): Addition of energy saving measurements
In case of modification, the consistency between the title in ADN/document list, the CR file name and the CR title in the CR cover page shall be maintained. 
16
WID management
The collection of SA5 WIDs shall be made available by SA5 leadership at every SA5 meeting (one Tdoc per ongoing Release). 
Any change of a WID will result in a revised WID to be approved at SA5 plenary level. Only major changes will cause the revised WID to be sent to SA for approval: changes of contents and changes of deliverables. 
SA5 approved WIDs, SA approved WIDs and WI Exceptions are added to the WID collection whenever needed to maintain a full history of WIDs in SA5.
17
Management of IS-SS version link
The process for updating the link from Solution Set (SS) to Information Service (IS) is described as follows according to the various possible scenarios.

	Scenario
	Process

	CR technical change on IS
CR technical change on SS
	Update IS version
Update SS version
Update link from SS to IS

	CR technical change on IS
No technical change on SS 
	Update IS version
Update link from SS to IS

	CR technical change on SS
No technical change on IS
	Update SS version
If two SS versions point to same IS version, the latest SS version applies

	CR editorial change on IS
No change on SS
	Update IS version
No update on link from SS to IS


This process is applicable within one Release (a Rel-X SS cannot point to a Rel-Y IS).

18
Allocation of specification numbers
New specification numbers will not appear in any SA5 documents (WIDs, etc) until they have been formally allocated by MCC (i.e. created in the TS database). 

A specification number can only be requested when the corresponding WID has been approved at TSG level. It is possible to request a specification number immediately after WID approval by TSG plenary but depending on the context it may be preferred to do it only when a first draft specification has been submitted to SA5.
The SA5 chairman is in charge of requesting MCC the allocation of a specification number and will provide the information linking to the WID (SP number, acronym, unique ID). At this stage, the SA5 chairman will propose a specification number to MCC following the recommendation from the SWG.
19
Guidelines for CRs on 3GPP NRM IRPs
3GPP TS 32.103 provides within section 6 a mapping between 32-series and 28-series NRM IRP specifications as described in the figure below.
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Guidelines for pre Rel-11 NRM IRP CRs (Rel-10 and earlier):
· Only 32-series NRM IRPs are impacted (no CRs needed for 28-series NRM IRPs)

· Identify the appropriate 32-series NRM IRPs (see above), and submit CRs as usual

· For handling mirror CRs reaching into Rel-11 or beyond see “Guideline for Rel-11 NRM IRP CRs”

Guidelines for Rel-11 NRM IRP CRs:
· Both, 32-series and 28-series NRM IRPs, are impacted

· Identify the associated 32-series and 28-series NRM IRPs (see above), and submit separate CRs (no mirror CRs)

· For pre Rel-11 mirror CRs on NRM IRPs

· Submit only 32-series mirror CRs for Rel-10 and earlier

· Submit both, 32-series mirror CRs and separate 28-series CRs, for Rel-11

· Submit only 28-series mirror CRs for Rel-12 and beyond

Guidelines for post-Rel-11 NRM IRP CRs (Rel-12 and beyond):
· Only 28-series NRM IRPs are impacted (no CRs needed for 32-series NRM IRPs)

· Identify the appropriate 28-series NRM IRPs (see above), and submit CRs as usual

· For CRs on Repeater object: use definitions provided within the Generic RAN NRM IRP (28.661/2/3)

Guidelines for JWG-Related TS/TR CRs (Rel-11 and beyond):
· Applicable to 32.107, 32.156, 28.620, 32.853

· These specification require coordination with TM Forum before final approval

· Steps for CR approval:

· Submit CR to SA5

· After SA5 provisional approval, these CRs will be communicated to TM Forum for comments/approval via LS

· After joint SA5/TM Forum agreement (via LS and/or conference call(s)) SA5 will approve these CRs to be sent to SA

· SA5 will inform the TM Forum after SA approval of these CRs via LS

20
Guidelines for 28-series structure
The following list comprises a recommended high-level structure for the 28-series TSs:

· 28.0xx: Reserved for High-level/Concepts/Methodology specifications (including potential new versions of 32.500 and 32.300 and 32.690 (note: 28.020 and 28.062 taken by other WG)

· Details TBD, not relevant for Rel-12

· 28.1xx: Reserved for future topics (note: 28.101/102 already reserved for high-level FMC specifications)
· 28.2xx: Reserved for Charging specifications

· Details TBD, not relevant for Rel-12

· 28.3xx: Reserved for Interface IRP specifications (TBD: File format defined in Interface- or Data definition IRP)

· Details TBD, not relevant for Rel-12

· 28.4xx: Reserved for Measurement & Trace Data definitions (TBD: File format defined in Interface- or Data definition IRP)

· Details TBD, not relevant for Rel-12

· 28.5xx: Reserved for future topics

· 28.6xx: Reserved for NRM IRPs

· 28.600-28.619: Already used (CN/EPC non-3GPP access IW NRM IRPs) 
· 28.620-28.649: Common/Generic NRM IRPs (e.g. Generic, State, Inventory, SON) (TBD: 32.690 Inv Mgmt Reqs could be moved to Common/Generic IRPs)

· 28.650-28.699: AN related NRM IRPs (including H(e)NB, WLAN)

· 28.7xx: Reserved for NRM IRPs

· 28.700-28.729: CN-related NRM IRPs

· 28.730-28.749: Transport-related NRM IRPs

· 28.750-28.769: Service-related NRM IRPs

· 28.770-28.799: Reserved for future topic NRM IRPs
ANNEX:
Useful Links

	3GPP Specifications home page
	http://www.3gpp.org/Specifications 

	3GPP Specifications
	http://www.3gpp.org/ftp/Specs/

	3GPP Specification latest updates 
	http://www.3gpp.org/ftp/Specs/latest/

	3GPP Specification status
	http://www.3gpp.org/ftp/Information/Databases/Spec_Status/

	3GPP Specification latest drafts
	http://www.3gpp.org/ftp/Specs/Latest-drafts/ 

	3GPP Change request database

3GPP TSG Working Methods
	http://www.3gpp.org/ftp/Information/Databases/Change_Request/ 

http://www.3gpp.org/ftp/Specs/html-info/21900.htm 

	3GPP Work plan
	http://www.3gpp.org/ftp/Information/WORK_PLAN/ 

	3GPP Meetings
	http://www.3gpp.org/Meetings/meetings.htm 

	3GPP Meeting calendar
	http://webapp.etsi.org/meetingcalendar/QueryForm.asp

	3GPP Meeting invitations
	http://www.3gpp.org/ftp/Invitation/ 

	Delegate contact information (*)
	http://webapp.etsi.org/teldir/TelDirectory.asp

	Update contact information (*)
	http://webapp.etsi.org/teldir/PersonalInfo.asp 

	Email list management (*)
	http://webapp.etsi.org/TBMembershipList/home.asp 

	Info for meetings in ETSI
	http://www.3gpp.org/ftp/information/ETSI_meeting_info/

	SA5 Home page
	http://www.3gpp.org/SA5 

	SA5 Specification list
	http://www.3gpp.org/ftp/Specs/html-info/TSG-WG--S5.htm 

	SA5 Documents
	http://www.3gpp.org/ftp/TSG_SA/WG5_TM/

	SA5 Guidelines
	http://www.3gpp.org/ftp/tsg_sa/WG5_TM/Guidelines/ 

	Archives of SA5 email list
	http://list.etsi.org/3gpp_tsg_sa_wg5.html 

	Archives of CH SWG email list
	http://list.etsi.org/3gpp_tsg_sa_wg5_charging.html 

	Archives of OAM SWG email list
	http://list.etsi.org/3gpp_tsg_sa_wg5_oam.html 


(*): ETSI account required
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