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Foreword

The present document was formulated under the cognizance of the Technical Plenary of oneM2M in accordance with the Working Procedures, [2]. Readers should be aware of the following statement in the Working Procedures: 

In the event of conflict between the Method of Work and these Working Procedures, these Working Procedures shall prevail.
The contents of the present document are subject to continuing work. The structure, format and content may change following formal approval by the Technical Plenary. Should modification be approved, the present document will be re-released with an identifying change of release date and version. Further details regarding the version identifier may be found in  7.7 of the present document.

The most recent version of the present document is available in machine-readable form via the oneM2M web site:

http://www.oneM2M.org
Introduction
The oneM2M partnership is a collaboration of Partners and Members [1] with diverse experience and cultural backgrounds. To avoid misunderstanding, and to foster an open, transparent and fair collaborative culture, it is important that the processes used are well understood.

It is anticipated that our deliverables will be subject to change, both during their initial development cycle, and after compliant systems have been deployed. It is important that changes introduced into a deliverable maintain technical consistency and provide an audit trail for the changes.

oneM2M must also be responsive to the speed of development in the machine-to-machine market sector. The founding agreement notes the following:

The partnership is characterized by the following attributes:

a) Decision making takes place through a consensus-based process at the appropriate levels;

b) Fast approval processes are used to reduce production time for Technical Specifications and Technical Reports [2] from conception to approval; and

c) Modern (electronic) working methods are used as fully as possible.

1 Scope

The Working Procedures Document, [2], identifies the following tasks for the Technical Plenary extracted from Article 12:

The TP shall prepare, approve and maintain oneM2M Technical Specifications and Technical Reports taking into account market requirements.

The TP shall also perform the following tasks:

· Creating WGs and approving their scopes and terms of reference;

· Appointing a WG Convener when a new WG is created (see Article 13);

· Endorsing WG Chair and Vice Chair(s) as proposed by the WG;

· Resolving deadlocks within and between WGs;

· Handling of appeals on technical matters;

· Determining whether specific regional requirements will be addressed;

· Handling the document release process and change management process while examining improved processes for document handling;

· Liaising with other organizations on technical matters; and

· Maintaining the list of Members and Partners Type 2 eligible to vote within the TP (Voting Members).

Article 46 of the Working Procedures Document [2] states:

The TP may create its own Method of Work to provide further guidance for the operation of the Technical Plenary and its subordinate groups provided that Method of Work does not conflict with these Working Procedures. In the event of conflict between the Method of Work and these Working Procedures, these Working Procedures shall prevail.

The present document is the “Method of Work” referred to in Article 46, and addresses the process within the Technical Plenary, its subordinate groups and the Secretariat to accomplish the tasks extracted from Article 12. In addition, the present document addresses processes to accomplish tasks not specifically identified in the Working Procedures Document but considered essential to the efficient operation of the Technical Plenary.
2 References

2.1 Normative References

The following standards contain provisions, which, through reference in this text, constitute provisions of the present document. At the time of publication, the versions indicated were valid. All standards are subject to revision, and parties to agreements based on the present document are encouraged to investigate the possibility of applying the most recent editions of the standards indicated below. 

References are either non‑specific or specific (identified by date of publication, edition, version, etc.) or non‑specific. For a non‑specific reference, the latest version applies. For a specific reference, subsequent revisions do not apply.

[1] oneM2M Partnership Agreement

[2] oneM2M Working Procedures Document 

[3] Drafting Rules

3 Definitions, Abbreviations 

This section contains definitions and abbreviations that are used within the present document.

3.1 Definitions 

	Adjourn
	To adjourn means that business is suspended until a later stated time or place, and occurs to close the meeting. The meeting may be adjourned when the meeting has completed its current agenda, or has reached the end of it announced time slot. The meeting may be convened after an adjournment with a new agenda. Resumption of business after an adjournment requires “opening proceedings” such as agreement of agenda or report of a previous meeting.

	Agree
	A Technical Plenary (TP) and/or Working Group (WG) action formally accepting content within a contribution or CR, or a draft version of a deliverable

	Approve
	A Technical Plenary (TP) action formally accepting a Change Request (CR) to an approved deliverable under change control, or a draft version of a deliverable

	Approved Deliverable
	A deliverable that has been formally approved by the TP.

	Change Request (CR)
	A structured technical input contribution to a oneM2M meeting proposing detailed additions, changes, or deletions to a draft or an approved deliverable.

	Contribution
	A technical input to a oneM2M meeting, available on the oneM2M portal document area.

	CSD
	Current State of the Deliverable: a document that represents a snapshot in time of a Deliverable. A CSD shall not contain changes (revision marks), comments or editors notes.

	Daft Deliverable
	A Rapporteur generated draft interim version of a deliverable.

	Deliverable
	A deliverable within the Technical Plenary refers to an object that is intended to be made available for distribution beyond the membership of the Technical Plenary, such as to the Partners Type 1. A deliverable may be one of:

· Technical Report
· Technical Specification

	Deliverable Freeze
	A Technical Plenary (TP) and/or Working Group (WG) action on a draft deliverable, restricting further technical input to essential changes and corrections

	Document
	an input or output to/from a oneM2M meeting, available on the oneM2M portal document area to achieve a Work Item (WI) scope.

	Editorial change
	A change shall be considered an editorial change only if is intended to correct and editorial or format mistake: It shall not:

· Introduce new technical content 
· Modify the technical content of the deliverable
· Impact the technical consistency whether that consistency is self-consistency or consistency with other deliverables.

	Final draft Deliverable 
	An Agreed draft Deliverable ready for formal approval by the TP.

	Input Daft Deliverable
	A Rapporteur generated draft Deliverable contributed to a technical meeting (including corrections and editorial/structural changes).

	Late Submission
	A document submitted to a group after the established deadline for submission.

	OneM2M Deliverable
	A formal oneM2M document, typically created under the auspices of an approved Work Item as described in WPD[2] Article 34, deemed to be made available internally or externally to oneM2M. 

Editor’s note: We need to assure to include in the deliverable categories other form of documents, such as presentation of other dissemination material.

	oneM2M Release
	A release is a set of deliverables (TSes/TRs and other relevant deliverables), which is technically consistent at the time of the freeze of the Release. It is made by a subset of the oneM2M deliverables; ideally it could include all the active TSes of oneM2M at the time of the freeze. 

	Output Draft Deliverable:
	A Rapporteur generated draft Deliverable implementing the cumulative agreed contributions and/or CRs, submitted to the meeting for agreement. 

	Rapporteur
	A representative of a oneM2M Member or Partner with overall responsibility for managing a draft deliverable and implementing agreed inputs. May be assisted by editor(s) as needed.

	Ratified Deliverable  
	A deliverable that has been formally ratified by the TP. The deliverable is then considered available to the Partners for publication.

	Ratify
	A Technical Plenary (TP) action formally accepting an approved deliverable, or a set of deliverables as part of a Release. The deliverable or the Release is then considered finalized and available to the Partners for publication.

	recess
	To recess means that business is suspended. Members may leave the meeting, but are expected to remain available to reassemble at a later time. A recess may be simply to allow a break (e.g. for coffee break, lunch or overnight) or it may be related to the meeting (e.g. to allow time for off-line discussion or vote-counting). Resumption of business after a recess does not require “opening proceedings”; business resumes at the point where it was suspended. The Chair may call a recess at any time.

	Release
	A Release is a set of ratified Deliverables that are technically consistent at the time of the freeze of the Release. The specific Deliverables considered part of a Release are identified in a release control document.. 

	Release Freeze
	A Technical Plenary (TP) action on a Release, restricting further technical input to essential changes and corrections

	Release Independent Deliverable
	A Deliverable having relevance, which spans over more than one release and that is explicitly not assigned to a specific release.

	Stable draft eliverable
	An agreed draft Deliverable containing the majority of the technical content needed

	technical change
	A change shall be considered a technical change if any of the following is true:

· It introduces new functionality;
· It changes the behavior of existing functionality;
· It impacts the technical consistency whether that consistency is self-consistency or consistency with other deliverables.

	UniqueID
	A short identifier that is assigned to a Deliverable, and is unique within its namespace.

	Version Identifier
	A semantic identifier that indicates the version of the object to which it is associated. 


3.2 Abbreviations 

	CSD
	Current State of the Deliverable.

	WPD
	Working Procedure Document, see [2]


4 Conventions

The key words "Shall", "Shall not", "Should", "Should not", "May", and "Need not" in the present document are to be interpreted as described in the Drafting Rules, [3].
5 Subordinate Groups

The Technical Plenary has the authority to create Working Groups and Ad-Hoc Groups in accordance with the WPD [2].

A Working Group has the authority to create Ad-Hoc Groups in accordance with the WPD.

An Ad-Hoc Group should be assigned a specific task with a target completion date.

An Ad-Hoc Group does not have authority to include material in a Deliverable, but may recommend material back to its parent Working Group. 

Multiple Ad-Hoc Groups may meet in parallel taking into account: the needs of oneM2M; and the need to accommodate resource constraints.

6 Workflow for Handling Deliverables

6.1 General

Deliverables are developed based on Member and Partners Type 2 input documents. Material from input documents is incorporated into a Deliverable via a consensus process.

For the overall standardization progress of the Work Item the responsible WG has the flexibility to develop deliverables in parallel (e.g.: Technical Specification may implement certain features before the Technical Report that may contain them is completed).
6.2 Creating a new Deliverable

A new deliverable is identified with the approval of a Work Item. A Work Item may identify more than one deliverable.

Immediately upon approval of the Work Item, the following shall occur for each deliverable identified:

1. A responsible Working Group shall be identified that is delegated responsibility for the Deliverable. Zero or more contributing Working Groups may be identified. The responsible Working Group shall consider input contributing Working Groups. Contributing Working Groups shall provide their input to the responsible Working Group in a timely manner.

2. a UniqueID is assigned to the deliverable;

3. a document is created representing the current state of the Deliverable, CSD, even if that document is empty or is an empty template;

4. The CSD is assigned the version identifier 0.0.0;

5. The CSD is assigned the status draft;

6. A Rapporteur is identified and given responsibility and authority to maintain the current state of the Deliverable, CSD. The role of Rapporteur may be reassigned to a candidate nominated by the responsible WG Chair, subject to confirmation by the responsible committee and the TP, in the event that the Rapporteur is unable to continue to act in that capacity.

6.3 Development Cycle

6.3.1 General

Development of a Deliverable iterates over a number of cycles. During each cycle, Members and Partners Type 2 develop proposed amendments to the CSD. At the end of a cycle, and by consensus, material from input documents is incorporated into the CSD. An illustration of a typical cycle is shown in Figure 6‑1.
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Figure 6‑1
Typical Development Cycle

The CSD should be available at the end of a development cycle. The CSD shall be available as soon as possible and not later than 14 days after the end of a development cycle. The CSD shall be available via a well-known URL unique to the Deliverable. The CSD shall be uniquely identifiable via its version id. 

6.3.2 Role of the Rapporteur
A Rapporteur is identified upon creation of each Deliverable - see 6.2. The Rapporteur is responsible for:

1. Serving in the role of primary editor of the CSD. The Rapporteur may be assisted by a team of editors;

2. Incorporating material from  input documents into the CSD following the guidance of the responsible Working Group;

3. Providing a Deliverable to the secretariat in compliance with the Drafting Rules, [2];

4. Maintaining a complete set of previous versions of the CSD;

5. Serving as an initial point of contact for technical questions related to the Deliverable. 

Members should be aware of points3 above and should provide their input in a manner that facilitates its incorporation into the CSD.

6.3.3 Role of the secretariat

The role of the secretariat is as follows:

1. For each Deliverable, establish and maintain a well-known URL to facilitate rapid access to the current State of the Deliverable. Update the document that is the target of that URL following guidance from the Chair of the responsible Working Group, or the Rapporteur;

6.4 Ratification Cycle

6.4.1 General

Upon a decision made at the Technical Plenary, a Deliverable may enter the ratification cycle – a process by which a Deliverable is made available to the Partners for potential publication. 

The decision making process for the Technical Plenary and its Working Groups is described in the WPD [2]. 

6.4.2 Role of the Rapporteur
For each Deliverable that has entered the ratification cycle, the Rapporteur shall provide to the secretariat: the CSD for the Deliverable, and all supporting files including editable originals of non-text items such as figures, charts, equations, etc. if not natively supported. 

6.4.3 Role of the secretariat

For each Deliverable, the role of the secretariat is as follows:

1. Ensure that the material received from the Rapporteur is complete;

2. Take appropriate steps to prepare the Deliverable, including:

a. Amend the version identifier, as appropriate;

b. Ensure the unique identifier, and the title are correct;

c. Ensure that that the Deliverable is in compliance with the Drafting Rules, [3].

3. Take appropriate steps to make the Deliverable available;

4. Make the action known to the Steering Committee.

7 Deliverables and Release Management
7.1 Introduction
7.2 Deliverables management
Step 0: 
Work Item

a) The TP approves a WI. The responsibility of the WI or part of it may be delegated to one or more TP WGs.
b) A work item includes the full development of one or more deliverables, or the development of a set of functions inside a set of existing deliverables.

c) Each work item and deliverable shall be associated a schedule (including Freeze, Approval and Ratify dates) and one or more designed Rapporteurs, identified in the WI proposal.

Step 1: 
Draft

a) The Working Group (and/or Technical Plenary) Agrees an initial outline draft developed in cooperation with the Rapporteur, as a target for further discussion and contributions.

b) The Working Group (and/or Technical Plenary) accepts input contributions for discussion, and agrees upon specific content for inclusion in the draft deliverable.
c) The Rapporteur incorporates agreed content from contributions into the draft deliverable, and creates an output draft of the meeting editorial mistakes should be corrected by the editor. No content or structure changes are permitted.
1. The output draft shall be available on the oneM2M portal document area no later than 10 days after close of the meeting
2. After a 10 day review period during which corrections may be made, the draft shall be declared the Agreed output draft Deliverable of the meeting, and becomes the target version for future contributions.
Steps c.1 and c.2 are iterative until a final draft deliverable is achieved.
Step 2: 
Change Control

a) The Working Group (and/or Technical Plenary) may, at any time, determine that the technical content of a draft deliverable (e.g. TR or TS) is sufficiently advanced that further contributions should utilize the formal change control process.  

b) Revisions to existing (published or unpublished) approved deliverables shall always be under change control.
Step 3: 
Change Requests

a) Contributions to deliverables under Change Control shall be made as Change Requests using the current oneM2M CR template, and shall propose either new content or modifications to existing content in the form of detailed additions, changes, or deletions to specific text or sections of a deliverable.  

b) The technical working group (i.e. WG) shall iteratively report the agreed CRs and version status of the deliverable to the Technical Plenary. 

c) The Rapporteur incorporates agreed CRs into an output draft of the meeting, as detailed in Step 1.c.  The Rapporteur can not made any modification different form the one proposed by the agreed CRs. Any change proposed by the Rapporteur, including the editorial ones, shall be proposed via Change Request.

Step 4: 
Freeze

a) The Working Group (and/or Technical Plenary) may determine that the technical content of a draft deliverable is complete (given consideration of the WI scope and workplan), and may freeze the deliverable for technical input. 
b) A deliverable freeze shall restrict further technical input to essential changes and corrections.
Step 5: 
Approval

a) The Working Group (and/or Technical Plenary) shall determine that work on a draft deliverable is complete, and Agree upon a final draft. The final draft is proposed to the Technical Plenary for Approval.
b) Upon receipt of an Agreed final draft deliverable, the Technical Plenary confirms the deliverable status and approves it according to the TP decision process in WPD [2] Article 17.
If the final draft deliverable was not available on the oneM2M portal for review by the Technical Plenary contribution deadline, the Technical Plenary approval shall be provisional, and there will be 14 day review period after Technical Plenary close in which corrections may be made, and then the final draft Deliverable shall be declared Approved.

c) The Approved Deliverable shall be forwarded to the oneM2M secretariat for post-processing.

Step 6: 
Changes to a TP approved deliverable

a) Changes to a TP approved Deliverable may be made under a new or an existing WI.

b) Changes to a TP approved Deliverable are made by means of Change Requests using the current oneM2M CR template.

c) The Technical Plenary approve the CRs agreed by technical working group (i.e. WG), taking note of any Member or Partner T ype 2 comments or questions, and the decision making process in WPD [2]article 17. 

d) Rapporteur incorporates Approved CRs content from contributions into the draft deliverable, and creates an output draft of the meeting.
a. The output draft shall be available on the oneM2M portal document area no later than 7 days after close of the meeting
b. After a 14 day review period in which corrections may be made in case of wrong CR implementation, the draft shall be declared Approved, and becomes the target version for future contributions.
Step 7: 
Ratification

a) The Technical Plenary may determine that an approved Deliverable is a candidate for ratification. 

b) Based on both content and timing considerations, the TP by consensus may declare the Deliverable Ratified. A deliverable will be considered ratified following checks for IPR status for external references and a consistency check with other deliverables.

c) Following ratification, the Deliverable is considered finalized and available to the Partners for publication. 

7.3 Release management
Step 0:
 first release 

1. The Technical Plenary may determine that the technical content of a Release is complete, and freeze that Release. The decision of freezing a Release could be based on both content and timing considerations.

2. When all the deliverables of the Release are TP approved, based on both content and timing considerations, the TP by consensus may declare the Release as Ratified. Following ratification, the Release is then considered available to the Partners for publication.

Step 1 :
Open of a subsequent release:

a) A new release is opened by the approval of first CR targeting the new release. Such CR should target a deliverable that it is in TP approved state. The new release may be open before the previous one is ratified.

b) Each CR shall clearly indicate if is intended to be applied to a new release (in addition to the version of the deliverable that is targeted).

3. For each deliverable, the first CR approved by the TP and intended to be applied to the new release, generates a version of the deliverable belonging to the indicated new release. The new version is in TP Approved state. Both version are subject to Change Control process.

4. The Working Group and Technical Plenary may determine that the technical content of a deliverable in the release is complete, and may freeze the deliverable for technical input. 

5. The Technical Plenary may determine that the technical content of a elease is complete, and decide to freeze the Release. 

6. Based on both content and timing considerations, the TP by consensus may declare the Release ratified. Following ratification, the Release is then considered finalized and available to the Partners for publication.

7.4 Dismissal of a Release

All the Releases are subject to maintenance via CR process for essential corrections. 

A release may be dismissed when the TP will declare it not anymore relevant for maintenance, typically when an old release will be considered obsolete by the TP.

7.5 Portal impacts

7.5.1 Release description and content

Each release shall be listed on the portal including a short description of the Release content and a list of each deliverable included in the Release. An easy to remember name shall be associated to the Release (e.g. the year, a colour, or a fancy name).

7.5.2 CR numbering and tracking

Each CR has a unique identifier. The unique identifier includes the contribution number and the revision number

It is desirable to have a data base on the portal for the CRs, as a temporary solution the implemented CRs shall be listed at the end of the pertinent deliverable by Rapporteur/editor.

7.6 TRs/TS numbering

Each TSes/TRs has a unique identifier, which includes a 3 field version code and a title 



TR/TS xxxxx version xx.xx.xx title

The unique identifier is a sequential number determined by the secretariat (due to portal constrains). Such limitation is currently accepted, but it is in general desirable to evolve to numbering schemes giving a hint about the document’s domain (e.g. stage 1/2/3, security, management, semantic, testing, etc.).

The cover page shall indicate clearly the status of the deliverable, in particular each deliverable in draft state versus the ratified state shall be clearly identified.

7.7 Version numbering

The 3 field version code shall be used to be used as follows:

First field from the left: Release


0 = draft spec


N = the specification belongs to Release N

The number is moved from 0 to N at approval time of the draft deliverable

The number is incremented from N to N+1 at the time of the generation of a new version. Second field from the left: technical content


The number is set to 0 at any increase of the Release field.


The number is increased at any update of the technical content of the deliverable.

Third field from the left: editorial modification


The number is set to 0 at any increase of the technical content field.


The number is increased at any editorial update of the deliverable.

Some examples are:

0.0.0 
First draft skeleton

0.1.0 
First technical change
0.2.0 
Technical change
0.2.1 
Editorial update
1.0.0 
First approved version Release 1
2.0.0 
First Release 2 version (from 0.x.x for a new spec, from 1.x.x when generated from an approved Release 1 spec)
2.1.0 
Technical change to Release 2
3.0.0 
First Release 3 version (from 0.x.x for a new spec, from 2.x.x when generated from an approved Release 1 spec)
7.8 Release independent deliverables

Some deliverables may be explicitly not assigned to any specific release when explicitly indicated in the WI. Such deliverables will remain version 1.x.x. and will be clearly marked as release independent deliverables in their first page.

7.9 OneM2M internal TRs

The oneM2M TRs are always intended to be public. Nevertheless some TRs may be only of internal relevance to oneM2M (e.g. internal studies preparing a TS). Such deliverables remain available to the public on the portal and website, but shall not be formally used for external reference or other external purposes.

These TRs are declared internal in the WI and will be clearly marked “for oneM2M internal use only” in their first page.

8 General workflow for conducting a meeting

8.1 General

The Technical Plenary and its subordinate groups operate as follows:

1. address documents of various types that are received by the group;

2. generate intermediate results as appropriate to facilitate consensus; 

3. make a decision regarding action as appropriate based on documents received or intermediate results; 

4. generate output documents of various types. 

The decision making process for the Technical Plenary and its Working Groups is described in the WPD, [1]. 

8.2 Meeting numbering/naming

In order to facilitate the management of Technical Plenary and Working Group meetings, a uniform, sequential numbering convention is utilized.  Scheduled TP meeting numbers are used as ‘anchors’ for numbering the WG meetings.

1) Scheduled regular physical TP meetings shall be numbered as TPx (x being the number of the TP meeting). 
2) Scheduled regular WG meetings shall be numbered as [WG-name]x.y (where x is the number of the preceding TP meeting, and where y is the number of the WG meeting at or after TPx meeting).
a) A scheduled regular WG meeting occurring during a scheduled regular physical TP meeting TPx shall bear the name [WG-name]x.0
b) Scheduled regular WG meetings occurring after the scheduled regular physical TP meeting TPx but before the next scheduled regular physical TP meeting shall bear the name [WG-name]x.1, [WG-name]x.2, … 
3) When additional new regular TP or WG meetings are added between previously scheduled meetings and if the following meetings are not renumbered, the newly added meetings shall have the same name as the preceding meeting with the suffix “bis”, “ter”, etc… being added.
4) Ad-hoc meetings shall have the additional suffix “-ah” (Unicode code point U+002D, followed by the characters “ah”).
5) For joint meetings between two or more working groups, a “primary” working group will be designated. The name of the joint meeting will be derived from the name of that primary working group, along Joint meetings will be designated primarily by the working group considered
6) Optionally, a meeting name may be further suffixed with additional information, e.g. to indicate a joint meeting. Such information will be provided after a hyphen-minus character (Unicode code point U+002D).
Examples:

1. Physical meetings at the TP plenary (TP6 in this example): 

TP6

REQ6.0

ARC6.0

2. WG regular meetings(electronic or physical) after TP6, before TP7

REQ6.1, REQ6.2, REQ6.3 …

ARC6.1 …

3. REQ Ad-hoc meeting inserted between REQ6.2 and REQ6.3 as a joint meeting with ARC and MAS group

REQ6.2bis-ah-joint_ARC_MAS

8.3 Received Document Types

8.3.1 General

Documents are considered received by the Technical Plenary or the Working Group when they are made available from the oneM2M web-site as determined by a timestamp assigned by the server, associated with the document.

The Technical Plenary shall establish a deadline for submission of documents in accordance with the WPD [2]. A document submitted after the deadline shall be considered a late submission. 

An informative document shall state the status of the copyright of the material contained within it, according to the templates that are designed according to the Partnership Agreement [1] and WPD[2].
8.3.2 Administrative
Administrative documents facilitate the operation of the group. Examples include: the meeting agenda; the previous meeting report; and any other document that facilitates the operation of the group.

Administrative documents pertain only to a specific group and are issued only by the Secretariat or officers of the Technical Plenary or the relevant subordinate group.
The decision making process for the Technical Plenary and its Working Groups is described in the WPD [2]. 

8.3.2.1 Draft meeting agenda

The WPD [2] details requirements for draft agenda.

The draft agenda is considered a living document and may be updated both before the start of the meeting and during the meeting as required to facilitate the operation of the meeting.

8.3.2.2 Previous Meeting Report

The WPD states:

A report shall be prepared by the Chair following all SC, TP and WG meetings.

Meeting reports are not “minutes” in the strict sense of the term, since a detailed record of all comments and discussions is not required unless determined by the group that such detail is beneficial. The report should include:

· the date and place of the meeting;

· a list of persons in attendance (in case of face to face WG meetings in correspondence with a TP meeting, the attendance of the TP is referenced);

· a statement that a quorum was (or was not) present (for TP plenary);

· actions taken;

· significant unresolved issues;

· voting records (the use of “unanimous” when applicable or the notation by member name of votes cast);

· a list of documents submitted to the meeting, including late submissions;

· future meeting schedules (if applicable);

· action items assigned;

· time of adjournment.
The WGs shall use a common template.

 A list of documents submitted to the meeting is maintained on the oneM2M web-site.

Where practical, the previous meeting should be approved via email discussion within a 14 day approval period.

8.3.2.3 WG summary

When a TP plenary meeting is to be conducted face-to-face and includes meetings of multiple groups, a WG summary shall be provided, when applicable, to the initial and final plenary.

8.3.2.4 Draft weekly schedule

When a meeting is to be conducted face-to-face and includes meetings of multiple groups, a draft weekly schedule is issued 14 days prior to the start of the meeting.

The draft weekly schedule contains the allocation of the TP and WG time slots, for each day of the face-to-face meeting.

The draft weekly schedule is considered a living document and may be updated both before the start of the meeting and during the meeting as required to facilitate the operation of the meeting.

8.3.3 Informative

Informative documents provide the ability for Members and Partners Type 2 to make available any information that may be of interest to the Technical Plenary or its subordinate groups.

No material provided in an informative document may be incorporated directly into a Deliverable.

Receipt of an informative document shall be interpreted as permission to maintain a copy of the complete document on the oneM2M web-site. 

8.3.4 Technical contribution

A technical contribution provides the ability for Members and Partners Type 2 to propose input or changes to a proposed or existing Deliverable. The contribution should be submitted to the responsible Working Group.

A contribution should contain rationale for the proposed amendment to facilitate consensus.

A contribution shall contain specific proposed changes to a specific Deliverable.

Receipt of a contribution shall be interpreted as grant of copyright license to the material contained within it per Article 23 of the Working Procedures Document.

Receipt of a contribution shall be interpreted as agreement by the author or authors to be bound by the required oneM2M notice.

8.3.5 “Other contribution”

An “other contribution” provides the ability for Members and Partners Type 2 to propose actions which impact a proposed or existing Deliverable. The contribution should be submitted to the responsible Group.

An “other contribution” should contain rationale for the proposed amendment to facilitate consensus.

Receipt of an “other contribution” shall be interpreted as grant of copyright license to the material contained within it per article 23 of the Working Procedures Document [2].
Receipt of an “other contribution” shall be interpreted as agreement by the author or authors to be bound by the required oneM2M notice.
8.4 Output Document Types

8.4.1 Administrative

8.4.1.1 Meeting report

A meeting report shall be prepared according to section 8.3.2.2. 

8.4.2 Current State of the Deliverable (CSD)
The CSD should be available at the conclusion of the meeting. The CSD shall be available within 7 days of the conclusion of the meeting. It shall include a clean version of the deliverable and a version showing the agreed changes relative to the previous version.

The clean version shall be used as the basis for further contributions.

8.4.3 Work Item
Any amendments to Work Items.

Any new Work Items.
8.5 Document consideration priorities

Within the Technical Plenary, documents shall be considered in accordance with the following ordered list:

1. Administrative Documents as appropriate to facilitate the operation of the meeting;

2. Input documents;

3. Information documents identified as providing supporting information for an input document;

4. Information documents not identified as providing supporting information for an input document.

Late submissions are considered subject to agreement from the group.

Note: this list will, is intended to be extended according to future identified needs.
9 Deliverables

All approved deliverables shall be provided according to the Drafting Rules [3], as appropriate.

9.1 Unique Identifier

Each deliverable is assigned a unique identifier when the need for the deliverable is initially identified. The unique identifier is constructed according to the following scheme.

The unique identifier for a Technical Report shall contain the prefix “TR-“

The unique identifier for a Technical Specification shall contain the prefix “TS-“

The unique identifier for an Administrative Document shall contain the prefix “AD-“

10  Work Items and CR through Releases: Guidelines

The WP rules about WI and Change Requests provide a significant flexibility to accommodate both the needs of an initial version of a technical document and its evolution and maintenance across multiple releases. This section provide guidelines about how to manage this flexibility.
10.1  Work Items for new specifications
At its first creation a TS or a TR are typically containers for sets of functions. Typically the first version of the deliverable is linked to a work item that is a sort of “container “ broadly indicating the kind of expected work, or to a set a coordinated work items covering the sets of expected functions. According to section 7.2 the deliverable is developed firstly with contributions and then, when the change control applies, by means of Change Request. 
Once the document is completed, and the original Work Item is closed then the specification goes into maintenance. Only corrections shall be allowed on a finalized release, unless justified by exceptional circumstances.  For this purpose, see “MNT” WI in section  10.3.
10.2   New Work Items for existing specifications
According to section  7, after a deliverable is TP approved, it will not be approved again by the TP. The TP approves only CRs and the updated  deliverable is then considered approved once the CRs have been correctly implemented.The first CR addressing a new release of the document  generates a new initial version for the new Release. The typical case is that a new function is added to a specification or to a set of specifications. 
The set of changes related to a new specific  function or to a change to an existing functionality shall be covered by a single new WI, dedicated to this function. This WI shall cover all the necessary changes in all the deliverables in all the WGs for this functionality.
Note: As a side effect, a new release will be composed of the functionality of the previous release the changes to add or remove functionality covered by each WI pertaining to the new release. This makes it easier to trace the content and the progress of a release, and also allows to remove a functionality by means of identifying all the changes related to that specific functionality.

For very small technical enhancements, the “STE” WI may also be applicable as defined in section 10.4.

In case of corrections, the  “MNT” WI may also be applicable as defined in section 10.3.
10.3  The “MNT” WI

The “MNT” (Maintenace) WI is applicable to all the releases. It is a predefined WI that covers all the corrections to past releases and can apply also to the current one(s) under development. It should be associated with the closed WIs that have originally introduced the functionality to be corrected. The relevant closed WI shall be indicated in the cover pages of the CRs.

A correction should be proposed taking into account all the releases: the organization(s) proposing a CR under the “MNT” WI should present mirror CRs, one for each of the releases to which the correction could apply.

The Chairs, Vice Chairs, the editors and rapporteurs shall inform  the WG/TP when they think  a correction need to be propagated to other releases and request the proposing organization(s) to submit the appropriate mirror CRs.

10.4  The “STE” WI

The “STE” (Small Technical Enhancements) WI is applicable to Release(s) under development. It is a predefined WI that covers small enhancements without the need of a dedicated WI.

Here are some examples which are small technical enhancements:
· A small modification of an existing mechanism

· A small update of an existing entity

· An extension in the range of a parameter

· A new “informational” parameter not requiring additional functionality  in architecture or  protocol

· Etc …

Here are some examples which are not small technical enhancements:
· New architectural elements

· New functionality

· New resources

· A new parameter implying additional functionalities

· A small change in stage 1 or 2 that implies any of the above

· Etc…
The organization(s) proposing a CR under the “STE” WI shall  justify why the proposed changes should be considered as small technical enhancements.
The Chairs, Vice Chairs, the editors and rapporteurs shall inform  the WG/TP when they think a CR is not a small technical enhancement.In case of doubt or extended discussion in the WG/TP, a change shall not be considered a small technical enhancements and a dedicated WI shall be required to cover the change.
10.5 Workflow among releases

When adopting a 3-stages approach developing a specification release it is necessary to concentrate the effort of the specific stage under development, and to develop each new requirement, new functionality and new protocol on consistent basis.
The following guidelines are therefore given to govern the workflow among subsequent releases development (Release x+1 respect to Release x):
· Release x+1 stage 1 normative work cannot be initiated before the freezing of Release x stage 3

· Release x+1 stage 2 normative work cannot be initiated before the ratification of Release-x

· Non normative work on stage 1 of Release x+1 can be performed at any time of Release x
· Non normative work on stage 2 Rel x+1 can be performed after the freezing of stage 3 Release x

· Testing is seen as an independent process not directly linked to the 3 stages model.

these guidelines are general principles for all the Releases, the TP may decide different timelines for a specific release based on identified needs/opportunities.
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