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1 Reason for Change

As a CR towards the process document on introduction of closure reviews was agreed, it was also noted that it would make sense to provide some additional guidelines to chairs on how to conduct closure reviews. Therefore, this CR has been generated to propose text for the chairs guidance document. As there was no text in this document related to any kinds of reviews, the CR also proposes some text related to management of other forms of reviews.
2 Impact on Backward Compatibility

None
3 Impact on Other Specifications

None
4 Intellectual Property Rights

Members and their Affiliates (collectively, "Members") agree to use their reasonable endeavours to inform timely the Open Mobile Alliance of Essential IPR as they become aware that the Essential IPR is related to the prepared or published Specification.  This obligation does not imply an obligation on Members to conduct IPR searches.  This duty is contained in the Open Mobile Alliance application form to which each Member's attention is drawn.  Members shall submit to the General Manager of Operations of OMA the IPR Statement and the IPR Licensing Declaration.  These forms are available from OMA or online at the OMA website at www.openmobilealliance.org.

5 Recommendation

It is recommended that REL reviews and agrees to the proposed changes.
6 Detailed Change Proposal

Change 1:  Suggested inclusion of new section 5.5 Reviews
5.5 Reviews

Reviews should be used as a means to ensure quality and consistency of the technical work. There are different kinds of reviews with different purposes and which that are to be used depends on what kind of deliverables that are produced.
5.5.1 Informal reviews

Informal reviews are used to get early feedback on technical material from the broader membership. Typically, the material that is subject to these kinds of reviews is RDs and ADs and the feedback then comes from members of the Requirements and Architecture groups. As chair, you should aim to schedule informal reviews early during the development process, as it will be easier to agree on needed changes to the material at that point. When the work is close to completion, the material is often the result of a number of compromises in the group and the time plans may be jeopardized by major changes so therefore there may be a great reluctance from the participants to do any major changes.
Aim for a light weight approach to deal with the review comments and document the responses in minutes or presentation material. If comments are received that risk to bring back discussions that have already taken place in the group, then refer back to those rather than allowing that the topic is opened up for discussion again.   
5.5.2 Formal reviews

Formal reviews are used as the final step to finish work during a development stage, e.g. RD, AD and T S work.
Although it may be tempting to go to a formal review with a number of known issues remaining in the material, this is not a good idea. Typically, this just means that the review period will become longer and compared to regular work with technical material, you will now also ensure that the review report is kept updated.
After the review is initiated, there will be a period during which comments are received. Assign a review report editor that collects the comments during the review period and that organizes the comments so that duplicate comments can be easily identified and so that editorial comments are separated from technical comments and questions for clarifications. 

After the review comment period has closed, schedule a first meeting to go through the comments and assign actions to people to start address these. Comments that the group agree are editorial may be handed off to the editor of the document that they target so that he/she can propose some suitable changes. 

If there is a lack of volunteers to address certain review comments, try to clarify why that is the case. If there is no interest within the group to do any changes based on a comment, then allow the comment to remain open for some time and contact the person from whom the comment originates to ask him/her to propose a solution.
5.5.3 Closure reviews

Closure reviews are used during development that uses lightweight procedures, but may also be used prior to formal reviews.
Prior to the start of the closure review, encourage people to read the documents and come prepared to the review meeting. It may be a good idea to even assign actions to participants of the group to go through certain documents or parts of documents to ensure that at least someone has read through the document(s) before the review meeting.

During the review meeting, make sure that the issues that are raised are documented in the minutes but not further discussed – do not attempt to provide for a solution to the problem at this time. Actions to produce CRs may be assigned to the participants. Avoid lengthy discussions on issues, the resulting CR will need to explain the problem as well as the solution.
After the review is completed, send out notice of a time period for CRs to be submitted. Two weeks is a minimal period, and two months should be the maximum.

In order to avoid that the review drags out in time, follow up with those with outstanding action items to make sure that they produce their CRs. If no CR is produced, then check if anyone else in the group is interested in taking over the action item point.

A last call for CRs is to be sent out  when the number of remaining yet to be addressed CRs is getting low. Do not wait too long until sending out this last call, as it will put a deadline in place to ensure timely completion of the work.

When the time period for last call for CRs has expired, determine if there is any interest in following up on any remaining issues.  If there is interest, reassign actions as needed, and send out a new notice of a time period for CRs. 
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