
ITU-T Contributions Tutorial



Background



The 

Importance of 

Contributions

Contributions provide the vital “fuel” to the work of the 
Study Groups

Well-written and well-structured Contributions are 
essential to the success of Study Groups and 
Working Parties

Our collaborative work towards global ICT standards
depends wholly on the timely submission of relevant,
quality Contributions by delegates to the ITU-T



General directives on the preparation and 
submission of Contributions are set out in the 
ITU-TA-series Recommendations

ITU-T A.1 covers the submission and 
processing of Contributions, i.e. deadlines, 
posting, patent/licensing declarations

ITU-T A.2, including its Appendix, provides  
guidelines on content, mechanics and 
formatting

Where to find 

information on 

submitting 

Contributions 

to ITU-T



Details on contributions 

preparation and submission



Contents of contribution

• Acontribution should be clear, concise and comprehensive in itself

• The main text of the contribution should contain at least the sections on 

Rationale (or Discussion) and Proposal (or Conclusion)

• Supplementary sections such as annexes, if necessary, should follow 

the main text

Rec.A.2,Appendix I: Guidelines for the preparation of

contributions relative to the study of ITU-T Questions

Preparing 

Contributions



Clear, concise and comprehensive:

• avoiding unnecessary details, tables or statistics that make no direct

contribution to the study of a Question

• clearly written with a view to being universally understood, i.e., 

use international terminology and avoid the technical jargon peculiar to 

the author's country

• as a rule, not exceeding about 2500 words (requiring no more than 5

printed pages)

• documents of purely theoretical interest that are not directly related to 

the Questions under study should not be submitted

Preparing 

Contributions



Documents of purely theoretical interest not 
directly related to the Questions under study

Articles published in the technical press (unless 
they relate directly to Questions under study)

Passages of an unduly commercial nature

What should 

not be 

submitted or 

included in a 

Contribution



Before submitting a Contribution:

• Update highlighted elements, then 

remove highlighting.

• Add “contact” rows, if needed by, copy-

pasting existing one.

• Do not use “Track Changes” when  

preparing the metadata.

• Make sure revision tracking is turned off  

before you upload the documents.

Contribution  

Template



• A Contribution should start with a Heading and an Abstract as independent

sections

• Main text of Contribution should have 2 sections:

• Supplementary sections such as annexes, if required

• Patent and licensing declaration, if relevant

• Note: Guidelines for structure of main text do not apply to draft

Recommendations or to submission by rapporteurs.

Contribution  

Content and 

Structure

1. Rationale 
(or Discussion)

2. Proposal 
(or Conclusion)



1. The Heading

• Relevant Question, Place/Date of Meeting, SG and WP, Source 
(country and/or organization), Title of Contribution, Contact Information 
of contributor

2. The Abstract

• Very important section, which summarises content and aim of 
Contribution. 150-200 words

• Should enable readers to determine quickly whether of interest to 
them, often which WPs should review it

• Should be understandable by other study groups too

Heading and 

Abstract



3. The Rationale (Discussion)

• Outlines the reasons, the justification for the proposals or 
conclusions

• Develops the theme

• Describes the methods used, any observations and findings

• Provides comments on their significance

Rationale or 

Discussion



4. The Proposal and/or The Conclusion

• Main text should end with a Conclusion and ideally a concrete 
Proposal for moving work forward

• A Proposal is used when offering suggestions for acceptance by 
meeting (e.g. solutions, plans to be implemented). It requests 
decisions or actions.

• A Conclusion is used when Contribution is for information only. It 
summarizes observations

• When both are used, Proposal follows Conclusion

Conclusion



Detailed 

Guidelines 

Supplementary  

Sections

• Supporting/more detailed information that can interrupt the flow of
ideas in main text, should be placed in supplementary sections

• These can include annexes, appendices, references and 
attachments

• These should be very relevant to the Contribution and limited in 
length & number

Supplementary  
Section



Detailed 

Guidelines  

Author’s 

Guide

When developing Recommendations, authors should 

follow the Author ’s guide. The Author ’s guide provides  

detailed guidance with respect to the structure of 

Recommendations, the use of fonts, clause 

numbering, and very importantly, on the drafting and 

reuse of definitions.



Detailed 

Guidelines 

Mechanics and 

Format

• A4 format whenever possiblePage Format:

• Contribution should be structured logically and using discrete
clauses/subclauses for different levels of detail
(e.g. 1, 1.1, 1.2, 1.2.1)

• must be clear, legible in A4

Clause 
numbering:

Figures and 
diagrams

• Mathematical formulae should only be presented for 
explaining texts. Details of how they are derived should be 
avoided.

Formulae –



Detailed 

Guidelines 

Mechanics and 

Format

• Simple reference to doc/para no. of existing texts or key 
phrase. No lengthy quotes.Quotations:

• to be made by using the official document number,
e.g. SG20-C123.

References to 
other ITU-T texts

• If Contribution proposes modifications to an existing text,
e.g. a draft Recommendation, the portions of the text to be 
modified should be clearly shown with revision marks.

Revision to 
existing text



Submission of 

Contribution on a 

proposed new 

draft 

Recommendation

When preparing a Contribution for a proposed new draft Recommendation, 
the contributor should prepare 2 Contributions, as follows:

1 Contribution 
which contains the 

base text

1 Contribution 
which contains the 
filled A.1 template



A.1 Template to 

describe a

proposed new 

draft 

Recommendation



Submission of 

Contribution on 

a proposed 

new draft 

Supplement or 

Technical 

Report (non-

normative)

When preparing a Contribution for a proposed new draft Supplement or 
Technical Report, the contributor should prepare 2 Contributions, as follows:

1 Contribution 
which contains the 

base text

1 Contribution 
which contains the 
filled A.13 template



A.13 Template to 

describe a

proposed new 

non-normative  

document



Submission of 

Contributions:  

Timing

• At least 2 months before the meeting in question if translation is requested

• Contributions received less than two months (but not less than 12 days) 

before cannot be translated

• At least 12 calendar days before the meeting in question if no translation

required

• Contributions received less than 12 days before the meeting will not appear 

on the agenda and will be held for the next meeting



Submission of 

Contributions:  

Direct 

Document 

Posting (DDP)

• Submit Contributions via electronic means, through DDP (Direct Document 
Posting). In case of technical issues, submit Contributions to the TSB 
Secretariat at tsbsg20@itu.int.

• If software to be included, software copyright statement and licensing
declaration form to be submitted at same time as Contribution.
(form available on ITU-T website)

mailto:tsbsg5@itu.int


Direct 

Document 

Posting (DDP) 

overview

• Tool for direct upload of  

Contributions by TIES users

• Only for contributions

• Atwo-stage process:
• Register the  

document

• Upload the document

• TIES account required ……..

• Requested by membership:

• Control content and availability

• Non-repudiation (confirmation of

receipt)

• Number allocation

• Assists study group administration

• Early access to documents

• Consistent experience across study

groups

• Both registration and upload before 

deadline



Direct 

Document 

Posting (DDP)

• How to use direct document posting:

• Prepare Contribution using 

template

• Register document (DDP step 1) 

(Contribution number reserved)

• Add Contribution number in the file

• Upload document (DDP step 2) 

(immediately available on the web)

• TSB validation

• Add, delete or modify content after 

initial upload ……

• Link to DDP is available on every Study Group 

page

• DDP User Guide:

• https://www.itu.int/oth/T0A0F000012/en

• Submitters should ensure that all national or

organizational procedures have been followed

before uploading Contributions

https://www.itu.int/oth/T0A0F000012/en


We look forward to your Contributions 

Thank you!

Questions? Interested in learning more?

Let us know!

tsbsg20@itu.int

Marco Carugi – SG20 Mentor (marco.carugi@gmail.com)

mailto:tsbsg20@itu.int


Supplementary Information: 

How to search, select and 

download a Contribution



1.

Go to the ITU-T 

Study Group 

homepage at: 

https://itu.int/go/tsg2 

0 and click [Cs].

https://itu.int/go/tsg20


2.

Find your 

Contribution and 

click on the 

Contribution no.



3.

Click the word 

icon to 

download the 

Contribution.



To see all 

Contributions 

related to a 

Question, click 

the specific 

Question.



To see all 

Contributions 

submitted by a 

specific source, 

click the specific 

source.


