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Proposed revisions of the

Guidelines for the working methods of the Radiocommunication Assembly, the Radiocommunication Study Groups and related groups

1)
Revise § 3.2 to read:

3.2
Preparation of document contributions

Because of the variety of topics dealt with in ITU-R, there is no prescribed style or format for document contributions. However, certain guidelines are proposed that will help the Secretariat in the preparation of documents and in turn optimise clarity for the reader. Thus, it is recommended that:

–
contributions be limited in length, with a maximum of ten pages

–
the name of the contributor be clearly indicated, i.e. the Member State, Sector Member or Associate

–
the Group to which the contribution is intended be clearly indicated

–
the subject to which the document refers be clearly indicated, e.g. a Question number

–
where appropriate, the contribution include a section entitled "Proposal" with a clear indication of what is being asked from the Group

· the document be prepared using standard word processing software commonly used in ITU, for the text, the figures and for the equations

· to facilitate possible future translation of the document into other languages its grammar should be as simple as possible, avoiding long sentences with multiple subordinate clauses; the practice of inserting lengthy text passages in tables should be avoided

· figures and graphs should not contain any text fragments requiring translation but only non-linguistic symbols, relevant texts can be appended in captions to figures and graphics or placed in the main body of the document 

–
the document not use any auto-formatting facility such as automatic section numbering

–
modifications to an existing text be indicated by means of revision marks (using the revision mark facility in the word processing software)

–
references to other ITU-R texts be up-to-date, e.g. reference to an Annex to a Chairman's Report rather than an old TEMPORARY document.

Clearly it will not always be possible to conform to these guidelines, in particular that concerning the length, e.g. a document containing the text of a draft Handbook.

2)
Revise § 3.5.2 to read:

3.5.2
Temporary ("yellow") documents

Documents produced during a meeting are designated TEMPORARY and published on yellow paper. As the name implies, they are working documents which provide a means to record thoughts and ideas developed during the course of a meeting and, moreover, to prepare texts for eventual adoption by the Group. At the end of the meeting, those temporary documents containing material for retention are then used for the preparation of white documents, four typical examples being

–
draft new or revised Recommendations, or Questions, for subsequent consideration by the Study Group

–
preliminary draft Recommendations (e.g. PDNRs) which become Annexes to the Chairman's Report

–
material for Reports and Handbooks

–
liaison statements for other Groups.

Temporary documents therefore exist only during the period of the meeting. Afterwards, the corresponding material should be referenced using the appropriate white document number (e.g. Document 1/99, Annex X to Document 1A/99). This is important to ensure that the most recent version of the text is carried forward for further study - a version which often contains modifications in relation to the original temporary document. In this context, see § 3.5.4 below concerning Annexes to Chairmen's Reports.

In preparation of such documents provisions of § 3.2 above concerning grammar, figures and graphs of documents should be also met.
____________







P:\ENG\ITU-R\AG\RAG03\RAG-1\000\016ADD1E.WW9 (157466)
29.01.03
29.01.03
P:\ENG\ITU-R\AG\RAG03\RAG-1\000\016ADD1E.WW9 (157466)
29.01.03
29.01.03

