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Introduction

The purpose of this document is to provide guidelines regarding the Quality Assurance Review of Deliverables. 
The process as applied to recommendations is set out according to TSAG and ISO. See
http://www.itu.int/md/T05-SG06-081201-TD-GEN-0407/en
This is attached as Appendix 1.

This document references

http://www.itu.int/md/T05-SG17-070919-TD-PLEN-0316/en
This is attached as Appendix 2
The documents which should be reviewed this way are include for example: Deliverables (full reports of D1, D2, D3 or D4 and/or merged Executive Summary).
Summary of the QA Review Process
For this FG, I propose we base our review on the same process which may be summarised as follows.

1. Reviewers: Any FG or ITU member (s).

2. Method: e-mail to FG members with follow up teleconference or email review by editors group.

3. Suggested Review Criteria (to be agreed by “Review Chairman”):

A) Scope: Does it fit within the Terms of Reference of the FG
B) Content: Is it correct and complete?

C) Clarity of expression: Is the meaning clear and unambiguous?

D) Do we respect for copyright of source material? Is the material available on a public website or in a contribution to a meeting?

E) Do we follow the “look and feel” of ITU document style.

4. Who appoints the “Review Chairman”?

WG Chairman, Chief Editor or Editor (as delegated). The “Review Chairman” may be one of these.
5. Invitation is set up by the “Review Chairman” who sends an email “invitation” and with attached blank “Deliverable QA Review Result Form” via fixit@itu.int which details the URL of the document being reviewed, the review criteria and the feedback mechanism (e.g. a result form with a marked up copy of the amended text) with a required by date (e.g. 2 weeks after the invitation).

6. Editors group accepts or rejects the comments by email or teleconference and provides revised text.
7. New Document (e.g. Deliverable) moves from ‘Draft’ to ‘Issue’ status and is posted to the FG website.

8. Who is the Customer? 

Executive Summaries are aimed at Chairman and members of TSAG. 

Full Deliverable Reports are aimed at ITU members in general.
Many thanks

Dave Faulkner

Chairman

ITU-T Focus Group on ICT and Climate Change
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TSAG draws the attention of all study groups on the guidelines provided by the Director of TSB at the 2-9 July 2008 TSAG meeting on quality of ITU-T Recommendations.

The attachment identifies a number of quality assurance activities that contribute to improving the quality of ITU-T Recommendations.

TSAG agreed to the attached guidelines and strongly encourages their implementation. TSAG welcomes any comments that would allow for further improving this important document.

Attachment: 1

Quality of ITU-T Recommendations

Attachment - Quality of ITU-T Recommendations

1.
Introduction

The global recognition of the International Telecommunication Union Telecommunication Standardization Sector (ITU-T) is through its output, primarily ITU-T Recommendations.  The quality of that output affects its utility for the members and general public, as well as the value of the ITU brand.  That quality is impacted by the clarity of expression within the documents as well as by the technical content.  This paper identifies a number of quality assurance activities that can positively impact the quality of ITU-T Recommendations.  It is presented to stimulate discussion on this important topic.

2.
Definition of quality and quality assurance

The effectiveness of any quality policy is dependent upon the degree to which “quality” is valued at all stages in the life cycle of the product line.  In the context of the ITU-T, this means that there are important roles to be played by delegates, rapporteurs / editors, SG management, TSB staff.  These roles are discussed in the following clauses.

[b-ISO 8402] states that, “quality is the totality of characteristics of an entity that bear on its ability to satisfy stated and implied needs.”  The relevant ‘characteristics’ of ITU-T Recommendations are:

· content (correctness and completeness), and

· clarity of expression.

The ‘needs’ are those typically stated in the drafting of the Questions that authorize the creation or modification of Recommendations.  Additionally, implied needs include:

· respect for copyright of source material, and

· compliance with defined “look and feel” of ITU document style.

Quality assurance (QA) is the activity of providing the evidence needed to establish quality in work, and the evidence that activities that require good quality are being performed effectively.  [b-ISO 9000] and [b-ISO 9004] define eight quality management principles, which are listed in Appendix I to this document.
Quality assurance needs to be built into the process from the very beginning.

3.
Role of delegates

[QA-1] Questions should be developed in accordance with 7.1 of [ITU-T Res 1].

Particular attention is drawn to the following text:

7.1.5
Each study group shall consider the proposed Questions to determine:

i)
the clear purpose of each proposed Question;

ii)
the priority, urgency and type of new Recommendation(s) desired, or changes to existing Recommendations resulting from the study of the Questions;

iii)
that there be as little overlap of work as possible between the proposed Questions both within the study group concerned and with Questions of other study groups and the work of other standardization bodies.
Additional guidance on the creation of Questions may be found in:

· Guidelines for drafting Question texts.

[QA-2] Contributions should be submitted in accordance with [ITU-T A.1] and formatted in accordance with [ITU-T A.2] and [ITU-T A.2 A1].
Some efficiency in time and effort can be achieved if the original authors of text to be incorporated into Recommendations were to follow the guidance presented in:

· Author's guide for drafting ITU-T Recommendations 

· English-language style guide.

Guidance on "Considering end-user needs in developing Recommendations" has been made available by TSAG in: 

· Guide for ITU-T study groups.
Guidance on telecommunication/ICT considerations for development of standards can be found in an ITU-T F-series Technical Paper at:

· 2006 Telecommunications accessibility checklist.

[QA-3] Speakers should express themselves slowly and distinctly, separating their words and pausing as necessary in order that everybody may understand their meaning.
This QA step improves the possibility that all participants may fully contribute to the discussions in reaching an ultimate consensus.  It has been observed that non-native English speakers many times have difficulties in following up and participating in open discussions together with native speakers.  

[QA-4] All substantive proposals and counter proposals should be submitted in due time and in writing.
4.
Role of rapporteurs and editors

The role of rapporteurs is defined in [ITU-T A.1].  In particular, attention is drawn to the following clause of that document:

[QA-5] 

2.3.3.8  Rapporteurs are responsible for the quality of their texts, submitted by the study group for publication. They shall be involved in the final review of that text prior to it being submitted to the publication process.

Additional guidance for rapporteurs and editors may be found in:

· Manual for rapporteurs and editors.
[QA-6] Discussion facilitators should ensure that enough discussion time is provided to account for the linguistic aspects identified within QA-3.
[QA-7] Editors should follow the guidance presented in:

· Author's guide for drafting ITU-T Recommendations 

· ITU English-language style guide
· ITU-T Recommendation A.23/Annex A (11/2001), if the activity includes cooperation of ITU-T and ISO/IEC JTC 1.

[QA-8] When normative figures are in colour, the editor should make sure that figures still make sense when printed in black and white.
[QA-9] Editors should use the templates that were developed by the TSB and available in:  http://www.itu.int/ITU-T/studygroups/templates/.

The use of the templates provides a consistency of formatting across Recommendations that allows the ITU-T to present its branded “look and feel.”   It also allows the possibility for the ITU-T to evolve its format and to take advantage of newer technologies in document structure and presentation.  Guidance on the use of the templates is available in:

· Information on the ITU-T Templates.

5.
Role of SG management

The role of study group management is defined in [ITU-T A.1].

[QA-10] SG management should establish and enforce appropriate review processes to identify and repair quality issues within Recommendations before the moment of consent or determination.  One approach that has been effective with some study groups is the use of a policy whereby a line-by-line review is executed on every Recommendation before it is brought to the SG for consent / determination.  As part of such a policy, the SG management asks in the SG plenary session for an assertion by the responsible working party chairman that such a review has been executed.  [b-TD PL/17-316] demonstrates how SG management can provide an example for the organization emphasizing the attention needed for quality of Recommendations.
[QA-11]  SG management, supported by the TSB, should select uniform designations for ITU-T Recommendations that assist the users to comprehend the content of those documents and the relationship with other ITU-T Recommendations, as specified in [ITU-T A.11] and [ITU-T A.12].  This item implies that a clear taxonomy be defined and applied to the numbering of Recommendations and advocates that a single letter-series designation be used for each Recommendation; i.e., avoid double numbering of Recommendations.
6.
Role of TSB

6.1
Operational support
[QA-12] The TSB counsellor should counsel the participants on the use of the resources that were identified above in clauses 3, 4 and 5, which impact the content, structure and language of the Recommendations as well as on the prescribed procedures for the creation and approval of Recommendations. 

[QA-13] The TSB counsellor should ensure that the processes of the ITU-T are followed, particularly with respect to posting of information to the work programme, A.5 justification and AAP databases.  The quality and timeliness of the information in these databases enable the efficient execution of further QA steps.
6.2
Application of technology

[QA-14] TSB assists delegates and SG management through application of electronic working methods to the processes involved with the creation of ITU-T Recommendations.  In this manner, delegates and SG management are able to focus more fully on content and clarity of expression.  This is an area in which TSB continues to provide assistance, most notably through provision of document templates that enable the application of the author’s guide, the manual for rapporteurs and editors and the ITU style guide.
[QA-15]
TSB assists delegates and SG management through the enhancement of tools to increase the visibility of the internal processes associated with the creation and approval of ITU-T Recommendations.  One example of the service of TSB is the work programme management tool.  Other examples include the A.5 justification tool, the web-based teleconferencing tool, and the contribution submission tool.
[QA-16] TSB continues, and plans to expand, its validation of formal description components of ITU-T Recommendations, as identified in [b-ITU-T Z.110].  For several years, the TSB has performed a compilation validation of ASN.1 and XML source code that forms an “electronic attachment” to an ITU-T Recommendation, a service which has been the envy of some standard development organizations.  TSB is responsible for managing the inventory of the intellectual property associated with this growing catalogue of “electronic attachments.”
[QA-17] TSB should promote consistent definition of terms, to encourage harmonized terminology across ITU-T Recommendations, through the application of technology.  A tool to collect and present the set of terms defined in ITU-T Recommendations is envisaged.  Note that the delivery of this tool is dependent upon the retro-active application of XML to the semantic structuring of information in (at least) the in-force ITU-T Recommendations.
6.3
Training

At the end of the first quarter 2008, TSB appointed a “QA engineer – English editor” (QAE3), who is expected to enhance the long-time existing QA processes with training activities, among other things.
[QA-18] TSB provides customized training modules for the staff and the delegates about the processes that impact the content of Recommendations, e.g., techniques for referencing external documents. Beginning with the study group meetings of 2Q2008, tutorials on referencing external documents according to ITU-T Recommendation A.5 and the use of the TSB-provided tool and database have been delivered.  Several additional tutorials should be developed covering other general processes that involve all delegates, e.g., proposal and approval processes for new / changed ITU-T Recommendations.  Suggestions for topics of desired tutorials are welcome.
[QA-19] TSB provides customized training modules about specialized activities that involve mostly rapporteurs and editors, e.g. explaining the “Author’s guide for drafting ITU-T Recommendations.”  Several additional tutorials should be developed by TSB covering other general processes that involve the specialized activities that involve mostly rapporteurs and editors.  One possible topic is a description of the tools that enable the application of ITU-T Recommendation A.1.  Again, suggestions for topics of desired tutorials are welcome.
[QA-20] TSB expects to provide training sessions in time for the first study group meetings of the new study period around the concept of “The essential guide to technical writing in English.”  This guide is to begin with a review of the basics of sentence structure, the basics of English grammar, and common vocabulary errors made by technical people (e.g., “precision” vs. “accuracy” and “its” vs. “ it’s”).  The objective is to make the technical content more accessible by a growing readership that does not have English as its native tongue.  Of course, it should be recognised that a “well-formed thought may be stated well.”
[QA-21] TSB has developed a booklet “ITU-T guide for beginners.” TSB will give presentations at study group meetings for new delegates.

[QA-22] At the first chairmen’s meeting in the new study period, TSB plans to prepare a special session for the (mostly) new study group chairmen on the processes and tools to assist with management of the work programme and approval of ITU-T Recommendations. TSB will prepare the source material to assure consistency with the current automation of processes and with the training that is provided to TSB’s assistants to the SGs.
6.4
Audit / remediation

[QA-23] TSB assesses the adequacy of text with respect to content and consistency.  For the current study period (between 30.10.2004 and 30.04.2008), TSB has exchanged 3270 emails (an average of more than 76 messages per month) concerning quality issues detected after approval of the Recommendations.  These messages never involved matters of formatting or style of presentation; the subjects of these messages concerned only matters of content and consistency.  TSB rewrites text (and figures) for clarity of syntax and self-consistent presentation of information within ITU-T Recommendations; this is a significant portion of its staff effort in adding value to the production of ITU-T Recommendations.
[QA-24] TSB will assess the adequacy of text for translation of Recommendations to be approved via TAP, which also will identify significant weaknesses in the English language text. Ideally, such candidate documents would be identified some time in advance of the SG / WP meeting in which the text is to be determined.  This identification would be the trigger for the QAE3 to initiate the review.  The timing is important for TSB to be able to provide input in a manner that allows members to make an informed determination about the document in advance of the cost of translation.  Such reviews have already been executed in support of efforts within SGs 3 and 17 during 2Q2008.  It must be emphasized that this audit / remediation is not new, but the timing of the activity has been accelerated to a more cost-effective period through the addition of the QAE3.
[QA-25] TSB will manage the normative referencing of material for consistency with the requirements expressed within [ITU-T A.5].  As part of the responsibilities for managing the A.5 processes, the QAE3 has been reviewing since March 2008 the references – and language about those references – within all consented Recommendations to be approved via AAP.  This timing allows TSB to be able to provide input through the editors in a manner that allows members to make an informed, final approval.  Again, it must be emphasized that this audit / remediation is not new, but the timing of the activity has been accelerated to a more cost-effective period through the addition of the QAE3.

[QA-26] TSB will continue identifying, understanding, managing and improving interrelated processes that impact the quality of ITU-T Recommendations.  Through the ongoing management of the QA team in TSB, the QAE3 will be monitoring the evolving quality of the text of ITU-T Recommendations and will adapt to trends with appropriate initiatives for automation or training of ITU-T members or staff.  Alternatively, it is possible that an adjustment to ITU-T processes may be suggested.  Appropriate means, depending upon the situations that arise, will be used to resolve such opportunities for improvement. 
6.5 Definitions
TSB will continue to support study groups in their work on definitions through verification of the exactness of such proposed definitions within the ITU database for such definitions (ex-SANCHO), after the deployment of the XML mark-up project.
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Over the past several months, there has been continuing discussions in ITU-T Chairmen's meetings and in the TSB on improving the quality of expression in ITU-T Recommendations.  The desire is to ensure that the texts of draft Recommendations submitted for consent or determination clearly state what is intended technically and that the expression is grammatically correct and easy to understand.  This discussion is focused on the prose text (use of formal description techniques is a separate topic).

It is well recognized that Editors spend much effort in drafting Recommendations and take great pride in their work (which is greatly appreciated!).  However, some have difficulty in carrying out this important task.  This is especially the case when the text is prepared in a language other than the Editor’s native language.

After much discussion and looking at best practices of some other standards bodies, it was observed that, in such cases, much value can be obtained if we more systematically engage native English speaking people in a detailed technical and grammatical review/editing of draft Recommendation texts before they are put for consent or determination.  It was suggested that Editors actively seek out one or more English reviewers - these could be people in their company, delegates participating in the SG Question, etc.

Also, it is very important that Rapporteur Groups / Meetings of Questions carefully review on a paragraph by paragraph basis the technical content of each draft Recommendation to be sure it accurately reflects the technical intent.

In preparing the draft texts, all editors need to be familiar with the revised Author’s guide for drafting ITU-T Recommendations (available under Guides, Tools and Templates from the SG 17 homepage).  Experience has shown that the following areas require particular attention.

Title

Great thought needs to be given in creating the title of a Recommendation.  The title needs to:

· Capture the subject area of the Recommendation in a concise manner;

· Be distinct from titles of other Recommendations;

· Be readily identifiable by a non-specialist when listed in a catalog;

· Contain important key words that can be picked up by search engines;

· Avoid acronyms, unless very common (spell them out).

Summary

The Summary augments the title to capture the essence of the Recommendation.  It should be between 4 and 10 lines in length.  Anything longer is usually an indication that the text contains explanatory or background material that more appropriately belongs in the Introduction (see below).

Introduction

The Introduction is optional.  This is up-front informative material that provides background information, places the Recommendation in context with other Recommendations and standards, etc.  It is not to contain any normative material.

References and Bibliography

Only normative references are to be listed in clause 2 of the Recommendation.  For a document to be a normative reference, it must be explicitly referenced in a normative way in the main body of the Recommendation.  Rec. A.5 justification must be prepared prior to consent or determination for all references in clause 2 other than those of the ITU, ISO and IEC.  All other references are informative references and are to be included in a Bibliography at the end of the Recommendation and not in clause 2.

Other Items to check

a) Integrity check

All cross-references and references in the text to figures, tables and equations should be checked for correctness.

b) Text structure

Clause sequence numbering should be correct.  No complex sub-structuring (annex of annex, …) should be used.  Except for common texts with ISO/IEC, all Annexes are normative text and are to be numbered with letters and all Appendices are informative text and are to be numbered with roman numerals.

c) Figures and tables

Each table and figure should have a title and number.  Legend should be contained in the figure without reduction of font size.

d) Equivalency with text of another organization

If a draft Recommendation is equivalent to a standard from another SDO, information including the name of organization and the corresponding reference (e.g., ISO/IEC number), type of equivalence (common, twinned) should be given.  If it is common ITU-T | ISO/IEC text, please identify the responsible person for author’s review to the TSB.

e) Inclusion of text from another organization

If text from another organization is included in a draft Recommendation, please provide a copy of written authorization to the TSB.

For additional information, please see:

· Author's guide for drafting ITU-T Recommendations is available at:
http://www.itu.int/dms_pub/itu-t/oth/0A/0F/T0A0F0000040001MSWE.doc
· The ITU English-language style guide is available at:
http://www.itu.int/SG-CP/info/terminology.html 
__________________
Appendix I – ISO’s Quality management principles

1. Organizations depend on their customers and therefore should understand current and future customer needs, should meet customer requirements and strive to exceed customer expectations.

2. Leaders establish unity of purpose and direction of the organization. They should create and maintain the internal environment in which people can become fully involved in achieving the organization's objectives.

3. People at all levels are the essence of an organization and their full involvement enables their abilities to be used for the organization's benefit.

4. A desired result is achieved more efficiently when activities and related resources are managed as a process.

5. Identifying, understanding and managing interrelated processes as a system contributes to the organization's effectiveness and efficiency in achieving its objectives.

6. Continual improvement of the organization's overall performance should be a permanent objective of the organization.

7. Effective decisions are based on the analysis of data and information.

8. An organization and its suppliers are interdependent and a mutually beneficial relationship enhances the ability of both to create value.
________________
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