INTERNATIONAL TELECOMMUNICATION UNION�
�
�
�
RADIOCOMMUNICATION


ADVISORY GROUP


GENEVA, 22-26 FEBRUARY 1999�
Document RAG99-1/23-E


24 February 1999


Original: English only�
�
�











Director, Radiocommunication Bureau


RAG advice on documentation








The following conclusions apply mainly to conferences such as World Radiocommunication Conferences.  The principles may be extended to other meetings as appropriate.  Specific conclusions on documentation for study groups, task groups and working parties are given in the main body of the Summary of Conclusions of the Seventh RAG Meeting.


Layout and length of documents:


1.	The General Secretariat should issue guidelines for authors of documents, including suggestions for the layout of documents (e.g. for WRC proposals, a short introduction to identify the issue, a clear proposal, and then any supporting reasoning.  The latter can be very brief if the proposal is obvious or is consistent with other proposals which have provided supporting material.)


2.	There should be strong encouragement to limit the length of documents to, say 4 pages.  It is recognised that certain proposals, such as those from administrations proposing to revise significant parts of the Radio Regulations, will of necessity have to be longer.


3.	Documents supporting proposals from other administrations should be very short.


4.	When additional countries wish to indicate co-sponsorship of existing proposals, rather than issuing individual documents each time, consideration could be given to a summary table being issued from time-to-time covering all relevant documents.


5.	The re-issuing of documents with minor changes should be discouraged.  If essential, corrigenda only should be produced.


Categorisation of documents:


6.	A clear distinction should be made between documents containing formal proposals and information documents.  The latter should be very short, in the form of an executive summary, with additional material available in an annex available on request.  If the resources available for translation, reproduction etc. are under pressure, priority should be given to processing documents containing proposals.


�
Use of electronic format and limiting number of paper copies:


7.	Every effort should be made to facilitate the trend towards working with documentation in electronic format.  All relevant documents should be posted on the Web as soon as possible.  Consideration should be given to extending the availability of suitable power supplies (and local networking facilities?) to delegate positions.  The ability to display documents to all participants during meetings may make it easier to follow progress and approve amendments, especially during the final reading of documents.


8.	Prior to conferences, administrations should be asked if they are willing to accept documents only in electronic format.


9.	Documents issued prior to conferences should be limited to one paper copy per administration, together with the electronic file on diskette or CD-ROM.


10.	At the start of each conference, a CD-ROM should be issued (to each delegate?) containing all input documents received sufficiently before the start of the conference and relevant reference material.


11.	Documents issued during the meeting in hard copy should be issued on the basis of one per delegate (unless electronic versions only have been requested) with a maximum of [5] copies per administration.  Each delegation with more than [5] participants should appoint a contact person to receive the documents.


12.	At the end of the conference a CD-ROM should be issued containing all formal working documents of the conference and the final acts.  Hard copies of the final acts should be issued on the basis of one per administration and one per organisation (e.g. observers).


Timely submission of documents:


13.	Every encouragement should be given to the timely submission of documents, and their submission in electronic format.  The production of a CD-ROM at the start of the conference should encourage participants to submit proposals early.  Restrictions on length could be considered for documents submitted during the conference, with the exception of documents produced from committees etc..
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