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�



�
To the Director-General


Dear Sir,


Following the discussions on EDH matters at the World Telecommunication Standardization Conference (Geneva, 1996) and the decisions taken by the Conference, I should like to draw your attention to the following:


1.	WTSC-96 Resolutions on EDH


EDH methods were first introduced into the work of the ITU Telecommunication Standardization Sector (ITU-T) during the 1993-1996 study period, in pursuance of Resolution 9 (Helsinki, 1993). The World Telecommunication Standardization Conference (WTSC-96) (Geneva) noted the excellent progress that had been made in the introduction of EDH and recognized that EDH methods and tools allow easy and rapid exchange of documents, information and ideas among participants in the work of ITU-T and facilitate the work of standards making. In order to further encourage the continuation of work on the development of EDH and the progression of the implementation of EDH methods, the WTSC�96 adopted two revised Resolutions:


�
-	Resolution 9 ‘Continued development of electronic document handling’


-	Resolution 10 ‘Electronic document handling group within the Telecommunication Standardization Advisory Group’


and new Resolution 25 ‘Action plan to encourage the use of electronic document handling’ in which were incorporated proposals on the further use of EDH methods contained in a number of documents submitted to the Conference (see Annex 1).


2.	Special electronic facilities currently available to ITU-T membership


2.1	‘Informal FTP (file transfer protocol) areas’ and associated email mailing lists


This electronic facility has been established to facilitate the exchange of documents and comments amongst the members of a given Study Group, Working Party or Rapporteur Group and help progress their work by correspondence. Several ITU-T Study Groups have already been using the facility which consists of an ‘informal FTP area’ and an associated email mailing list server. 


The ‘informal FTP area’ is used for the exchange of documents and can be structured according to the needs with first-level and second-level subdirectories. To distribute a document, the submitter puts the document in the relevant subdirectory using FTP (file transfer protocol), and then sends a message by email to the associated email mailing list address. The mailing list server automatically ‘broadcasts’ the message to all the other members who have subscribed to that specific email mailing list, informing them of the presence and nature of the document in the subdirectory. The other members can then access the document using FTP and can exchange comments by sending email messages to the associated email mailing list address.


The facility can be established upon request; participants in ITU-T activities wishing to use such a facility for their correspondence work should address their request to the TSB Counsellor in charge of the Study Group concerned.


Once a document has been finalized and is ready for submission as an input document, it should be submitted to TSB in electronic form (see § 2.2 below).


2.2	Electronic submission of documents


Electronic submission of documents to the work of ITU-T Study Groups was introduced at the end of 1993 when the first guidelines were issued to the ITU-T membership. During the 1993�1996 study period, there was a significant and constant growth in the usage of EDH for the submission of documents. As it was stated in the past, electronic submission facilitates document processing within the ITU and also makes it easier to disseminate processed documents electronically.


I should like to encourage once more participants in ITU-T activities to submit their documents to TSB in electronic form using the FTP (file transfer protocol) ‘drop boxes’ set up for the purpose or other electronic methods (by email or on diskette). Recommendation A.2 (‘Presentation of contributions relative to the study of Questions assigned to the ITU-T’), approved by the WTSC-96 (see TSB Circular 3, Annex 4), in its Appendix II, provides detailed guidance for the electronic submission of documents and information on the various submission methods currently available. I should be grateful if participants in ITU-T activities would observe the guidelines in the above-mentioned Appendix when submitting their documents electronically. The Appendix is attached for easy reference (see Annex 2).


�
2.3	The ITU document database (ITUDOC)


2.3.1	The ITU document database (ITUDOC) contains information, documents and publications that can be accessed electronically. Access to the contents of ITUDOC relating to the ITU Telecommunication Standardization Sector is either public or restricted to TIES registered users: general information on the work and publications of ITU-T and some information documents can be accessed by the public, whereas information and documents specific to Study Groups can be accessed by TIES registered users only.


The documents in ITUDOC can be accessed interactively via various interfaces (Gopher, FTP, World Wide Web) and off-line using email for documents accessible by the public.


2.3.2	As regards the ITU-T Recommendations, in pursuance of the relevant provisions of Resolution 66 of the Plenipotentiary Conference (Kyoto, 1994), an annual subscription service named ‘ITU-T Recommendations On-line’ was implemented in July 1995 and offers on-line access to the electronic versions of ITU-T Recommendations to the subscribers.


While that subscription service provides access to all ITU-T Recommendations available on-line, a new on-line service, the ITU Electronic Bookshop, which was launched in August 1996, enables users to obtain individual ITU-T Recommendations by downloading them from the ITU Website or by electronic mail, and to pay for them by credit card.


3.	Future action


It was recognized by WTSC-96 that ITU-T (through the work of TSAG and the TSB) was leading the way in the use of EDH but that further steps were required to encourage more widespread use. To that end, Resolution 25 adopted by the WTSC-96 requests the Director of TSB to develop an action plan to address several aspects of EDH enhancement, taking into account the financial implications, and to report to TSAG. The matter will, of course, be studied with all the necessary care. The success of the plan of action will also depend on the cooperation of the Study Groups. In the meantime, the TSB will endeavour to take the necessary measures in order to satisfy the needs of the ITU-T membership within its available resources.


Yours faithfully,


Th. Irmer�Director of the Telecommunication�Standardization Bureau





Annexes: 2


�
ANNEX 1�(to TSB Circular 4)


�RESOLUTION 25


ACTION PLAN TO ENCOURAGE THE USE OF ELECTRONIC�DOCUMENT HANDLING


The WTSC,


considering


a)	the decisions contained in Resolution 9 on Electronic Document Handling (EDH);


b)	the decision of Resolution 10 to continue the work on EDH within the Telecommunication Standardization Advisory Group (TSAG);


c)	the key role of the Telecommunication Standardization Bureau (TSB) in facilitating access to documentation through EDH;


d)	the EDH leadership exhibited by the ITU-T;


e)	the decisions contained in Resolutions 65 and 66 of the ITU Plenipotentiary Conference (Kyoto, 1994),


noting


a)	the need to reduce the increasing amount of documentation generated in hard copy during meetings;


b	the increasing trend by the members to provide input documents in electronic format;


c)	the increasing use by the membership of personal computers during meetings;


d)	the advantage to the membership of timely availability of meeting reports in electronic format;


e)	the advantage to the membership of facilitating greater electronic participation in the development of Recommendations, in particular, by distant countries;


f)	the economic aspects of enhancing the ITU-T EDH capability;


g)	Section 115 of Article 18 of the ITU Constitution (Geneva, 1992),


recognizing


the need to encourage more widespread use of EDH by the membership through enhancement of existing EDH capability,


requests


1)	the Director of the TSB to develop a TSB plan of action, in cooperation with the TSAG and the Study Groups, to address the following aspects of EDH enhancement:


•	before the start of a meeting:


i)	to encourage contributors of normal (white) and delayed contributions:


–	to submit their documents electronically in addition to the three paper copies (See clause 2 of Recommendation A.2), so that they can be uploaded to a dedicated location by the TSB and made electronically available to registered TIES users;


�
–	to submit their documents as early as possible so that they are properly handled by the TSB;


ii)	to instruct TSB to create and manage a dedicated location for temporary documents of the meeting to be uploaded and made accessible not only to participants attending the meeting, but also remotely by registered TIES users who are not attending the meeting;


iii)	to encourage TSB and/or authors of liaison statements to upload liaison statements electronically to the location created by ii) above with temporary document numbers assigned by the TSB; 


•	during a meeting:


iv)	to encourage authors of temporary documents to upload, with TSB assistance, all the temporary documents that are electronically available to the location for the temporary documents created in accordance with ii) above;


–	they should be given temporary document numbers by the TSB before uploading;


–	it is highly desirable that temporary documents containing meeting reports and draft Recommendation texts be made available in this way during the meeting or within two weeks of the close of a meeting (ideally no later than the close of the meeting);


–	they should clearly indicate the level of endorsement, e.g. by Sub-Working Party, Working Party or Study Group level;


•	after the meeting:


v)	to make electronically available at a dedicated location for this purpose the meeting reports and draft Recommendation texts by the TSB as soon as a version in one working language is completed.


2)	the Director of TSB to provide any additional guidelines/information to complement the information presently available in other documents such as Recommendation A.2;


3)	the Director of TSB to develop a TSB plan of action, as an urgent high priority item, to address practical/physical aspects of the EDH capability, i.e. increase the number of personal computers and provide data access ports and power outlets in meeting rooms;


4)	the Director of TSB to study the financial aspects of the use of EDH capability considering, e.g.:


–	cost-savings resulting from the use of EDH capability in terms of reducing the number of pages in printing, human resources and the number of meetings;


–	promotion of the perception of ITU as the pre-eminent global telecommunication standardization body;


–	the cost required to enhance the EDH capability;


5)	the Director of TSB to report to TSAG on the plan of action including the financial aspects described in item 4) above.


NOTE – It is recommended that the TSB, the TSAG and Study Groups jointly implement the actions proposed in item 1) above as soon as feasible on a trial basis, and report to the TSAG on the results of such trials.


�
ANNEX 2�(to TSB Circular 4)


Appendix II


(to Recommendation A.2)


Guide on electronic submission of documents


Part II.1 of Appendix II describes the new electronic submission method, using FTP "drop box areas". Part II.2 contains information on the electronic submission of documents by e-mail and on diskette. The information which should accompany documents submitted electronically, the standard file formats and conversion possibilities and other information may be found in Part II.3.


Part II.1	–	Submission by FTP 


II.1.1	Introduction


Participants in ITU-T activities can now submit documents electronically using FTP (File Transfer Protocol). FTP is recommended as the most efficient transmission method for electronic submission of documents as it is faster and more reliable for transmission of large files. In addition, no file encoding is required, which simplifies the process for both the submitter and the TSB.


II.1.2	Submission by FTP


Special FTP "drop box areas" have been set up on the ITU FTP server to receive documents for ITU�T Study Groups and other groups (TSAG, ICGs). Documents should be put in the relevant "drop box area". The FTP "drop box areas" which were set up are the following:�


Study Group/TSAG�
FTP "drop box area"�
�
2�
/u/itu-t/edh/sg2�
�
3�
/u/itu-t/edh/sg3�
�
4�
/u/itu-t/edh/sg4�
�
5�
/u/itu-t/edh/sg5�
�
6�
/u/itu-t/edh/sg6�
�
7�
/u/itu-t/edh/sg7�
�
8�
/u/itu-t/edh/sg8�
�
9�
/u/itu-t/edh/sg9�
�
10�
/u/itu-t/edh/sg10�
�
11�
/u/itu-t/edh/sg11�
�
12�
/u/itu-t/edh/sg12�
�
13�
/u/itu-t/edh/sg13�
�
15�
/u/itu-t/edh/sg15�
�
16�
/u/itu-t/edh/sg16�
�
TSAG�
/u/itu-t/edh/tsag�
�
NOTE – The documents addressed to the groups associated with one or more Study Groups should be put into the FTP "drop box area" of the Lead Study Group.


�
When a document is sent to the FTP "drop box", the additional information required (see II.3.1) should be sent to the TSB EDH section by e-mail (e-mail address: Internet: tsbedh@itu.int; X.400: S=tsbedh; A=400net; P=itu; C=ch; TIES e-mail: tsbedh).


For reasons of security, once a document has been sent to the FTP "drop box" only authorized TSB staff have access to it.


II.1.3	Instructions on how to submit documents using the ITU FTP client via TIES


NOTE – If you use your own FTP client, follow the instructions from point (4) of paragraph II.1.3.1 below.


II.1.3.1	How to connect to the ITU FTP server and upload the file to be submitted to the private directory





	(1)	Login to TIES with your name and password:


		"Welcome to ITU TIES"


		Login :


		Password :


	then upload the file you wish to submit from your PC to your TIES private directory:


	(2)	From TIES main menu, select menu option:


		15 - Email, private directory, Telnet, FTP, ALL-IN-1, ...


	then


		4 -	Upload file to private directory


		--> choose file transfer protocol		(e.g. 5 - Kermit)


		--> choose ASCII or Binary transmission mode


		     (all word-processed documents use binary transmission)


		--> Enter filename to upload:		e.g. myfile.doc <return>


	The file is now uploaded.


	(3)	From TIES menu, select menu option :


		8 - 	FTP - File Transfer Protocol


	(4)	The ftp> prompt will be displayed :


		At the ftp> prompt, type (case sensitive) "open ftp.itu.int"


	i.e.	ftp> open ftp.itu.int			<return key>


	(5)	The following will be displayed :


		"Welcome to ITU TIES FTP Server"


	(6)	You will be required to re-enter your TIES username and password


		(case sensitive) to logon to the ITU FTP server :


		Name :


		Password :


	You are now logged onto the ITU FTP server, and the ftp> prompt will once


	again be displayed. You can now access the FTP "drop box areas".  �
�
�
II.1.3.2	How to access the FTP "drop box areas" after connecting to the ITU FTP server





	(7)	From the ftp> prompt, type (case sensitive) the following :


----------------------------------------------------------------------------------------------------------------------


	ftp> cd /u/itu-t/edh/sg2	<return key>	(for the Study Group 2 drop box)


----------------------------------------------------------------------------------------------------------------------


You can now send (put) documents to an FTP "drop box" as illustrated in the examples below:�
�
II.1.3.3	How to send (put) a document to an FTP "drop box"





Example 1:	How to put a document named myfile.doc in FTP drop box /u/itu-t/edh/sg2


	ftp>	put myfile.doc			<return key>		(the file myfile.doc will be copied


									to FTP drop box /u/itu-t/edh/sg2)


Example 2:	How to put a document named myfile.doc in FTP drop box /u/itu-t/edh/sg2.


		and rename it newfile.doc :


	ftp>	put myfile.doc newfile.doc	<return key>		(the file myfile.doc will be copied as


									newfile.doc to FTP drop box


									/u/itu-t/edh/sg2)�
�
NOTE – Please note that the TIES menu option numbers indicated above may be modified over time, but the options themselves will remain.


II.1.3.4	Some useful FTP commands are indicated below. For further information on FTP, please refer to the TIES Registered Users' Guide.





	From the ftp> prompt, type:


	ftp> dir				(to view directories)


	ftp> cd (directory name)	(to change directories)


	ftp> cd ..			(to return up one level)


	ftp> cd ~			(to return to user's private directory)


	ftp> pwd			(to show which directory you are in)


	ftp> put myfile.doc 		(to send a file with name myfile.doc)


	ftp> bye			(to exit the ftp server)�
�
�
Part II.2	–	Electronic submission of documents by e-mail or on diskette


II.2.1	The following address should be used for documents submitted by e-mail or on diskette:


Telecommunication	Internet address: tsbedh@itu.int


Standardization Bureau	X.400: S=tsbedh; A=400net; P=itu; C=ch


TSB EDH Section	TIES e-mail: tsbedh


ITU	Tel.:	+41 22 730 5857/5859


Place des Nations	Fax:	+41 22 730 5853


1211 Geneva 20


Switzerland


II.2.2	Submission by e-mail


Documents submitted via X.400 should be attached as "binary". Documents submitted via Internet should be uuencoded or converted to RTF since binary files cannot be sent via Internet. 


II.2.3	Submission on diskette


Accepted diskette formats:


	IBM and compatible:


-	3 1/2" (720 K or 1.4 MB) diskettes.


	Apple Macintosh formatted diskettes.


Part II.3	–	Information required, standard file formats, conversion possibilities and other information


II.3.1	Information required


Whichever electronic submission method is used (over the network or on diskette), the submitted document must be accompanied by the following additional information to allow it to be processed effectively by the TSB.


II.3.1.1	General information


Sender: 	Full name, administration/organization, position, phone and fax numbers, e-mail address of the sender


Author1:	Full name, position, phone and fax numbers, e-mail address of the author (if different from the sender)


Approval:	Statement indicating that the document has been cleared by the relevant national telecommunication administration (if applicable)


SG/WP/...:	Indicate which Study Group/Working Party or other Group is to receive the document


Meeting date:	If the document is submitted for a particular meeting, the meeting date should be indicated


�
II.3.1.2	Document and file attributes


Document title:	Indicate the title of the document


Draft Recommendation and version:	If the document contains a draft Recommendation, indicate the Recommendation number and version/version date


Number of figures:	If the figures are integrated or "embedded" in the document, it is useful to know the number of figures in the document to determine if the document is complete


Filename(s) and size (in bytes):	Indicate the name(s) of the file(s) included in the submission and the size in bytes


System environment:	Indicate the platform or environment in which the document was created, e.g. DOS, Macintosh


Word processor and version:	Indicate the word processor and version used in preparing the document, e.g. WinWord 2.0, MacWord 5.1a, etc.


Graphics software and version:	Indicate the graphic package used to create the figures, e.g. Designer 3.1, MacDraw Pro 1.5, etc.


	It is not necessary to include this data if the figures are integrated or "embedded" in the document and not sent separately.


Encoding format (if applicable):	e.g. RTF, uuencode, binary attachment, BinHex 4.0


Compression method used (if applicable):	e.g. PKZIP, LHA, s.e.a. (self extracting archive)


Other:	Provide any relevant information/special instructions to help processing the file


NOTES


1	Please mark the end of document with *******.


2	Attributes which are common in several documents of a batch submission (e.g. prepared using the same word processor and version), need only to be indicated once.


II.3.1.3	A form (in WinWord 7 and ASCII formats) with the information required which can be used by ITU�T members when submitting documents has been prepared and posted on ITUDOC. It can be found in the Group "Templates" under the ITU-T root group (path: itu-t/template) and is entitled "Document submission form". Two sample forms may be found at the end of this Appendix in II.3.8. 


II.3.1.4	As mentioned in Part 1, II.1.2, when documents are submitted using FTP "drop boxes", the information should be sent by e-mail to the TSB EDH Section (Internet: tsbedh@itu.int; X.400: S=tsbedh; A=400net; P=itu; C=ch; TIES e-mail: tsbedh).


In the case where documents are submitted by e-mail, the information should appear on the cover memo to which the document(s) is (are) attached.


When a document is submitted on diskette, if the diskette is not accompanied by a printed message giving the information required, the information should be included in a text file with the unique name "tsb-info.txt" on the same diskette (or on the first one of a set of diskettes).


II.3.2	Notification of receipt


The TSB EDH Section sends a receipt notification to the sender as soon as the document has been processed and successfully converted (if necessary).


�
II.3.3	Templates


Word for Windows 7 templates (.DOT files) of ITU-T Recommendations, contributions/reports and delayed contributions are available on ITUDOC in the group "Templates", under the ITU-T root group (path: itu-t/template). To facilitate electronic document processing in the ITU, it is recommended that documents be prepared in accordance with the built�in instructions and styles in the templates.


II.3.4	Standard formats and conversion possibilities


Files submitted electronically should be submitted in certain formats (either ITU standard formats or formats whose conversion is possible). The formats are described below. 


II.3.4.1	Word processing standards 


ITU uses Word for Windows (version 7) as its standard word processing package. Conversion filters exist in the TSB for the following word processors listed in order of preference.





IBM PC compatible:�
�
�
Word for Windows �
versions 1.1 – 6.0a�
�
Rich Text Format�
�
�
Word for DOS�
through version 5.0�
�
WordPerfect �
versions 5.0, 5.1�
�
Windows Write �
through version 3.1�
�
Text (PC-8)�
IBM PC character set�
�
Text (ASCII) �
�
�
RFT-DCA �
�
�
�
�
�
Apple Macintosh: �
�
�
MacWord �
versions 4.0, 5.0, 5.1a�
�
MacWrite, MacWrite II �
version 1.x�
�
RTF�
�
�
The following conversion filters exist in ITU:


IBM PC compatible:�
�
�
WordStar�
(Versions 3.3, 3.45, 4.0, 5.0)�
�
�
�
�
Apple Macintosh �
�
�
WordPerfect�
(versions 4.2, 5.0, 5.1, Mac1, Mac2)�
�
Important Note


While it is possible to process and print documents in ASCII (.TXT files) and Postscript, it is recommended that the documents be sent in the original word processor they were created in. ASCII type documents take longer to process as the special attributes (such as bold, italics, tabs, etc.) of the document are lost during the conversion. In addition, in cases where ASCII files contain tables or indentions, it is difficult to ascertain the exact format of the table or paragraph. As for Postscript files, they can be printed but cannot be edited. It is more convenient to obtain the processable electronic file with the purpose of being able to edit the document in the future, if needed.


�
II.3.4.2	Graphic standards


ITU uses Designer 6.0 (.drw) as the standard graphic software. However, the following graphics software (listed in order of preference) may be used, as graphs prepared with them can be imported in the Word for Windows 7 texts and edited with Designer 6.0.


–	IBM PC Compatible:


	Windows Metafile	(.wmf)�Tagged Image Format	(.tif)�PC Paintbrush	(.pcx)�Windows Bitmaps	(.bmp)�Computer Graphics Metafile	(.cgm)


–	Macintosh:


	Macintosh PICT	(.pct)�MacDraw Pro 1.1


II.3.5	Accepted binary encoding methods


–	IBM PC Compatible:


–	uuencode2 


–	MIME


–	xxencode


–	Macintosh:


–	Apple Single


–	BinHex 4.0


–	btoa/atob


–	Mac Binary encoder


–	UuCode Translator ver. 3.0


II.3.6	Accepted compression methods


Please note that compression is recommended for large files, e.g. files larger than 2 Mb. 


–	IBM PC Compatible


–	PKZIP/PKUNZIP


–	LHA


–	LZH


–	ARJ


–	PKARC/PKXARC


�
–	Macintosh:


–	Stuff/unstuff


–	Compress/Expand


–	Self extracting archive


–	deArc Translator 3.0


–	CPT (Compact Pro Translator) extract ver. 3.0.6


–	UnPack


II.3.7	Helpful hints


II.3.7.1	Standard fonts, such as Arial and Times New Roman, should preferably be used.


II.3.7.2	If the figures in a document contain text in landscape orientation, the "link" should not be broken, since certain graphic editors (e.g., MS-Draw) cannot edit text in landscape.


II.3.7.3	If the version of the word processor used is neither English nor American, this should be indicated. Some fields may not print correctly as a result of differences in national versions.


If the version of the word processor used is non-Latin (e.g., Japanese), conversion of the document to RTF (Rich Text Format) before sending is mandatory.


II.3.8	Document submission form – Samples


II.3.8.1	Sample 1: Submission by e-mail


To:	tsbedh@itu.int


Sender:		Peter Anders	Tel: 	+61 2 723 1498


		Telstra OTC	Fax: 	+61 2 938 2172


		Australia	e-mail: p_anders@ccdn.otc.com.au


Author:	Jeff Corris	Tel:	+61 2 883 2122


		Fax:	+61 2 876 0323


		e-mail: jcorris@ccdn.otc.com.au


The attached three contributions are submitted for consideration at the next SG 1 meeting (5�10 September 1995). These contributions have been cleared by the relevant Australian authorities. 


The three contributions were prepared using WinWord 2.0 (DOS) and UUENCODED.


1)	Guidance on Bureau Service Harmonization


	GUIDANCE.DOC		32 678 bytes


	*contains three embedded figures 


2)	General Principles and Comments on the "E.N" proposal


	GENPRIN.DOC		56 908 bytes


	FIG_A1.DRW			24 733 bytes (Designer 3.1)


3)	Proposed addition to draft new Recommendation F.82


	ADD_F82.DOC		72 188 bytes


Other: 	Contribution # 2: please insert the Designer 3.1 drawing as Figure A.1 in the file GENPRIN.DOC (page 13).








�
II.3.8.2	Sample 2: Submission by FTP


To:		tsbedh@itu.int


Sender:	Martin Hilton	Tel: 	+61 2 723 1234


	Rapporteur, Q.10/1 	Fax: 	+61 2 723 1235


		e-mail: m_hilton@mcs.com


The text of draft Recommendation F.xxx includes the amendments adopted at the last SG 1 meeting (May 1995). The file was put into the FTP drop box of SG 1.


The document was prepared using WinWord 2.0 (DOS) and has been compressed using PKZIP ver 2.04c.


	Draft Recommendation F.XXX (Version: 2 – May 1995)


	FXXX.ZIP	89 102 bytes (compressed)


	FXXX.DOC	569 788 bytes (uncompressed)


	*contains 12 embedded figures





1 	When the submission includes documents prepared by different authors, this information is not required.


2 	The MS-DOS uuencode utility program is available in ITUDOC and may be found in the group "Tools" under the ITU-T root group (path: itu-t/tools).
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