Author's Guide for drafting ITU-T Recommendations

Summary

This Author's Guide for preparing ITU-T Recommendations permits uniform, efficient preparation of texts by TSB for publication. It covers the rules for drafting a Recommendation in a standard manner. Its provisions should be applied in all instances where texts (such as draft Recommendations) are being prepared by Study Group authors for approval and publication. The methods presented in this Author's Guide are the basis for a template and will remain stable until changes to current publication procedures necessitate their modification.

In order to facilitate comparison with other presentation styles, this document has been prepared in accordance with the presentation rules that it mandates. The examples used within the text, such as references, are for illustrative purposes only. Thus, this document constitutes an example of the proposed presentation style. Please note that ITU-T A.1500 is a fictitious Recommendation used to illustrate the points given in this guide.

ITU-T Recommendation A.1500 

Author's guide for drafting ITU-T Recommendations
1
Scope

This Author's guide is intended to provide a common approach to the preparation of ITU-T texts that are intended for publication, e.g. draft Recommendations. It attempts to cover the kind of questions likely to arise in the preparation of an ITU-T Recommendation and provides, through application of its own rules, an illustration using the normal order of the elements of drafting a typical Recommendation. To avoid confusion which may result from this approach for a first-time reader, detailed explanations of the contents of each heading are given in clauses 6 and 7 below.

Table 1 shows the arrangement of the elements that may comprise a published Recommendation. Shaded rows correspond to elements provided by TSB.

2
References

The following ITU-T Recommendations and other references contain provisions which, through reference in this text, constitute provisions of this Recommendation. At the time of publication, the editions indicated were valid. All Recommendations and other references are subject to revision; users of this Recommendation are therefore encouraged to investigate the possibility of applying the most recent edition of the Recommendations and other references listed below. A list of the currently valid ITU-T Recommendations is regularly published. The reference to a document within this Recommendation does not give it, as a stand-alone document, the status of a Recommendation

–
ITU-T Recommendation A.1 (2000), Work methods for Study Groups of the ITU Telecommunication Standardization Sector (ITU-T).

–
ITU-T Recommendation A.5 (2000), Generic procedures for including references to documents of other organizations in ITU-T Recommendations.

–
ITU-T Recommendation A.1000 (1996) | ISO/IEC 0001:1996, Information technology – Rules for presentation of ITU-T | ISO/IEC common text.

–
IEC 61883-4:1998, Consumer audio/video equipment – Digital interface – Part 4: MPEG-2 TS data transmission.

–
ATM Forum, af-saa-0124.000 (1999), H.323 Media Transport over ATM.

–
ETSI ETS 300 724 (1997), Digital cellular telecommunications system; ANSI-C code for the GSM Enhanced Full Rate (EFR) speech codec (GSM 06.53).

–
IETF RFC 1042 (1988), A Standard for the Transmission of IP Datagrams over IEEE 802 Networks.

Table 1/A.1500 – Arrangement of elements (typical)

	Element
	Clause number

	Introductory  material a)

	Title page
	Noneb)

	Summary
	None

	Source
	Noneb)

	Keywords (optional)
	None

	Foreword 
	Noneb)

	Table of contents 
	Noneb)

	Introduction (optional)
	None

	Recommendation core material

	Title 
	None

	Scope
	1c)

	References
	2c)

	Definitions
	3c)

	Abbreviations
	4c)

	Conventions
	5c)

	Text of Recommendation
	6 onwardsc)

	Annexes (form an integral part of the Recommendation)
	A onwards

	Appendices (do not form an integral part of the Recommendation)
	I onwards 

	Electronic attachment
	– d)

	Bibliography
	None

	Index (optional)
	None

	a)
These elements are not considered as part of the Recommendation proper.

b)
These elements are provided by TSB.

c)
These clause numbers are given for guidance and are not fixed since some of the elements may not be present.

d)
Electronic attachment may correspond to a clause, an annex, an appendix or be a non numbered item.


3
Definitions

This Recommendation defines the following terms:

3.1
clause: The word clause shall be used to denote single-digit or multiple-digit numbered text passages.
3.2
text: The "text" of Recommendations is understood in a broad sense. It may contain printed or coded text and/or data (such as test images, graphics, software, etc.).

3.3
annex: An annex to a Recommendation contains material (e.g. technical detail or explanation) which is necessary to its overall completeness and comprehensibility and is therefore considered an integral part of the Recommendation. As an integral part of the Recommendation, approval of an annex follows the same approval procedures as Recommendations.

NOTE – In common ITU-T | ISO/IEC texts, this element is called an "integral annex".

3.4
appendix: An appendix to a Recommendation contains material which is supplementary to and associated with the subject matter of the Recommendation but is not essential to its completeness or comprehensibility. It is therefore not considered to be an integral part of the Recommendation and thus does not require the same approval procedures as Recommendations; agreement by the Study Group is sufficient. An appendix is translated, upon advice from a Study Group, in the working languages for publication after agreement by the Study Group to append the proposed text.

NOTE – In common ITU-T | ISO/IEC texts, this element is called a "non-integral annex".

3.5
amendment: An amendment to a Recommendation contains changes or additions to an already published ITU-T Recommendation. The amendment is published by the ITU-T as a separate document that contains primarily changes or additions. If it forms an integral part of the Recommendation, approval of an amendment follows the same approval procedures as Recommendations; otherwise it is agreed by the Study Group.

3.6
corrigendum: A corrigendum to a Recommendation contains corrections to an already published ITU-T Recommendation. A corrigendum is published by ITU-T as a separate document that contains only corrections. The TSB may correct obvious errors by issuing a corrigendum with the concurrence of the Study Group Chairman; otherwise approval of a corrigendum follows the same approval procedures as Recommendations.

NOTE – In common ITU-T | ISO/IEC texts, this element is called a "technical corrigendum".

3.7
supplement: A supplement contains independently published illustrative material which is supplementary to and associated with the subject matter of one or more Recommendations, but is not essential to its completeness or comprehensibility and is therefore not considered to be an integral part of any Recommendation(s). As such, a supplement does not require the same approval procedures as Recommendations; agreement by the Study Group is sufficient. A supplement is similar to an appendix except that it is expected to be withdrawn after few years, generally eight, as indicated in Resolution 5. A supplement is translated, upon advice from a Study Group, in the working languages for publication after agreement by the Study Group to issue the supplement.

3.8
implementors' guide: An implementors' guide is a document which records all identified defects (e.g. typographical errors, editorial errors, ambiguities, omissions or inconsistencies, and technical errors) associated with a Recommendation or a set of Recommendations and their status of correction, from their identification to final resolution. An implementors' guide is issued by the ITU‑T following agreement by a Study Group. Typically, defect corrections are first collected in an implementors' guide and, at a time deemed appropriate by the Study Group, they are used to produce a corrigendum or are included as revisions to a Recommendation.

3.9
normative reference: Another document that contains provisions which, through reference to it, constitute provisions to the referring document.

4
Abbreviations and acronyms

This Recommendation uses the following abbreviations:

ASN.1

Abstract Syntax Notation One

CCITT

The International Telegraph and Telephone Consultative Committee 

IEC

International Electrotechnical Commission

ISO

International Organization for Standardization

ITU-T

International Telecommunication Union – Telecommunication Standardization Sector

SDL

Specification and Description Language

TSAG

Telecommunication Standardization Advisory Group

TSB

Telecommunication Standardization Bureau

WTSA

World Telecommunication Standardization Assembly

5
Recommendation number and title

Recommendations are identified by their number, their date of approval and by their title.

5.1
Recommendation number

Each ITU-T Recommendation is identified by a unique Recommendation number. This number is composed of a letter prefix referring to the series, and a number identifying the particular subject in the series. If necessary, this main number may be followed by a suffix number (e.g. ITU‑T Rec. W.256.1).

Recommendation number should be chosen in consultation with Study Group Chairman and Study Group Counsellor.

5.2
Date of approval

Recommendation editions are identified by their date of approval.

5.3
Recommendation Title

The title should not be unnecessarily long and should provide an indication of the main topics covered. The title should be unique. It should not repeat the series and sub-series titles which are already indicated on the Recommendation cover page.

6
Description of introductory  material to be provided by the author

Introductory  material is not considered as part of the Recommendation proper. Consequently, it shall not contain any normative requirements. Pages containing introductory material shall be numbered with lowercase Roman numerals.

6.1
Summary (mandatory)
This element shall be supplied by the Rapporteur/Editor. It is placed before the main body of the Recommendation. It provides a brief overview of the purpose and contents of the Recommendation, thus permitting readers to judge its usefulness for their work.

6.2
Keywords (optional)
This element, placed before the main body of the Recommendation, lists a limited number of words or word combinations that identify the main topics in the Recommendation. Keywords shall be placed successively in alphabetical order separated by commas. 
6.3
Introduction (optional)

This element, placed before the main body of the Recommendation, may provide information that the author deems appropriate and that is not already provided in the "Summary" or in the "Scope" elements. 

7
Description of core material

The Recommendation proper commences on page 1 (Arabic) that follows Roman numbered pages. Recommendation title will appear at the beginning of page 1.

7.1
Scope
This element should appear, as clause 1, at the beginning of every Recommendation, to define, without ambiguity, its intent or object and the aspects covered, thereby indicating the limits of its applicability. 

7.2
References

This element, if any, should appear as clause 2, and permits the author to list the ITU-T Recommendations, ISO, IEC and other accepted standards referred to in the body of the Recommendation and which are considered to be incorporated by reference into the Recommendation. ITU-T Rec. A.5 provides generic procedures for referencing the documents of organizations other than ISO and IEC in ITU-T Recommendations.

The references shall be introduced by the following wording:

"The following ITU-T Recommendations and other references contain provisions which, through reference in this text, constitute provisions of this Recommendation. At the time of publication, the editions indicated were valid. All Recommendations and other references are subject to revision; users of this Recommendation are therefore encouraged to investigate the possibility of applying the most recent edition of the Recommendations and other references listed below. A list of the currently valid ITU-T Recommendations is published regularly. The reference to a document within this Recommendation does not give it, as a stand-alone document, the status of a Recommendation" 

In order to standardize and shorten the reference number to ITU-T Recommendations and to eliminate naming ambiguity between ITU-T and ITU-R Recommendations, ITU-T Recommendations will be referred to by "ITU-T Rec." followed by Recommendation number, and then by the year of approval between parentheses (e.g. "ITU‑T Rec. X.25 (1996)").

NOTE – In order to consolidate the image of ITU-T products, Recommendations approved before 1993 shall also be designated by "ITU-T" followed by the Recommendation number (e.g.: "ITU-T Rec. P.32 (1988)").

Reference to any other texts may be made through a Bibliography, usually in an appendix at the end of the Recommendation (see 7.8 below). 

7.3
Terms and definitions

This element, if any, should appear as clause 3; it gives the definitions necessary for the understanding of certain terms used in the Recommendation.

When present, it should be introduced by the following text: "This Recommendation defines the following terms".

In order to associate defined terms in the different languages, it would be useful to give a clause number to each term defined.

NOTE – The TSB collects all new terms and their definitions from new or revised Recommendations and add them to the "ITU‑T terms and definitions database". This database is available to the general public on ITU-T website.

7.4
Abbreviations and acronyms

This element, if present, should appear as clause 4. It lists in alphabetical order all the abbreviations and acronyms from throughout the Recommendation with their unabbreviated forms. The first letter of the first word of the text shall be capitalized; all other words shall not be capitalized unless they are special terms.

7.5
Conventions 
This element, if present, should describe particular notations, styles, presentations, etc. used within the Recommendation, if any.

The unnecessary use of capitalized words shall be avoided. Special classes of terms or other texts that are to be capitalized throughout the Recommendation shall be listed in the Conventions clause.

An ITU-T Recommendation, by definition, is not mandatory – compliance is voluntary. The use of the words “shall” and “must” and their negatives “shall not” and “must not” are to be used with care and sparingly. These words are only to be used to express mandatory provisions when necessary to give the Recommendation meaning and effect. –  i.e. if certain values and/or parts of a Recommendation are essential and the Recommendation will have no meaning if these values and/or parts are not strictly respected or adhered to. Compliance with the Recommendation is achieved only when all mandatory provisions are met. However, the inclusion of mandatory provisions in a Recommendation does not imply that compliance with the Recommendation is required of any party.
7.6
Recommendation technical content

Following clauses contain Recommendation technical specifications.

7.7
Annexes

Annexes form an integral part of the Recommendation and shall appear immediately after the text of the Recommendation. They shall be designated A, B, C, etc. A single annex shall be designated Annex A.

Numbers given to the clauses, tables, figures and equations of an annex shall be preceded by the letter assigned to that annex (e.g. clause A.2, Figure B.3). The numbering shall start afresh with each annex.

7.8
Appendices

Appendices do not form an integral part of the Recommendation and shall appear immediately after the last annex of the Recommendation, or after the text, if there are no annexes. They shall be designated with roman numerals (i.e. I, II, III...). A single appendix shall be designated Appendix I.

Numbers given to the clauses, tables, figures and equations of an appendix shall be preceded by the numeral assigned to that appendix (e.g. clause II.3, Table IV.2). The numbering shall start afresh with each appendix.

7.9
Electronic attachments

An electronic attachment contains information that is disclosed only in electronic format, such as source code software, test data, formal-language descriptions, software user guides or proforma to be completed by the users (PICS, etc.). They are recorded on some electronic physical support (CD‑ROM, ...) attached to the cover for paper publication, and are grouped with the main text file for Web publication.

Electronic attachments may be normative or non-normative, and may correspond to a clause, an annex, an appendix or be an unnumbered item.

If the electronic attachment is covered by a copyright or a patent, the IPR owner must file with the TSB a TSB standardized copyright or patent statement licensing form.

7.10
Bibliography 

This element may be present in order to cite references or sources not covered by the reference element and which are intended for background information (i.e. they are informative not normative).

7.11
Index

This element is optional, but if included, should be the last element of the Recommendation. It is preferable to reference the index entries to the clause number (and not to the page number) since page numbering is subject to change during processing in the Secretariat.

8
Formatting indications

8.1
General

Due to the multiple compatibility problems and the resulting risks of misinterpretation of objects such as equations or figures during the different processing stages, authors should send, together with the electronic text file, preferably a printed copy of the text, or, if impossible, a stable electronic copy (e.g. fax, pdf file, etc.).

Paragraphs of the normal text should start at the left margin.
8.2
Fonts

If the text uses very specific fonts, authors should embed them in the saved electronic file to allow text rendering.

8.3
Clause numbers and titles

8.3.1
Clause numbers

Clauses should be numbered with the digits in bold and separated by periods (e.g. 8.3.1). In the case of a single-numbered clause, no period shall be present.

The clause number shall appear together with the clause title on a separate line. 

8.3.2
Clause titles

The title, in bold, indicating the content of the clause shall appear to the right of the clause number. Untitled clauses should be avoided.

8.3.3
Lists

Lists allow associated short clauses to be presented outside of the main paragraph numbering scheme thus avoiding excessively long clause numbers (e.g. 2.13.3.3.2 is equivalent to point two of the third indent of clause 2.13.3). In the interest of simplicity, authors should avoid lists with more than three levels. 

One-level-only lists may be separated with dashes, bullets or numbers e.g.:

–
first item;

–
second item;

–
etc.

When sublists appear within a list as a second level,  main levels at least should be numbered:

a)
first item: 

i)
first sub-item; 

ii)
second sub-item.

b)
second item:

i)
first sub-item;

ii)
second sub-item.

Lists with more than three levels should be avoided if possible.

8.4
Mathematical expressions and symbols (formulae, equations, etc.)

8.4.1
Quantities, units and symbols

Physical quantities, units, symbol names and usage shall follow the International System of units (SI) as defined by ISO. Letter symbols used to express quantities in an expression shall be listed with their explanations below the expression, or group of expressions, using them.

8.4.2
Equations and formulae

Equations and formulae shall be in the mathematically correct form and shall occupy one or more lines with no text, unless text is an integral part of the expression.

When necessary, expressions should be given a number (placed at the right margin) that contains the main clause number plus a number in Arabic numerals in sequence from the beginning of this clause, e.g. Formula 6-3/K.35 is the third mathematical expression in clause 6 of ITU-T Rec. K.35. Given the complicated nature of mathematical expressions, great care shall be exercised to ensure the clarity of manuscripts (e.g. for the vertical placement of subscripted or superscripted numbers or variables). 

8.5
Figures and tables

Each figure and table shall be referred to explicitly within the text.

8.5.1
Figures

Figures shall be numbered with Arabic numerals, beginning with 1 (within annexes there will be a letter-plus-period prefix) followed by a fraction bar and the number of the Recommendation, e.g. Figure 5/X.440, Figure A.3/G.121. This numbering shall normally be independent of the numbering of the clause and of any tables. For Recommendations which are very long or complex, however, the author may number figures sequentially with respect to the single digit clause number, e.g. Figure 4‑3/M.450 which denotes the third figure in clause 4 of ITU-T Rec. M.450. 

NOTE – Figure numbers in Supplements shall contain only the sequence number, and shall not refer to the supplement, e.g.: "Figure 5 – Figure title".

The number and title shall be placed on the same line and centered, below the figure. The first letter of the title shall be capitalized; all other words shall not be capitalized unless they are special terms that are capitalized throughout the Recommendation in accordance with the conventions given.

Figures should generally be legible. If there are too many objects on a figure, it is preferable to break it into several parts.
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Figure 1/A.1500 – Example of presentation of figures

8.5.2
Tables

Tables shall be numbered with Arabic numerals, beginning with 1 (within annexes there will be a letter-plus-period prefix) followed by a fraction bar and the number of the Recommendation, e.g. Table 5/X.440, Table A.3/G.121. This numbering shall normally be independent of the numbering of the clause and of any figures. For Recommendations which are very long and complex, the author may number sequentially with respect to the single digit clause number, e.g. Table 4‑3/M.450 which denotes the third table in clause 4 of ITU-T Rec. M.450. 

NOTE – Table numbers in Supplements shall contain only the sequence number, and shall not refer to the supplement, e.g.: "Table 5 – Figure title".

The number and title shall be placed on the same line and centered, above the table. The first letter of the title shall be capitalized; all other words shall not be capitalized unless they are special terms that are capitalized throughout the Recommendation in accordance with the conventions given.

The heading of each column shall be bolded and centered, and its first letter shall be capitalized. 

If the table is longer than a page length column headings shall be repeated on each page.

If the table is wider than a page width, then each row in the complete table shall be assigned an index number. Each sub-table shall contain the index number in the first column.

8.6
Notes and footnotes

8.6.1
Notes and footnotes to the main text

If the text is written in a clear manner the need for notes should be minimal. If supplementary or complementary information is necessary, notes may be integrated in the text of a Recommendation. They shall normally be placed after the clause or paragraph to which they refer.

In a numbered clause containing only one note, the note shall start with the word "NOTE", placed at the beginning of the first line of the note and followed by a space and a dash.

NOTE – This note is an example.

In a numbered clause containing two or more notes, each note shall be preceded by the word "NOTE", a space then an Arabic numeral, a space and a dash at the beginning of its first line. Regardless of whether they occur singly or in one or more groups, all notes within the same numbered clause shall be numbered consecutively (i.e. NOTE 1 –, NOTE 2 –, NOTE 3 –, etc.).

Footnotes
 may be used to provide information regarding a particular item, word or concept. They shall be indicated by a superior positioned Arabic numeral at the appropriate location in the text and shall be numbered consecutively throughout the Recommendation. Both the indicator and the footnote itself shall be printed with a font one or two sizes smaller than the main text.

8.6.2
Notes and footnotes to figures and tables 

Notes and footnotes to tables and to figures shall be treated independently from footnotes and notes integrated in the text. They shall be located within the frame of the relevant table or above the title of the relevant figure. Notes for each table and each figure shall be numbered independently. Such notes may contain requirements. Footnotes to a table or figure shall be indicated by a superscripted lower case letter. Both the indicator and the footnote itself shall be printed in a font smaller than the main text.

8.7
Citing of references
References within the same Recommendation

When reference is made to other text passages, tables, figures, equations, etc. within the same Recommendation, it is sufficient to cite the appropriate number without the Recommendation number, e.g. see Table 4, or see clause 5, or see 5.4.7. 

References to parts of another Recommendation

For references to parts of another Recommendation, Recommendation number should be included in the reference, e.g. see Figure 6/Q.555, see clause 4/P.88 or see 3.8.2/Q.560. 

8.8
Formal language descriptions

Formal language modules should be presented using only characters acceptable by the relevant compilers (e.g. tabs, line returns, etc.).

Annex A

Revision to existing text

The following is based on ITU-T Rec. A.2 (10/2000), clause I.2.7:

When revising an ITU-T Recommendation, adequate indications shall be given to identify any changes proposed with regard to the previous published version of the same text.

If a contribution proposes modifications to a non-published text, e.g. draft Recommendation, the portions of the text to be modified should also be clearly shown with revision marks.

Such change indications could be made for example by strikethrough, underlining and by vertical revision bars (|) appearing at the margin of the page.

� 	ITU-T A.1500 is a fictitious Recommendation. It was established for illustrative purposes only and constitutes an example of the proposed presentation style.


� Footnote example.
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