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Proposal

8.x Contribution Document Flow

Three distinct phases are identified for contributions: 
a) pre-meeting

b) meeting

c) post-meeting

The various contribution status designators for each phase are shown in Table x, below.

This methodology can be utilized for both face-to-face meetings and electronic meetings.
	STATUS
	Pre-meeting
	Meeting
	Post-Meeting

	DRAFT
	x
	x
	

	[RESERVED]
	x
	
	

	[LATE]
	x
	x
	

	AGREED
	
	x
	x

	NOTED
	
	x
	x

	WITHDRAWN
	x
	x
	x


[STATUS] denotes document status that is derived from the portal.  See descriptions, below.
8.x.1 Pre-meeting:
During this phase, only four document status designations are allowed: a) DRAFT; b) RESERVED; c) LATE; and, d) WITHDRAWN.  


DRAFT: designated to documents that are posted to the portal greater than or equal to seven days prior to the start of a meeting.  

RESERVED: designated when a document number is assigned but no document is immediately posted.  Once the document is posted, either the DRAFT or LATE status is designated as described above.  If the document is not posted prior to the meeting, then the document status is changed to WITHDRAWN.

LATE: designated to documents that are posted less than seven days prior to the meeting start.  This status is reflected in the meeting documents (e.g. agenda, schedule, minutes) produced by the Working Group leadership and/or secretariat.


WITHDRAWN: designated if a RESERVED contribution number has no document posted to the portal by the time a meeting starts.  The status WITHDRAWN may also be assigned, upon request by the author, to any DRAFT, LATE, or RESERVED documents
8.x.2 Meeting:
8.x.2.1 Documents contributed normally:
During this phase, five document status designations are allowed: a) DRAFT; b) LATE; c) AGREED; d) NOTED; and, e) WITHDRAWN.


DRAFT: all contributions that were posted prior to the 7-day contribution deadline come into the meeting with this designation; 


LATE: all contributions that were posted within the 7-day contribution deadline come into the meeting with this designation.  It is the duty of the group chair to ask the group if there are objections to opening such documents as time permits.  Barring any objections, documents with this designation are assigned the last positions in the document queue.  If there are objections, then documents with this designation are marked as NOTED and will not be opened during the course of the meeting;

AGREED: all contributions that the group agrees upon are given this designation.


NOTED: assigned to contributions: 
a) that were not agreed by the group; OR, 
b) LATE documents if the group did not agree to open them; OR,
c) where the presenter was not able to present the document; OR,
d) that are not aligned with group goals.  
In the case of “a”, these documents may be modified by the contributor to address objections and concerns and subsequently posted to the portal with a new revision to the previous contribution number (e.g. contribution xyz would become contribution xyz-R01).  These contributions are opened as time permits or per the chair’s discretion during the remainder of the meeting;

WITHDRAWN: may be assigned at any time during the course of the meeting upon request by the contributor.

8.x.2.2 Extraordinary contributions
During the course of a meeting, it may be necessary to create a new document.  One such example is the case when multiple contributions address the same concept.  In this case, at the chair’s discretion, the contributors are tasked to create a harmonized document.  All of the original documents will be designated as NOTED and the new document will be considered an on-time DRAFT document.  During the meeting these documents will be assigned with the possible document status described in section 8.x.2.1.





8.x.3 Post-Meeting:

During this phase, three document status designations are allowed: a) AGREED; b) NOTED; and, c) WITHDRAWN.


AGREED: permanently designated to documents that obtained an AGREED designation in a meeting;
NOTED: designated to documents with a NOTED status at the conclusion of the meeting.  It is the responsibility of the contributor(s) to submit a revision to a following meeting if there are modifications that they wish to have considered;

WITHDRAWN: permanently assigned to documents that a) had a WITHDRAWN status during a meeting; or, b) had a WITHDRAWN status prior to a meeting.  Content in a WITHDRAWN document may be submitted as a new contribution in the future.
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