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NOTES:  

1.  If this document conflicts in any way with the NCITS SD-2, the SD-2 takes precedence.  Notify the J4 chairman if you find any conflicts.

2.  This document is directed to J4 members; other J4 contributers who wish to submit documents electronically in accordance with this guide should contact the J4 chairman if assistance is needed (Don Schricker, phone 978 887-6692, email doncobol@mediaone.net).

3.  Significant changes since last version:   none  (only editorial changes were made)

Electronic distribution is the preferred method for submission of documents to J4.  The following text describes the processes established for J4 electronic distribution.  These processes will evolve as electronic use progresses.

1.   The preferred method of electronic distribution is by a web server maintained by the chairman and webmaster, Don Schricker; this server will be referred to as the "J4 document site" in this guide. 

Documents for J4 distribution are added to the J4 document site by sending them to the webmaster, as files attached to e-mail, at the e-mail address shown in Note 2 above.  Other means of document transmission may be arranged with the webmaster on an individual basis.  The main web page will provide links to current documents (the upcoming meeting and the previous meeting) plus links to web pages containing older documents.

The webmaster is responsible for virus checking documents before placing them on the J4 document site.

2.   Documents are considered distributed electronically at the time their availability on the J4 document site is announced by the webmaster.  Documents for which an announcement is initiated anytime on the 14th calendar day before the start of a J4 meeting fulfill the 2-week rule.   Documents placed on another web site and announced by the same deadline fulfill the 2-week rule.  

Additionally, paper copies must be distributed if anyone requires paper distribution, as indicated on the J4 mailing list, in time to fulfill the 2-week rule.  Currently, no-one requires paper distribution, but each new mailing list should be checked.

At least 5 paper copies must be brought or sent to the meeting, the same as for paper documents.  

3.   NCITS provides a web site for use by technical committees.  J4 will use the NCITS web site as an archive for electronic documents.  The webmaster will transfer archived documents from the J4 document site to the NCITS web site, at any time of his choice, and provide a link from the J4 document site.  Archived documents will remain on the NCITS web site for 2 years after the date of the document.

Electronic documents are available on CD from Bob Karlin (bobkarlin@karlinskorner.com), at a nominal cost.   The CD will serve as the archive after expiration of a document's 2-year NCITS archive. 

Documents placed on a server other than the J4 document site are not automatically archived at NCITS.   To be archived electronically, they must be transferred to the webmaster.  The webmaster is responsible for ensuring that all electronic documents are placed on the J4 document site for transfer to NCITS.

4.   Documents may be distributed as ASCII text* by e-mail for purposes of meeting the 2-week rule.  In order to be archived electronically, they must also be sent as a document to the webmaster for posting on the J4 document site.  On special request, the webmaster will create a document from the e-mail, but this should only be requested if an author lacks some capability needed for creating a document.  

If agreed by the sender and recipients, documents may be distributed as files attached to e-mail.  Since many mail systems do not properly handle attached files, these are not appropriate for general committee distribution.  

Paper copies of e-mailed documents are required as described in item 2 above.  

5.   The acceptable formats for distributing documents by web site are:

             
PDF

           

Word 6.0 or Word 97


HTML *

           

ASCII text *

6.   The acceptable formats for delivering electronic text to the project editor are:  

           

Word 6.0 or Word 97



ASCII text *

The project editor can accept many other PC-based formats.  For formats other than the above, check with the project editor, Don Nelson.

7.   The naming convention for documents placed on the J4 document site is:   yy-nnnn.ext

where yy-nnnn is the J4 document number and the ext is

doc
-  for Word files

txt
-  for ASCII text

pdf 
-  for Adobe pdf

htm 
-  for html  

8.  "A" documents (final interpretation responses) must be provided to the CIB editor, Don Schricker, in electronic text.  The preferred format is Word 97.  ASCII text is acceptable when the content can be successfully rendered in ASCII.  Formats other than these are not precluded; check with the CIB editor if using a different format.  

9.   Documents shall be formatted for ease of printing on both A4 and North American letter-size paper by formatting in the text area defined by JTC1 N 5180, "JTC1 Policy on Electronic Document Distribution Using the World Wide Web".  The current version of that policy will always be found at:  

      http://www.dkuug.dk/JTC1/IMPIT/open/
N 5180 describes the Text Area for A4 and North American Paper Sizes as follows:

                                                   

A4                                  

North American

      Paper size                         

210 mm wide                   
216 mm wide (8 1/2")

                                                

297 mm high                    
279 mm high (11")

     MAXIMUM common text area:  
177 mm wide            

179 mm wide (7.05")

                                                      
256 mm high            

253 mm high (9.96")

     Minimum margins:                

top:  13 mm            

top:  13 mm

                                                    

bottom:  28 mm          

bottom:  13 mm

                                                  

left:  20 mm                   

left:  20 mm

                                                 

right:  13 mm                 

right:  17 mm

and notes electronic readability is enhanced by more generous symmetrical margins.  

10.   Page numbers may differ depending on paper size and should not be a primary means of referencing document detail in discussion.  Therefore, it is important that documents provide numbered items for relating committee discussion to document detail.  When referencing the draft standard, page numbers are useful even though it is understood they may be off a bit in some copies, but section numbers and titles should also be given.

11.   Word processor hints: 

-   Microsoft Word:  If you have turned on the option to track revisions, it is necessary to "accept" the changes in order for the changes to be applied.  This is especially important when providing documents to the project editor.   

________________________________

* ASCII text and HTML are appropriate when information can be rendered reliably.  Figures and syntax diagrams are examples that may not render reliably in ASCII text or HTML.

When sending an HTML document attached to e-mail, the file should be zipped; otherwise, text may be translated inappropriately.  This problem has been experienced on some systems.
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