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ISO COMMENTING TEMPLATE GUIDELINES

Introduction

This document explains the purpose of the commenting template, reviews best practice to
complete the template, explains what happens if an incorrect template is used or if the template
contains unsupported content, and where it can be downloaded.

The ISO Commenting Template is used by voters and commenters during the balloting process
to submit their comments and observations to committee managers of ISO committees, and
convener and secretaries of working groups.

An automatic verification of comment files is performed when they are uploaded to the ballots.
Users having submitted a comment file containing unsupported content will be notified to correct
it and to resubmit their comment file before ballot closure (see notification example at the end of
this document).

Voters and commenters must always use the latest version of the commenting template for the
submission of their comments. The commenting template should not be modified in any way (e.g.
by deleting/adding columns, merging cells, etc.).

The latest version of the ISO commenting template can be downloaded from the ISO Portal
(https://login.iso.org), scroll down and click on Access to Commenting Template

Commenting Template ~

Access to Commenting Template ]

Best practices
o Always use the latest version of the commenting template
e Be sure to use a lowercase file extension of your comment file (in .doc or .docx)
o Enter only 1 comment per line
e Complete at least all mandatory fields (MB, Clause, Type of comment, Comment) for
each comment line
Use the Tab key to move from one cell to another
o Copy tables, bigger pictures, and other elements not fitting in cells into a separate
word file, save it on the desktop, and then insert the file, by drag & drop, into the comment
cell.
e Avoid adding an extra Tab character at the end of the document (after the table)

Unsupported formatting
¢ Do not modify the layout of the template (e.g. add or remove columns)
¢ Do not split the comment table into several tables
e Do not change the width of individual cells
o Do not merge cells (vertically and horizontally)
0 Instead, refer to another comment or duplicate the text
¢ Do not add text, images, etc. outside of the table (before or after)
o0 Instead, move them in a separate Word file and insert the file in the comment cell
o Do notinsert atable into a cell (same comment as previous point)
o Do not use auto-numbering fields (“grey” fields). Instead, write plain text
e Do not password protect or write protect your document
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The commenting template body
The ISO Commenting template body is where you enter your comments and observations. The
fields in the table below marked with a red * are mandatory and must be completed for each
comment line in the template.

Field

Description

MB/NC*

Identifies who submitted the comment:
- ISO members use the two-letter country code for their country
- Organizations in liaison use their liaison acronym
- Committees in liaison use their committee reference

Comments from ISO/CS are indicated by a double asterisk "**"

Line number

Indicate the line number to which your comment refers. Line numbering
is rarely displayed in ISO documents and is therefore not used for the
sorting of comments.

Clause/Subclause*

Indicate the clause/subclause to which your comment refers.

For numerical clauses, enter only the clause number(s), without any
additional wording. If the comment applies to more than one clause, then
separate the clauses by line breaks (like below).

RSB 31

For non-numerical clauses, use:
- General for comments referring to the whole document
- Introduction for comments on the Introduction clause
- Annex X.Y for comments on annexes X.1, X.2, etc.
- etc.

Paragraph/ Figure/
Table

Indicate the paragraph (inside a clause), figure or table to which your
comment refers.

Type of comment*

Select the most relevant type of comment for your comment:
- ge:general comment
- te :technical comment
- ed : editorial comment

Comment*

Enter your comment in this column and explain the reason for it.

Insert complex objects (tables, figures, bigger images) as separate files
either in this column or the Proposed change column.

Proposed change

Enter your proposed changes.

Observations of
the secretariat

Leave this column empty. Used by the Secretariat to indicate the decision
taken on each submitted comment.

*Fields in red must be completed in each row
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LEAK/ERZA - ISOLEIFEEX*XI2XFEOEI—F£FEAT S,
=) - UIVUBER. TOVIY Y OBHEERT S,

- YIVURBERII.FOERESOSRBAMEFERT S,
ISO/CSHEDIAX N, XTI FIRYI L ™" TRINB,

Line number AN BEBLTWAITEEETRT, ISOXETIXTBEENR RTINS LIETFHEL
(T8&3) DT, AANDY—T4 T IZIXERTNEL,

Clause/Subclause*
(B MnEx)

AV SBLTWAEE MNEEETRT,
MFBEINDIBEET. BEEBEBDAEFLTAL BIMOXEITANGL, AV MHES
NEEIZESLZL. BEEELZRITTRHITS(TITRTHRID) .

RSB 31

HBEDLRNEEIZDOLTIE, LTE2ERTS:
- General (—#%) XE2&KITEDIIAVIDEE
- Introduction 3 (Introduction) E&EADIAAL LD EE
- Annex X.Y MEEX.1, X2EHEADIAVIDEE
- %A

Paragraph/ Figure/
Table

AAVMHBRLTWS (EERD) NI 57, BFEREIRETRT,

(NS /B FK)
Type of comment* AVMIDVWTHRLEEMDOE W EEZTEIRT 5,
QAU bDFESE) - ge: —figMga Ak (general comment)

- te: EF#YO A (technical comment)

- ed: #REM A+ (editorial comment)
Comment* COHNZAMERAL. TDOEBZHAT S,
(=B

BHLEATOIMNER. B, RELER) L. 205, FXEFEIRE (Proposed
change) DF|IZHI 774 ILELTHRAT S,

Proposed change
(EFRE)

REITIEERELAT D,

Observations of
the secretariat

(E=ERHB)

ZERICLTHEG RESN=BEIAVMNIH T HIREERTT DDICHEEICL>TE
RAEnsd,

*FFDLAMGNEEITICGEASHL T IG5 500,
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Template header
The template header contains the main information about the document and/or project to be
commented.

Example of a comments file

Template header
Fill out the information about the document/project.

Template for comments and secretariat ohservations I e 1 it Sample N 123 15 1234 I

CH Arnex 6.1 Table A1 ed The: table contains incormect data, S AHAChed M 1abie with he comecied data

Deiete the definition.

31 e Mispianed commal semence struchure friom “The | Delele comima afer ‘personnel”. add comma afler
gz P shall ensure...* ‘management system’
5

Template body
Write your comments in these
fields.

Comments file validation

The comments file is verified by the system when it is uploaded to a ballot (the verification may
take some time). Once the verification is done, one of the below icons will be displayed, in the
ballot's Information tab, next to the uploaded comments file depending if the validation was
successful or failed.

Approval with comments £3 Approval with comments &

... The comment file has been uploaded successfully.

A, Some issues have been detected in the comment file which must be corrected before
. the closure of the ballot, by the person having submitted the comment file. The corrected
comment file must then be re-uploaded to the ballot.

The comment file is accepted but if not corrected, the automatic collation of the
comments will fail, and the secretariat will have to do it manually.

If the uploaded comment file contains unsupported formatted content, then the voter will receive
a notification to correct its comments file and to re-upload it to the ballot before its closure.
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AARIT7LILOH
ToIL—INyE—
XE/TOCIIMIET HERELAT B,
Template for comments and secretariat observations I e 20190621 t Sample N 123 t 15 5 1234 I
len Arnex 6.1 Table A1 ed The table containg incorrect data. S attached B table with the comected data
[ [m [rpe— e | e descripnon in e section s amerent o e | Sugge:
definson of P proided at section 55
|en 32 o The retalen ey ety wiillenin | Delete the definition.
chuse 10 poink 10 a0 & cefration
= g ; e | Mispiaced comma sentence structure rom The | Delete comma afier ‘persannel. 3dd comma afier
= RNMP shail ensure...* ‘management sysiem’
T TL—rEE
INLDMITAAVMETRAT B,
AAVRIFAILDHERR

AAVRTFAIIE, BRIZTYTA—RENBED AT LIZKYRREEEN D RREEIZIIBHFEL NI DIEELH D).
REEAGEND L. BHEDFER (Information) ZTDHF D7y TO—RFLIzaAURI7AILDREIC, BREEAELD)
MEITHELMNZEST UTFRTAIVD—AMNKRREINSD,

Approval with comments £3 Approval with comments &
L) AAVRTFAILIE BRKKTYTR—FSh=,

A AR 7AILICREIENRE SN =, AAV R I 7AILDIREEICK > T BER THIIETIEESh AT
NIEESEW, FTIESN AR I7AILIE BREBICHET7YTO—RENEITIERSEL,

AAVRITFAIAZBEENFAETESNGMES AV D BBREETEGRLOT, BEEITF
EETITORITNIEGESE,

Fy7O—RENFaA LT 7L R—FEN TGN IA—TvbDALTUVEED EE REE (T ZDO
AURIFAINESTELRZER TRIICBE7ZYIA—RT3E3(CEMERZ(TS,
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Notification sent to users when the validation of the comments file has failed
Voters and commenters having submitted a comment file with unsupported formatted content will
receive the below notification.

Subject: ISO Electronic balloting portal - Ballots with invalid comment files - Warning

ISO Electronic balloting portal
,! !, Ballots with invalid comment files — Warning

Dear

In your capacity as voter or commenter, you are required to correct and resubmit your comment file for the project(s) listed
below in order to validate your vote, by the due date specified in the table below.

Note that in case no action is taken, the automatic collation of comments will fail and your comments may not be
taken into account.

See here for more detailed information on what to do

Project reference Committee Type Due date

1ISO/CD 11568 ISO/TC 68/5C 2 CD 2019-07-04

For any questions, please contact helpdesk@iso.org.

Thank you and best regards,
IS0 Central Secretariat

Need help?

Voters and commenters can use the ISO Comment Collation Tool to verify their comments file.
The 1ISO Comment Collation Tool and its user guide can be downloaded from the ISO Portal
(https://login.iso.org), in the More Applications section at the bottom of the page.

If you need any further assistance, then contact the ISO Helpdesk (helpdesk@iso.org)
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DBEHEZES,

BH :ISOEFREN—Z) — FENLEIAXNTF LI EIESRE - £

=>4 |SO Electronic balloting portal
\! !, Ballots with invalid comment files — Warning

Dear

In your capacity as voter or commenter, you are required to correct and resubmit your comment file for the project(s) listed
below in order to validate your vote, by the due date specified in the table below.

Note that in case no action is taken, the automatic collation of comments will fail and your comments may not be
taken into account.

See here for more detailed information on what to do.

Project reference Committee Type Due date

ISO/CD 11568 ISO/TC 68/SC 2 CD 2019-07-04

For any questions, please contact helpdeski@iso.org.

Thank you and best regards,
1S0O Central Secretariat

Bt AL ETTM?

BREEZEBLVIAE—IE BRTBDOAAVRIFZFAIERIIT HDIZ, ISOOAVMEEY—/L (the ISO
Comment Collation Tool) Z{E A TE%, ISOAAVMRAEY—ILELUVZDI—HHAFIL. ISO Portal
(https://login.iso.org) M RXR— T A MDMore Applications 93 arho4 HoO0—KTES,

SLRBEMADBELEEL, ISONILTT R4 (helpdesk@iso.org) [TEL TSN,
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