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ISO ISO Projects — Approval stage
b= Proof for checking during FDIS ballot

Required actions by the responsible (lead committee) committee managers/secretaries, project
leaders and translators:

1) Review the FDIS text (file named “PDF”), during the FDIS ballot, to identify any errors that
may have been introduced in the preparation of the draft. Further editorial or technical
amendments are not acceptable at this stage.

NOTE Coordination is required between the responsible committee manager/secretary and
the project leader. Ultimately, the committee manager/secretary is responsible for bringing any
errors to the attention of ISO Central Secretariat.

For that purpose, you have access to the following, through the link specified in the notification
(under the "Documents" section on ISO Projects, on the bottom-left part of the project detail
page, in the “Approval” folder):

e A clean PDF file which shall be considered for your review.

e A PDF file with track changes (named “PDF with track changes”), showing the
modifications made by the ISO/CS editor during the editing and processing.

e The revisable Word document file.

Documents

Publication

[= Approval
PDF en 2021-09-29 1,756 KB
PDF with track changes en 2018-02-14 913 KB
@ word en 2021-09-29 1,533 KB
XML (ISO-STS) en 2021-09-29 1,159KB

If you encounter any issues when accessing the document(s), please refer to the ISO Projects
User Guide (section 5.8).

2) Specific required actions depending on your role:

— For project leaders: provide your corrections to the committee manager/secretary using
the commenting template a few days before the specified due date, which is the end of
the voting period.

— For (lead) committee managers/secretaries: provide corrections using the commenting
template, to be uploaded to the e-Balloting application. In the case of VA CEN lead, the
corrections are to be sent to prog@iso.org. This shall be done by the specified due date
which is the end of the voting period, so that the ISO/CS editor can handle your
comments and the ballot comments at the same time.

NOTE In the case of VA projects, the committee manager/secretary of the non-lead
committee receives this notification for information only.


https://isotc.iso.org/livelink/livelink?func=ll&objId=19480604&objAction=browse&viewType=1
https://isotc.iso.org/livelink/livelink?func=ll&objId=19480604&objAction=browse&viewType=1
https://isotc.iso.org/livelink/livelink?func=ll&objId=5156909&objAction=browse&sort=name
https://isotc.iso.org/livelink/livelink?func=ll&objId=5156909&objAction=browse&sort=name
https://isotc.iso.org/livelink/livelink?func=ll&objId=5156909&objAction=browse&sort=name
https://isotctest.iso.org/livelink/eb3
mailto:prog@iso.org

— For translators: send back your comments using the commenting template or your
approval to prog@iso.org. This shall be done by the specified due date which is the end
of the voting period, so that the ISO/CS editor can handle your comments and the ballot
comments at the same time.

3) If no corrections are required, inform prog@iso.org.

At the end of the voting period, the ISO/CS editor will review all the comments received and
incorporate the editorial changes only. They will provide you with a compilation of the comments
with an indication on their acceptance or rejection.

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



https://isotc.iso.org/livelink/livelink?func=ll&objId=5156909&objAction=browse&sort=name
mailto:prog@iso.org
mailto:prog@iso.org
mailto:prog@iso.org
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I"Ea ISO Electronic balloting portal

v Ballot events

Required actions by the responsible committee manager/secretary, voter and commenter:

1) Voters: Vote (mandatory for P-members to avoid membership downgrading) in the I1ISO
Electronic Balloting portal by the specified due date, providing any comments using the
commenting template. Abstention is a valid vote. See here for the list of required votes.

2) Commenters: Provide comments (if any) in the ISO Electronic Balloting portal by the
specified due date, using the commenting template.

3) Committee managers/secretaries: Update when appropriate the project plan following this
ballot event (e.g. update your target dates, plan the date of the next meeting, contact your
TPM in case a timeframe change is required).

For any questions, please contact helpdesk@iso.org or your TPM.



http://isotc.iso.org/livelink/eb3/home.do
http://isotc.iso.org/livelink/eb3/home.do
http://isotc.iso.org/livelink/livelink?func=ll&objId=818907&objAction=Open&nexturl=%2Flivelink%2Flivelink%3Ffunc%3Dll%26objId%3D5156909%26objAction%3Dbrowse%26sort%3Dname
http://isotc.iso.org/livelink/livelink?func=ll&objId=818907&objAction=Open&nexturl=%2Flivelink%2Flivelink%3Ffunc%3Dll%26objId%3D5156909%26objAction%3Dbrowse%26sort%3Dname
https://isotc.iso.org/livelink/eb3/part/viewMyBallots.do?method=doVoteRequired&org.apache.struts.taglib.html.CANCEL=true&startIndex=0
https://isotc.iso.org/livelink/eb3/part/viewMyBallots.do?method=doVoteRequired&org.apache.struts.taglib.html.CANCEL=true&startIndex=0
http://isotc.iso.org/livelink/eb3/home.do
http://isotc.iso.org/livelink/eb3/home.do
http://isotc.iso.org/livelink/livelink?func=ll&objId=818907&objAction=Open&nexturl=%2Flivelink%2Flivelink%3Ffunc%3Dll%26objId%3D5156909%26objAction%3Dbrowse%26sort%3Dname
http://isotc.iso.org/livelink/livelink?func=ll&objId=818907&objAction=Open&nexturl=%2Flivelink%2Flivelink%3Ffunc%3Dll%26objId%3D5156909%26objAction%3Dbrowse%26sort%3Dname
mailto:helpdesk@iso.org
mailto:helpdesk@iso.org
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I"Ea ISO Electronic balloting portal

>4l Ballots with invalid comment files — Warning

You are receiving this notification because you recently submitted a comment file to the 1ISO
ballot(s) listed, in a format that is not compliant with the tool used to consolidate comments.

Comment files submitted to ISO ballots must follow specific rules in order to be automatically
collated by the system at the closure of the ballot. We kindly ask you to review and correct your
submitted comment file(s) for each ballot listed, prior to the ballot closure.

In order to improve the quality of the process and to ease the work of the committee secretariat
and the ISO Central Secretariat, we kindly ask you to follow the links of the ballot(s) to submit
a properly formatted file. After clicking the link to the ballot, click to edit your vote using the
function menu in the balloting application and submit your corrected comment file.

As a reminder, the commenting template can be found here. In addition, your comment file(s)
can also be checked for conformity using the Comment Collation Tool prior to submission (a
user guide is available here).

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



https://isotc.iso.org/livelink/livelink?func=ll&objId=5156909&objAction=browse&viewType=1
http://isotc.iso.org/livelink/livelink?func=ll&objId=2130386&objAction=browse&viewType=1
http://isotc.iso.org/livelink/livelink?func=ll&objId=2130386&objAction=browse&viewType=1
mailto:helpdesk@iso.org
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I"Ea ISO Electronic balloting portal

=~ Missed votes

Your Member Body is a P-member in the listed committee(s), which means that voting is
obligatory. The rules concerning obligatory voting and automatic downgrading are specified in
the ISO/IEC Directives, Part 1, Clause 1.7.4 (CIB) and 1.7.5 (DIS, FDIS, SR).

As a reminder, failure to vote on a DIS, FDIS, or SR ballot leads to an automatic downgrade to
O-member for a period of 12 months. Failure to vote on over 20 % of (and at least 2) CIB ballots
over one calendar year also leads to an automatic downgrade to O-member for a period of
12 months.

If special circumstances prevented you from voting in the listed ballot(s), please send an e-mail
to votes@iso.org explaining the reasons. If no satisfactory response is received by the date
specified in the ‘Missed votes’ notification message, the downgrading will be automatically
applied.

If your interests in this committee have changed and you no longer wish to be a P-member,
please change your participation to O-member (please refer to this user guide).

Please make sure that your national processes enable you to cast your vote on time, noting
that two reminders are sent during the open ballot.

In addition, you can (and should) consult the ISO Electronic Balloting platform for all open
ballots, noting that you can view the ballots where you are P-member and have not yet cast a
vote in the "Vote required"” tab.

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



https://www.iso.org/sites/directives/current/consolidated/index.xhtml#_idTextAnchor050
https://www.iso.org/sites/directives/current/consolidated/index.xhtml#_idTextAnchor051
mailto:votes@iso.org
https://isotc.iso.org/livelink/livelink?func=ll&objId=19768067&objAction=Open&nexturl=%2Flivelink%2Flivelink%3Ffunc%3Dll%26objId%3D5157776%26objAction%3Dbrowse%26viewType%3D1
https://isotctest.iso.org/livelink/eb3
mailto:votes@iso.org
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ISO Electronic balloting portal

§ k=10 Obligation of P-members to vote on committee internal ballots
(CIB), draft (DIS) and final draft (FDIS) International Standards
and systematic review ballots (SR)

At the beginning of 2018, ISO Central Secretariat informed all Members through a
communication about the possibility for the ISO Member bodies to extract reports on their own
voting performance in all ISO committees by accessing the 1SO applications portal.

A Member body participating (i.e., “P member”) in an ISO committee has the obligation to vote
on all ballots issued to that committee. In line with Technical Management Board (TMB)
direction, failure to vote on any one DIS, FDIS or Systematic Review ballot will result in a
downgrade to O-member status in that particular committee. Similarly, failure to vote on 20%
or more of Committee Internal Ballots over one calendar year will also result in a downgrade to
O-member.

In order to help P-members to effectively fulfill their voting duties, the 1ISO Central Secretariat
consistently sends reminders regarding their obligations to vote on CIB, DIS, FDIS and SR
ballots — a first reminder 4 weeks prior to the ballot closure, a second reminder one week prior
to the ballot closure and a third reminder at ballot closure. These notifications are provided as
a courtesy only, and we advise members to not rely exclusively on the warning notifications.

ISO Members are encouraged to apply the following good practice guidelines:

. Use of the 1SO applications portal to frequently monitor their voting performance and
take necessary actions

. Regularly check any ballot for which, as a P-member, they are obliged to vote by
selecting the "Vote required" tab of the e-Balloting application, keeping in mind the
ballot durations as per ISO/IEC Directives Part 1.



https://login.iso.org/portal/
https://login.iso.org/portal/
https://login.iso.org/portal/exports
https://login.iso.org/portal/exports
https://isotc.iso.org/livelink/eb3/part/viewMyBallots.do?method=doVoteRequired&org.apache.struts.taglib.html.CANCEL=true&startIndex=0
https://isotc.iso.org/livelink/eb3/part/viewMyBallots.do?method=doVoteRequired&org.apache.struts.taglib.html.CANCEL=true&startIndex=0
http://isotc.iso.org/livelink/livelink?func=ll&objId=4230452&objAction=browse&sort=subtype
http://isotc.iso.org/livelink/livelink?func=ll&objId=4230452&objAction=browse&sort=subtype

) After receiving a missed vote notification following the ballot closure, Members have
4 weeks to send a reasonable justification to votes@iso.org explaining why the vote
was missed.

. Register more than one balloter (centralized and/or decentralized) to ensure a voter
is always available in case of absence

. Note that “Abstention” is a valid vote that satisfies the voting requirement, and should
be used when a national position is not available

. Commenting without voting is not voting

) In the rare event that an issue with the voting portal prevents a Member from fulfilling
their voting duties, Members should immediately contact votes@iso.org and inform
the committee manager/secretary of the concerned committee so that ISO CS can
provide them with the necessary assistance

Please note that O-members receive all the documents, have access to all ballots, may submit
comments and may attend TC and SC meetings, but are not able to vote on committee internal
ballots and on resolutions taken at meetings. In addition, all experts from the member in
guestion will be removed from the committee working groups and the Member body will only
be eligible to reapply for P membership after a period of 12 months.

If you require any additional information or have any questions on the above guidance, please
don’t hesitate to contact the ISO Central Secretariat (votes@iso.org).

Yours faithfully,

ISO CS Standards Department


mailto:votes@iso.org
mailto:votes@iso.org
mailto:votes@iso.org
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ISO Meetings
Missed deadlines

You are required to act on the listed tasks and check the relevant box in the task tab in the ISO
Meetings application.

The deadlines are as follow:
Deadlines for TC/SC meeting

Time

Type of document (- before meeting, + after meeting)

Agenda -16 weeks (face-to-face and hybrid meetings)

- 8 weeks (virtual meetings)

Documents for decision in meetings -6 weeks
Resolutions +48 hours
Minutes (including list of attendees) +4 weeks

Deadlines for WG meetings

Deadline

Type of document (- before meeting, + after meeting)

Agenda -6 weeks (face-to-face and hybrid meetings)

-4 weeks (virtual meetings)

Documents for the WG meeting Recommended no later than —4 to -6 weeks

Minutes (including list of attendees) +4 weeks

See Annex SK of ISO/IEC Directives, Part 1, Consolidated version.

See Helpdesk article at https://helpdesk-docs.iso.org/article/69-manage-meeting-tasks

For any questions, please contact your parent Committee Manager or your TPM.


https://sd.iso.org/meetings
https://sd.iso.org/meetings
https://www.iso.org/sites/directives/current/consolidated/index.xhtml#_idTextAnchor562
https://helpdesk-docs.iso.org/article/69-manage-meeting-tasks
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ISO ISO Projects — Closure of enquiry stage

A=l Action on any comments received

After the enquiry, once the decision has been taken to proceed to the approval stage or
publication stage, the secretariat of the technical committee or subcommittee shall use the
Post-voting decision process (User guide) in order to communicate the decision to the ISO
Central Secretariat.

The secretariat of the technical committee or subcommittee shall prepare the revised text. This
task is carried out with the assistance of the project leader, within a maximum of 16 weeks after
the end of the voting period. The text shall be revised according to the observations of the
technical committee or subcommittee secretariat on each of the comments submitted during
the enquiry (for more information, refer to 2.6.6 of the ISO/IEC Directives, Part 1).

These comments may include those prepared by the ISO/CS editor, which need to be duly
considered by the secretariat of the technical committee or subcommittee for the preparation
of the revised text.

Any modification to the text shall be made using the Word file with the name “Word”
available from ISO Projects, through the link specified in the notification (under the "Documents"
section on ISO Projects, on the bottom-left part of the project detail page, in the “Enquiry”
folder).

Documents

= Enguiry
PDF en 2021-09-21 3,139 KB
M Word en 2021-09-21  3,170KB
[« Word with track changes en 2022-02-04 3,190 KB
B XML (150-5TS) en 2021-09-21 16,177 KB
B XML (NISO-STS) en 2021-09-21 16,177 KB
PDF fr 2021-11-04 1,558 KB
[« word fr 2021-11-04  2,725KB

3 Graphics processed by 1ISO/CS
3 Graphics submitted to 1ISO/CS

ke Le

The use of this Word file is mandatory because the document has been formatted for XML
publication.

When finalized, the revised text shall be submitted to the ISO Central Secretariat using the
Submission Interface (see Requirements and guidelines for the submission of drafts to
ISO/CS).

For any questions, please contact projects@iso.org or your TPM.
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i (Je] ISO Projects — Closure of enquiry stage

A=l Action on DIS edited text and any comments received

After enquiry, once the decision has been taken to proceed to the approval stage or publication
stage, the secretariat of the technical committee or subcommittee shall use the Post-voting
decision process (User guide) in order to communicate the decision to the 1ISO Central
Secretariat.

The secretariat of the technical committee or subcommittee shall prepare the revised text. This
task is carried out with the assistance of the project leader, within a maximum of 16 weeks after
the end of the voting period. The text shall be revised according to the observations of the
secretariat of the technical committee or subcommittee on each of the comments submitted
during the enquiry (for more information, see 2.6.6 of the ISO/IEC Directives, Part 1).

These comments may include comments prepared by the ISO/CS editor, which need to be duly
considered by the secretariat of the technical committee or subcommittee for the preparation of
the revised text.

Any modification to the text shall be made using the Word file with the name “Word with
track changes” available from ISO Projects, through the link specified in the notification (under
the "Documents" section on ISO Projects, on the bottom-left part of the project detail page, in
the “Enquiry” folder).

Documents

Publication

Approval

= Enquiry

PDF en 2017-02-07 880 KB

@ word en 2017-02-07 516 KB
W Word with track changes en 2017-04-03 588 KB

This file is a revisable version of the DIS which has been edited by the ISO/CS editor. It contains
editorial changes indicated by revision marks, and possibly comments.

The use of this Word file is mandatory because the document has not only been edited for
content and presentation, but specially formatted for XML publication.

The changes can be accepted or rejected using Word's track changes function. Unwanted
technical changes inadvertently made during editing can of course be rejected. Changes in style
and presentation, and those based on ISO drafting rules, must be accepted. Minor changes in
punctuation and spelling are not shown.

The watermark (“Edited DIS — MUST BE USED FOR FINAL DRAFT”) showing that the file
has been edited shall not be removed, as it is needed for traceability.

When finalized, the revised text shall be submitted to ISO Central Secretariat using the
Submission Interface (see Requirements and guidelines for the submission of drafts to ISO/CS).

For any questions, please contact projects@iso.org or your TPM.
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-8 [inal review

Required actions by the responsible (lead committee) committee managers/secretaries, project
leaders and translators:

1) Review the final version of the document(s) (file named “PDF”) listed in the notification to
identify any errors

NOTE At this stage, it is no longer possible to extensively edit the text e.g. for improvements or additions or even
clarifications. Only corrections of blatant errors will be accepted..

NOTE Coordination is required between the responsible committee manager/secretary and
the project leader. Ultimately, the committee manager/secretary is responsible for bringing any
errors to the attention of ISO Central Secretariat.

For that purpose, you have access to the following, through the link specified in the notification
(under the "Documents” section on ISO Projects, on the bottom-left part of the project detail
page, in the “Publication - review” folder):

e A clean PDF file, ready for publication, which shall be considered as being the final
version for your review.

e A PDF file with track changes (named “PDF with track changes”), showing the last
modifications made by the ISO/CS editor.

e The revisable Word document file.

¢ |n the case of an FDIS ballot, a compilation of all the comments made, with an indication,
in the last column, on their acceptance or rejection by the ISO/CS editor based on the fact
that further editorial or technical amendments are not acceptable at this stage (file entitled
“Consolidated_Comments”).

Documents

B Publication - review

PDF eee gn 2022-02-25 2,091 KB
PDF with track changes eee on 2022-02-25 1,483 KB
@ word ses en 2022-02-25 597 KB
B XML (1S0-5TS) eee en 2022-02-25 817 KB
B XML (NISO-STS) e en 2022-02-25 817 KB
PDF eee fr 2022-02-25 2,168KB
PDF with track changes eee fr 2022-02-25 1,648KB
@ word s fr 2022-02-25 603 KB
B XML (150-5T5) eee fr 2022-02-25 820 KB
B XML (NISO-STS) ese fr 2022-02-25 820 KB
W Consolidated Comments 2022-02-15 39 KB ‘

If you encounter any issues when accessing the document(s), please refer to the ISO Projects
User Guide (section 5.8).
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2) Specific required actions depending on your role:

— For project leaders: provide any final corrections to the committee manager/secretary a
few days before the specified due date.

— For (lead) committee managers/secretaries and translators: send back any final
corrections to prog@iso.org, by the specified due date. If you have many comments, use
the ISO commenting template.

NOTE In the case of VA projects, the committee manager/secretary of the non-lead
committee receives this notification for information only.

3) If no corrections are required, inform prog@iso.org.

No extensions will be granted.

Without any answer from you, ISO Central Secretariat will publish the document(s), as
presented in the final version.

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

We welcome your feedback on the ISO/CS editing, using the following URL.:
https://www.smartsurvey.co.uk/s/15SRNGL/.
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A=l Proof for checking

Required actions by the responsible (lead committee) committee managers/secretaries, project
leaders and translators:

1) Review the text (file named “PDF”) to identify any errors that may have been introduced in
the preparation of the draft. Further editorial or technical amendments are not acceptable at
this stage.

NOTE Coordination is required between the responsible committee manager/secretary and
the project leader. Ultimately, the committee manager/secretary is responsible for bringing any
errors to the attention of ISO Central Secretariat.

For that purpose, you have access to the following, through the link specified in the notification
(under the "Documents" section on ISO Projects, on the bottom-left part of the project detail
page, in the “Approval” folder):

e A clean PDF file which shall be considered for your review.

e A PDF file with track changes (named “PDF with track changes”), showing the
modifications made by the ISO/CS editor during the editing and processing.

e The revisable Word document file.

Documents

Publication

Bl Approval

PDF en 2021-09-29 1,756 KB
PDF with track changes en 2018-02-14 913 KB
Word en 2021-09-29 1,533 KB
B XML (IS0-STS) en 2021-09-29 1,159 KB

If you encounter any issues when accessing the document(s), please refer to the ISO Projects
User Guide (section 5.8).

2) Specific required actions depending on your role:

— For project leaders: provide your corrections to the committee manager/secretary using
the commenting template a few days before the specified due date.

— For (lead) committee managers/secretaries and translators: send back any comment(s)
using the commenting template or your approval to prog@iso.org. This shall be done by
the specified due date.

NOTE In the case of VA projects, the committee manager/secretary of the non-lead
committee receives this notification for information only.

3) If no corrections are required, inform prog@iso.org.

Without any answer from you, ISO Central Secretariat will proceed to publication.
For any questions, please contact prog@iso.org.
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ISO ISO Projects — VA projects
CEN consultant — Assessment required

Deadline for CEN Consultant: 5 weeks
Please refer to Day to Day Management for further information.
For any questions, please contact cooperation.agreements@iso.org.
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