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1 Reason for Contribution

It is highly desireable that documents presented to meetings are properly accompanied by a cover sheet, which explains the reason for submission.

2 Summary of Contribution

The proposal makes a change to the process document, identifying that all submissions must be accompanied by an input contribution cover sheet.  It is also explained how to package the contribution and its cover sheet into a zip file for convenience.

3 Detailed Proposal

It is proposed to modify the following section as follows:-

13.4 Document Submission and Availability

13.4.1 Document Submission

Documents shall be submitted at least 7 days before the start of a meeting.  

As an exception, any documents submitted later than this deadline may be taken in the meeting at the chair’s discretion subject to consensus in the group.  Such documents may be presented for information, however no decision on these documents shall be made during the meeting, unless there is consensus.

13.4.2 Input contribution packaging
It is highly desirable that all contributions to a meeting carefully declare the intent of the contribution, and the requested handling of that contribution.  To achieve this objective, all contributions to meetings SHALL be attached to an Input Contribution cover sheet (or be made using the Input Contribution template itself), describing the intent of the contribution, making the appropriate IPR declaration, and the proposed handling of its contents.

Where a document is to be attached to the Input Contribution cover sheet, the document shall be referenced by the Input Contribution cover sheet, and the documents SHALL be packaged together into a ZIP file.   A document number SHALL be assigned to the Input Contribution cover sheet, and the same document number SHALL be used to name the ZIP file.
    Document Availability Before a Meeting

Documents submitted prior to a meeting shall be made available and distributed electronically (e.g. website, e-mail etc.).

4 Intellectual Property Rights Considerations

No IPR in this submission is known to the author

5 Recommendation

It is recommended to incorporate these changes into the Process document.
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