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Executive summary
This document defines the tScheme procedures for the creation, review, acceptance and approval/ratification of its various classifications of documents and describes the general practices to be employed for the identification and configuration management of tScheme documents.
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1. Introduction

This document defines the classes of document supported by tScheme and the management processes for their creation, maintenance, acceptance and ratification, and release (where appropriate) into the public domain.  The roles and required actions of the different participants are set out, as are the processes of identification of tScheme documents and the retention of Configuration Control records.

The document also sets out, by example, the style and layout for tScheme documents and may, therefore, be used as a template for the production of a new document.

Document Classification

tScheme distinguishes between four classes of documents, as described below.

1.1 Definitive documents

These documents define how tScheme is constituted, what tScheme is, how it operates, what criteria it applies (Approval Profiles) in undertaking approvals, and other fundamental aspects of tScheme.

Definitive documents require ratification by the tScheme Board before being released into the public domain.  With rare exception, and unless stated otherwise by the tScheme Board, all Definitive documents are put into the public domain.

1.2 Informative documents

These are documents whose existence is required by, or which are derived from, tScheme’s Definitive documents.  They provide additional levels of explanation, detail, process and so on to support tScheme’s operations.  They are intended at all times to address matters within the scope of one or more Definitive documents and, in the case of conflicts arising, any Definitive document shall be considered to have precedence.

Informative documents require   authorisation by the tScheme Chief Executive Officer before being released into the public domain.  With rare exception, and unless stated otherwise by the tScheme CEO, all Informative documents are put into the public domain.

1.3 Promotive documents

These documents are essentially the same as Informative documents, except that they exist specifically in the context of the promotion of tScheme.  Their content will normally address matters covered by Definitive and/or Informative documents.  Such documents may be press releases, brochures, presentations, and other similar material.

Promotive documents require  authorisation by the tScheme Chief Executive Officer before being released into the public domain.  The tScheme CEO may impose restrictions on the circulation of Promotive documents, e.g. where they have been prepared for a specific purpose or an embargo date applies.

For convenience the three preceding classes of documents are hereafter collectively referred to as ‘tiv’ documents (because they are all ‘something’-tive!).

1.4 Working documents

All documents are considered as working documents until such time as they are given one of the preceding three classifications.  Thus documents intended to be ultimately one of the those three classes originate as working documents.  All other documents remain as working documents and their circulation is normally restricted to tScheme Members, although they may be selectively circulated beyond that group on a need-to-know basis (e.g. specialist reviewers, peer organisations). 

A document will assume its intended ‘tiv’ classification when it is first Ratified (see 3.5).

2. Default Document Layout

Whilst being impractical to attempt to second-guess all possible needs for documents that may arise, most will be satisfied by documents prepared using MS Word and should adopt a consistent layout. 

This present document provides a template for that layout and its use is recommended for any new documents required.  To assist that use the following notes are provided concerning how information is managed within the document.

Certain fields recognised under ‘File / Properties’ are used to simplify the consistent inclusion of key document properties:  the relevant fields may be found and amended under the tabs ‘Summary’ and ‘Custom’.  The following figures show where these respective fields are used within the document, to aid understanding of following text, which refers to these fields (e.g. set «Status» to ‘xxxxx’).
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Example of Fields used in the header on subsequent pages

3. Document Management

The document management life-cycle comprises six key stages.  These are:


· Drafting

· Review

· Acceptance

· Ratification

· Revision

· Withdrawal


Each is now described in turn.

3.1 Drafting

The stage in which a new document is created or an existing document is amended.  It may be as a record of a meeting, as a contribution of ideas, as a specific task to an Editorial Working Group (EWG) to produce a document with a specific scope (e.g. one intended to become a ‘tiv’ document), or for various other reasons.

Drafting may involve informal review by selected individuals, e.g. participants in a meeting, other members of an EWG, specific individuals who may have a particular perspective from which they can comment.

When the draft is considered sufficiently stable and complete it passes into a process of formal Review.  In its initial stages a document may be returned from review to have further drafting work undertaken by its author, in order to accommodate review comments.  Once stable again it is re-considered for review.

3.2 Review

This is a more formalised process of seeking feed-back on a document from beyond the initial drafting group.  For some types of working documents, e.g. meeting notes, this may be no more than a simple one-pass distribution and amendment if comments received.

For documents of a more formal nature (in particular those intended to become ‘tiv’ documents, and related material such as comment dispositions) the review will generally be in two parts.

The first part of the more formalised review will be conducted by the Profiles and Processes Committee (PPC).  At this stage, and usually on a first or early review, the PPC may determine that the document needs further drafting.

Once the PPC has agreed the document (according to the prevailing PPC voting rules), the document will be passed to tScheme Members and Invited Specialists
 (tMIS) for wider review.

Depending upon the severity of comments arising from the review, the document could regress to the preceding stage of the process.

Once the tMIS comments have been accommodated the document’s future depends on its type:  working document are now ready for circulation to their intended audience;  ‘tiv’ documents pass to the Acceptance stage.
3.3 Working document circulation

When a working document is finalised it should be circulated within the tScheme Membership, and to the Secretariat for archiving purposes, for use as demanded by its content, after its Status has been changed to ‘Issued’.  

At this point a working document is no longer active and simply remains on file as a reference source.  The remaining parts of this section do not apply.

3.4 Acceptance

This is a formal process by which a ‘tiv’ document goes through the tScheme Board’s voting procedures .  This is essentially a formality, following review by the tScheme Members, leading to the document’s recommendation to either the CEO or the tScheme Board for Ratification.  This stage may be performed at the same time as the final review where changes are finalised without requirement for another pass through the review stage (subject to the voting procedures).

Of course, the voting may result in rejection of the document, requiring the document to be regressed to the drafting stage of the process.

3.5 Ratification

Following acceptance by the Members, a ‘tiv’ document requires formal ratification as being fit for use within tScheme, and usually as authority for its release into the public domain.  This will include a final formatting and versioning for the document prior to its release, and it is the publicly-released example that requires the ratification.  A document first reaching this status willalso assume its ‘tiv’ classification at this point.  Under certain circumstances, as determined from time to time, a document may have its circulation limited in some way:  this will be determined by the ratifying authority.

Informative and Promotive documents require Ratification by the CEO.

Definitive documents require Ratification by the tScheme Board.  The CEO will then be responsible for ensuring the correct release of the document.

Again, it may happen that the ratifying authority determines not to ratify a document, although it should have been involved with the development and review of the document during its drafting (or revision).  In cases of rejection, the document either regresses to the drafting stage for correction or the author/editor produces persuasive counter-arguments to the reasons why ratification was withheld.

3.6 Revision

Documents may reach a stable or mature state but many, especially ‘tiv’ documents, will be living documents requiring periodic revision.  In such cases the document will go back to the drafting stage of the development cycle and progress again to its point of (new) stability, be that acceptance alone or ratification.

The point to which a document regresses will depend on the severity of the changes required.  Major revisions could require the allocation of a new Editorial Working Group, whereas more minor changes (i.e. those having no impact upon the document’s intent) may only require re-ratification.  The document Author / Editor remains responsible for these activities.
3.7 Withdrawal

When a document has reached the end of its useful life it will be formally withdrawn, on the authority of the CEO, by the issue of a notification to the that effect.  Any copies of the document in the public domain (e.g. through web-site download) will be removed.

3.8 Archiving

Through the process of document creation, circulation (working documents) and issue (‘tiv’ documents) the Secretariat will be in receipt of each new draft and issue of each document.  These will be archived and retained for 24 months, or longer if other circumstances so require. 
4. Document Identification

4.1 Unique identity

Each document will receive a unique four digit identity when it first comes into existence and it will retain this identity whatever its fate.  Identities will be allocated and managed by the Secretariat (some documents which precede the release of the present document will bear only a three-digit unique identity).  This identity will remain with the document irrespective of the classification that it may have from time to time.

4.2 Status

Initially and until it reaches a stable state, and during any subsequent revision, a document will have the Status ‘Draft’.  When it reaches a stable state it will have the Status ‘Issued’.

4.3 Document classes

The different classes of document already described will use a specific codification to indicate the type of document when referred to by their identity and when allocating filenames.

The specific codification will be:

tS-
Working documents, which may cover a range of subjects and will be the initial classification for most documents when they first come into existence.  This series uses the codification ‘tS’ for historical reasons (i.e. for tScheme).
Note the deliberate use of a hyphen – this is intended to indicate positively the fact that this is a working document, not a ‘tiv’; this guards against confusion potentially caused by the accidental omission of a ‘tiv’s codifying letter.

tSd
Definitive documents.

tSi
Informative documents.

tSp
Promotive documents.
4.4 Version

A simple incremental version reference will be applied, commencing at 0.01 for the first draft, progressing through 0.02, 0.03, ……., then 1.00 (first stabilised or formally issued version).  Subsequent revision will lead to a new draft series, 1.01, 1.02, …., leading to 2.00 (next stabilised or formally issued version), etc..

Those documents in the drafting and review stages will be referred to as ‘drafts’ ‑ for such documents, the secondary part of the version will always be ‘01’ or higher.  Documents that become stable (i.e. after ratification for ‘tiv’s) will be referred to as ‘issues’ ‑ for such documents, the secondary part of the version will always be ‘00’. 

The version relates to the progression of the document within its particular classification.  Working documents that become ‘tiv’s will first appear as version 1.00 when they assume their new status, irrespective of the version number they had reached as working documents.
4.5 Filename schema

The following file naming schema is to be used within tScheme.

«codification»«unique.id»_«version»[space]«title» where:

«codification» =
tS-, tSd, tSi, tSp, as appropriate;

«unique.id» =
a four-digit number allocated by the Secretariat, followed by an underscore
;

«version» =
the formal version number for this file, using a hyphen to separate the primary and secondary parts;

«title» =
the natural language title of the document, or a convenient abbreviation thereof.

5. Document Management Procedures

In this section, in the column headed ‘Resp. Body’, ‘A/E’ refers to the Author/Editor of a document and ‘Sec’ refers to the Secretariat.

5.1 Document development/amendment

5.1.1 New document

	Resp. Body
	Action/Responsibility

	A/E
	Request from the Secretariat a new unique identity, providing the following information relating to the document:

Required classification ( such as “tS- to become tSi”)
Title

(version will implicitly be 0.01)

NB:  The Author/Editor of a document is responsible for advising the Secretariat of this information ‑ it is not for the Secretariat to guess!

	Sec
	Allocate to the new working document a four-digit number in sequence.

The Secretariat will maintain a Status Register of all allocated sequence numbers, the details of the documents and their current status. Document sequence numbers will not be reused – dormant documents will simply remain as such.

	A/E
	Create the basic new document ensuring the appropriate Fields are correctly set (see §2 above).  Unless specific requirements of the document being prepared require otherwise, layout should follow the example of this present document.


5.1.2 Drafting/Revisions of documents

	Resp. Body
	Action/Responsibility

	A/E
	Prepare the document drafts, seeking peer review as required and managing the comments returned to produce further drafts, as required.

At each release of a revised draft the Secretariat should be included in its circulation in order that the Status Register can be updated and a copy of the document placed in the project library for archive and reference purposes.

At all times the Author/Editor remains responsible for:

- saving the document according to the appropriate tScheme layout and file-naming conventions;

- ensuring the accuracy of all Fields used (note «Version» and  «DateCompleted» require attention each review cycle;

- maintaining the document history;

- sending copies to the Secretariat for information/record purposes; 

- distributing to the appropriate recipient list for information and review/comment (precisely to whom a document is distributed will depend upon the content and purpose of the document and will generally be determined by the author or precedent);

- setting any response deadlines;

- receiving, analysing and actioning review comments, including resolving disagreements arising from reviewers' comments;

- amending the document.

	A/E
	When a stable document emerges from reviewing its future is dependent upon the type of document.  Working documents will be dealt with as in sub-section 5.1.3 below; ‘tiv’s will be dealt with as described in sub-section 5.1.4 below.


5.1.3 Distribution of working documents

	Resp. Body
	Action/Responsibility

	A/E
	When a working document is deemed ready for distribution, set «Version» by incrementing the Primary version number and resetting the secondary part to ‘00’;  set «Status» to ‘Issued’.

The document will then be distributed by the Author, ensuring copy goes to the Secretariat.  The choice of recipients will depend upon the content and purpose of the document and will generally be determined by the author, or by precedent.

Following its distribution the document will be considered static unless any subsequent reason for its revision arises, in which case it will return to the drafting stage.


Acceptance/Ratification of ‘tiv’ documents

	Resp. Body
	Action/Responsibility

	A/E
	When a ‘tiv’ document is deemed ready for release
 in its authoritative form, it will be distributed through the Secretariat.  The codification is not changed at this time, but the editor will set the «Status» to “For Acceptance/Ratification” (as appropriate).
At all times the Author/Editor remains responsible for preparing the authoritative version(s) for Acceptance/Ratification, with the codification unchanged, even though a change of classification might be being proposed, and advising the Secretariat of the appropriate distribution list.

	Sec
	Check that «Status» is set to “For Acceptance/Ratification” as required.

The Secretariat will first distribute the document unchanged to the appropriate parties for their review and endorsement, stating purpose of document, intentions post-review (e.g. ‘To be published as …’) and a deadline for responses.

	Sec
	If endorsement is denied, the secretariat will advise the Author/Editor of the reasons.  The A/E will then be expected to use his own copy to continue the development of the document (or prepare a defence against the reasons for rejection), though a copy will be retained by the secretariat since it is still the current latest version.


Accepted/Ratified documents

	Resp. Body
	Action/Responsibility

	Sec
	When a document is Accepted/Ratified the Secretariat should advise the Author/Editor in order that the document can be prepared for release.

	A/E
	Set «Status» to ‘Issued’;

Set «Version» to ‘Issue x.00’ with the Primary version number incremented and the secondary part reset to ‘00’.

If the document codification is to change, set the «Reference» as appropriate (to tSd, tSi or tSp).

Set «DateCompleted» to the date when Accepted/Ratified.
Amend Document History such that entries relating to any incremental drafting versions are removed, and entries referring to actual issues are retained
.  The history should state the reasons for the new issue being prepared and the means of its formal Acceptance/Ratification.  Save the document according to the appropriate tScheme file-naming conventions.

	Sec
	Amend the Status Register to record the new document.

Release the document as necessary.


5.2 Releasing ’tiv’ documents

For ‘tiv’ documents there will be three file-types each bearing the same identity, status, class and title information.  These will be the original source application file used for document drafting and approval (e.g. Word (.doc) for textual documents, PowerPoint (.ppt) for documents bearing largely graphical/visual information,), the PDF version for downloading (.pdf) – intended to deter any cut & paste of tScheme documents or the removal of copyrighting, and the HTML summary for display on the web-surface (.htm).  They will be distinguishable only by their filename extension.

The process for dealing with revision, approval and release of these documents is described in the preceding sub-sections.  However, there are additional procedural steps required to be performed once the new Issue of a ‘tiv’ is produced.


5.2.1 Publishing ’tiv’ documents

	Body/Bodies
	Action/Responsibility

	Sec
	From the source document, generate the PDF version, saving the PDF document according to the appropriate tScheme file-naming conventions, with filename extension of ‘.pdf’.

(If these prove to be large, they may be provided for download as ‘ZIP’ped PDF versions).

	A/E
	Create a textual summary of the ‘tiv’ for use on the tScheme website.

	A/E
	Gain approval of the summary by it being reviewed by the appropriate parties, including always the CEO.  This review process should be managed informally by the Author/Editor, and the final outcome provided to the Secretariat.

	Sec
	Ensure the ‘tiv’ summary is in HTML format and save the document according to the appropriate tScheme file-naming conventions, with filename extension of ‘.htm’.

	Sec
	Update the tScheme website.  This requires:

Amendment of the ‘latest release’ information;

Revision to the website structure where the new ‘tiv’ is appearing for the first time;

Placing on the website of the new/replacement HTML summary of the new/replacement ’tiv’;

Provision of the new/replacement PDF version of the new new/replacement ‘tiv’ for download from the website;

Any other ‘news- related’ notifications required by separate procedures.

	Sec
	Advise of and distribute new ‘tiv’ within tScheme, in its PDF form.


End of document






















�  	Invited Specialists will be asked to comment upon tScheme material when it is felt that they have a particular skill or perspective to contribute that cannot otherwise be found within the tScheme Members.  Such instances could arise where the specialist represents a particular industry body, is the author/editor of a document having a high degree of relevance to the tScheme work in question, or perhaps has a particular legislative/governmental responsibility.


	Invited Specialists’ views will be taken fully into account during the review process but they will not participate by voting in the following Acceptance stage.


� 	Documents with unique identities up to 0100 may carry a different format to this, for historical reasons (i.e. they pre-date the finalisation of the present document).


� 	By “release” it is meant a change of classification or the acquisition of a new stable version number or both, thus causing the new document version to be treated as authoritative, i.e. a new ‘Issue’.


� 	Since the Secretariat preserves a copy of all versions of the document, the full drafting history between issues will be preserved in the document version offered for final approval / ratification.  





Individual copies of this document may be downloaded from http://www.tScheme.org/.

The definitive version of this document is the one available for public download from http://www.tScheme.org/ in Adobe Acrobat Reader format.  This document is subject to revision so please check that you have the current version.

Please report errors and address comments to Editor@tScheme.org.

Copyright:  This document may be copied in whole or part for private research and study but not otherwise without the express permission of tScheme Limited.  All copies must acknowledge tScheme Limited's copyright.  These restrictions apply to copying in all media.

© tScheme Limited, 2002 - all rights reserved

Page  3

