Final 12/15/2005

NOB Policy on Guidance Document Format and Submission
Version 1.0
General Principles for Guidance Document Format

The formatting principles outlined in this document apply to significant Exchange Network guidance documents prepared by Exchange Network workgroups or their contractors.  Other documents, such as feasibility papers, white papers, or decision papers do not need to use these formatting guidelines.
Elements of Guidance Documents

· Exchange Network guidance documents should contain the following elements at the beginning of the document, in the order listed:

· Cover page, which follows the model format (see next page)
· Title page with a table that clearly identifies authors (with affiliations) that contributed significantly to the report (e.g., the names of members of a working group and contractors that collaborated on the report preparation)
· A short document abstract

· A table of contents and table of figures (if applicable)
· Exchange Network guidance documents should contain the following elements after the main document text, in the order listed:

· A list of acronyms and abbreviations (where necessary)
· A history of document revisions (if applicable)
Guidance Document Formatting Guidelines
· Contractor names should appear sparingly in documents.

· Documents should be submitted to the NOB in Microsoft Word format; documents receiving NOB ratification will be converted to PDF format before they are posted to the Exchange Network website.

· Common style manuals should be used as a reference for detailed issues of style.

Guidance Document Submission and Metadata
· Each guidance document must be accompanied by a metadata sheet, which uses the standard Exchange Network format (see pages 3-4)
· Exchange Network working groups and contractors should submit completed documents and metadata sheets to the NOB co-chairs, or NOB support staff as appropriate, who will ensure that they are distributed to the full NOB for review.
· Documents should not be posted to the Exchange Network website or submitted to the Exchange Network community until they receive NOB ratification or the NOB approves a broader submission of the draft document.
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Exchange Network Guidance Document Metadata Template

Version 1.0
Title: Title of document.  (Note:  the term “document” is used throughout this template to refer to reports, guidance, standards, and other Exchange Network products).
Subject: One sentence description of the topic and/or purpose of the document.
Abstract:  Short paragraph (250 words or less) describing the document content in greater detail than “Subject.”  This description should explain why the document was produced and its intended use.

Table of Contents:  For longer documents, only the high-level headings (e.g., chapter or section titles) should be included.  For shorter documents, the entire table of contents may be included.  Lists of figures, tables, and appendices should not be included.

Creator: The author of the document, along with the author’s affiliation.  This is often an Exchange Network workgroup or other entity, although it is sometimes the “Contractor” cited below.  In reports, this entity is often identified as “prepared by.”
Creator Contact Information:  Creator’s address, email address, and phone number.

Contractor:  Typically, this will be the contractor who assisted the “Creator” in generating the document; for products generated solely by a contractor, it will be the same as “Creator.”  Where the contractor is identified by name, the citation should also include the contractor’s affiliation.

Contractor Contact Information:  Contractor’s address, email address, and phone number.

Contributors: People (and their affiliations) responsible for making substantial contributions to the content of the report (e.g., individual members of a workgroup identified under “Creator”).
Initiator: The entity responsible for making the resource available (i.e., the Network Operations Board), often by commissioning the work of a “Creator” or “Contractor.”  In reports, this entity is often identified as “prepared for.” Where the Initiator is an individual or individuals rather than an entity, the citation should include the name(s) and affiliation(s).
Version:  Version of original or revised document (e.g., “Version 1.0”).  Note that document versioning should be consistent with the Exchange Network versioning guidelines.

Version History:  List of previous versions, their publication dates, major changes between the versions, and the reason a new version was created.

Revision Date: Publication date of current version.
Commission Date: Date that “Initiator” commissioned the work.
Relationships to Other Products: Reference to closely-related resources, including other guidance potentially impacted by the document.  Information should include full citation of related documents.
Review Process:  Brief description of review stages (e.g., first draft review, second draft review, and final review) and review period dates.

Reviewers: Identification of entities or individuals (along with their affiliations) that conducted review(s) at each stage.

Comments: Description of major categories of comments and overview of key issues raised in the review process. 

Comments Resolution Process:  Description of process for resolving issues raised by comments.
Pros and Cons: Statement of pros and cons related to contents, release and/or use of the document.  Relevant issues include whether the document is clear, “do-able,” necessary, and/or helpful.   If no pros and/or cons were identified, then a clear statement to that effect should be included.
Follow-up Activities:  List of potential follow-up activities to implement or otherwise act on the substance of the document.  Examples include activities required to mitigate the “cons” identified above and necessary updates of related guidance documents.

Actions Required to Complete and Communicate Document:  Actions needed to finalize and/or share document with the network community.  Relevant issues include suggestions for how to communicate the document (e.g., where, when, and how to make available) and addressing any publications concerns related to document sensitivity.

Title








Version:








Revision Date:








Prepared for:








Prepared by:















Page 2 of 4

