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802.11 Document Template Instructions

To properly identify your Word document as an IEEE 802.11 Submission

there are 5 steps that you must complete, and 9 data fields that you must fill in.

Step 1. Obtain a document number (has the form yy/xxxx).

Step 2. Title page (above) - fill in the document subject title text, full date (in the ISO 8601 format of YYYY-MM-DD), the full author(s) details and the abstract text (a total of 4 data fields).

Step 3. Menu select File, Properties.  Fill in the 5 data fields:


Title field = document designator



example
"doc.: IEEE 802.11-04/9876r0"         , or 





"doc.: IEEE 802.11-04/9876r2"


Author field = first author’s name


Company field = first author’s company name


Keywords field = venue date (month year, e.g. January 2005)


Comments field = first author, company

Step 4. Update the header and footer: To do this, menu select View, Normal, then menu select View, Page Layout (called View, Print Layout in some versions of Word).  Switching the view of the document automatically updates all fields in the header and footer.  Save the file with the final headers and footers.

Step 5. Delete this page of instructions.

MS Word Submission Preparation Summary:

Things to do:
5

Fields to fill in:
9

Recommendations:

a) Always create a new document using the template, rather than using someone else's document.

b) For quick and easy creation of new 802.11 submissions, place the 802.11 template files in the template folder area on your computer.  Typical locations are:


c:\Program Files\Microsoft Office\Templates\802.11

or,


c:\Documents and Settings\User Name\Application Data\Microsoft\Templates\802.11

To create a new submission, menu select File, New, then select the appropriate 802.11 template file.

c) When you update or revise your document, remember to check all 5 fields in step 3 for the correct values and follow steps 3 through 4 again to ensure that the header and footer are updated with the revised field values.

rev: de2004-11-18

Letter Ballot 125 Comment Resolution Procedure:

1. Present draft is 2.0

2.   Documents must be on the server before presenting

3.   For LB 125 comment processing, need a Word/spreadsheet document with changes to D2.0

a.  And (if necessary) a Powerpoint to present them 

b.  And drafted motion to instruct the editor

4.   The spreadsheet should not be used for proposing resolved comments, use new document
5. For each comment being addressed use the following format/structure:

a. Copy the Comment from the spreadsheet – including the CID, the Clause, the “comment”, and the Suggested Remedy, if appropriate.

b. (If appropriate) Provide Background information, an explanation of why the commenter (may have) submitted the comment, a discussion of your suggested resolution and

c. Your Suggested Resolution for the comment.

Note:  Many resolutions may not result in a change to our document but more an explanation to the commenter.

d. (If appropriate) provide a space to insert a Motion or instructions to the Editor

6. Format of File Name for these Responses:

For LB125 comment resolutions use “LB125-Comment-Resolution-CL- (insert Clause number here) “  and add the DCN obtained during submission of  the document to the Wireless World website.

Example:  11-08-0123-00-000p-LB125-Comment-Resolution-CL-5-2-12.doc
A Template Follows:

	
[image: image1]
	LB125  Comment Resolution

	CID
	Commenter:
	Clause:
	Addressed By:
	Original Date Prepared

	
	
	
	
	


1. COMMENT:  [From Spreadsheet]
INSERT Original Comment Here:

2. Commenter’s Suggested Remedy (If appropriate):  [From Spreadsheet]
INSERT  Here:

3. Background, Explanation, Discussion, etc.:

INSERT  Here:   (To whatever level of detail seems appropriate for this comment.)
4. Recommended Resolution of the Comment:

INSERT  Here:

5. Motion (if technical and/or significant):

(And instructions to the editor.)
Move to xxxxxxxxxxxxxxxxxx     …  .
Motion by: ____________________Date: _________________
Second:  ______________________

	Approve:
	Disapprove:
	Abstain:


References:




Abstract


This document describes the process with which Task Group TGp will conduct the Letter Ballot Review Process.  The format of the Comment, any background information, and recommended resolution will be provided.  Documents with this format will be used to present each comment and the resolution of each comment.            


 EDIT NOTE:  IF using this document as your template, Delete these statements and insert your abstract above.


EDIT NOTE:  IF using this document as your template, replace my name, Co, Address, etc. above with your information.   In the footer replace my name, Co   with your name, Co.


  EDIT NOTE:  IF using this document as your template, remove the next two pages of instructions prior to submitting to the server.
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