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Document Sponsor Checklist
(
Committee determines document type (Standard, Recommended Practice, Information Report)

(
Complete New Project Request Form (located in your committee's Standards Works area)

(
Include Rationale statement (document will not be published without


a clear rationale statement)
(
Include Signed Copyright Form (document will not be balloted without a signed Copyright Form)


(
If this is a New Document, your SAE Staff Representative will assign



a document number (use the template located in your committee's 



Standards Works area)

(
If this is a revision of an existing document, a Word file will be 



emailed to you upon completion of the New Project Form
(
Work with committee to gather data & develop draft

(
Submit draft electronically via your committee's Standards Works area
(
Review summary of ballot results and either:

1.
Make changes resolving disapprovals/comments and reballot or

2.
Submit via your committee's Standards Works area for next level of 


balloting

(
Once all committee level balloting is complete, submit final draft via your committee's Standards Works area for formatting and Council Ballot.

(
Be certain to indicate if this document is to be balloted at the Council level by checking the appropriate box at the top of the submittal form.
(
Review summary of Council ballot results and notify SAE Staff Rep of next step (normally publication)

(
Email SAE Staff Rep with approval to publish
