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Document Sponsor Checklist
(Actions to be Taken by Sponsor)

(
Complete New Project Request Form for any project (form located in your committee's Standards Works area)
(
Include Rationale Statement and Scope (document will not be published without a clear rationale statement or scope)

New Documents
If this is a New Document, your SAE Staff Representative will assign a document number once Staff approves the project. (Document number is contained in Project Approval Notification sent to sponsor.)

(
Use the appropriate Document Template (AIR, AS, ARP, AMS) located in your committee's Standards Works area to start a ‘New’ document.   See Aerospace Council Guidelines for document type definitions.  (Both Templates and Guidelines are available under the Resources section of Standards Works.)

Revised Documents

If this is a revision of an existing document, a Word file of the current revision will be sent to you within 10 business days upon receipt/approval of the New Project Request Form.
(
Work with committee to gather data and develop draft document content
(
Submit document draft electronically via your committee's Standards Works area for committee ballot.  Use instructions below to submit:
From the Committee Standards Works (Website) area:

1. Click on ‘Works-in-Progress’ 

2. Click on the document number  

3. Click on ‘Work Area’ 

4. Click on ‘Sponsor Final Draft’ 

5. Complete Form
· Choose 28 Day for the balloting (or 14-day if appropriate after the first ballot has been closed)
· Choose Check if this draft is for Committee Ballot
· Upload the document
6. Click on Add Final Draft
(
Receive notification that ballot has closed and summary of ballot results is available.

(
Review summary of ballot results and either:
1.
Make changes resolving disapprovals/comments and re-ballot to committee for 14 or 28-day ballot or

2.
If no comments or disapprovals, proceed to next level of balloting

(
Once all committee level balloting is complete, submit final draft via your committee's Standards Works area for formatting and Aerospace Council Ballot.  Use instructions below to submit:
From the Committee Standards Works (Website) area:

1. Click on ‘Works-in-Progress’ 

2. Click on the document number  

3. Click on ‘Work Area’ 

4. Click on ‘Sponsor Final Draft’ 

5. Complete Form
· Choose 28 Day for the balloting 
· Choose Check if this draft is for Council Ballot
· Upload the document
6. Click on Add Final Draft
(
Review pdf file while document is in ballot to Aero Council.  This is the Sponsor’s last opportunity to review the document prior to publication.
(
Receive notification that ballot has closed and summary of ballot results is available.

(
Review summary of Aerospace Council ballot results.  At this point Staff will automatically publish if no comments are received.  However, if comments are received, Staff will contact Sponsor to determine next step.
(
Notification will be sent to Sponsor (and chair) upon publication.  The notification will contain a link to download a gratis copy of the document. (The link to download the document is only active for 7 days.)
If you have questions at any point in the process, please contact your SAE Staff Rep.

Congratulations – you have published an SAE Aerospace Standard!!!






