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Guidelines for Committee Electronic File Handling/Posting

1) Use underscores, not spaces when naming files - Files posted to SAE Web Forums must not contain spaces, use underscores instead.  This is necessary to avoid the automatic insertion of “%20” in place of each space when files are downloaded from the web forum.  For example, the web forum filename <Spring 2003 Committee B Minutes.doc> downloads as filename <Spring%202003%20Committee%20B%20Minutes.doc>.  Using underscores instead of spaces prevents this unintended translation.

2) Standard file naming convention – Use the following convention to name all files that will be posted to the web forum.  This will allow members who download files to easily sort them by committee and document number.

CommitteeLetter(capital)_Prefix(AMS/AS/ARP)_number(4 digit)revisionletter(capital)_typeofballot(28D/14D).extension(pdf/doc)

· Drafts will be converted from Word to Acrobat, or scanned from paper to Acrobat, and carry the extension “.pdf”.

· Change Summaries are preferably incorporated prior to page 1 of the draft, but if posted as a stand-alone file will insert he additional letters “chgs” before the “.pdf” file extension.

· Summary of Replies - Insert the additional letters “SoR” before the extension.  Save as Word 6.0/95 to remove macro.

· Sponsor Response to SoR - Insert the additional letters “SoR-SR” before the extension.  Sponsors who want to enhance the activities of the committee by proposing their resolution of comments in advance of the next meeting will download the “SoR.doc” file, type in their disposition under each comment using a distinctly different font, and save under this new filename.  Then, sponsors should email this file to Kerri, requesting it be posted to the same web forum entry as the ballot (sponsors will need to say which Committee Forum and which Entry Number (For example, “Please post to B-76”, or “Please post to MCF-27”).  Kerri will reply to sponsor when the file has been posted.  It will then be the sponsor’s responsibility to notify committee members of their response.  If there are only “I” comments, the sponsor may expedite the process by sending their SoR disposition directly to the Editorial Consultant and the document will be prepared directly for Aerospace Council.

· Subsequent Revisions – Add a “-1”, “-2”, “-3”, etc. after the type of ballot

Example Filenames:

B_AMS_2417B_28D-3.pdf

B_AMS_2417B_28D-3_chgs.pdf

B_AMS_2417B_28D-3_SoR.doc

B_AMS_2417B_28D-3_SoR-SR.doc

B_AMS_2417B_14D.pdf

MCF_AMS_2750R_28LSB.pdf

MCF_AMS_2750R_28LSB_chgs.pdf

MCF_AMS_2750R_28LSB_SoR.doc

MCF_AMS_2750R_28LSB_SoR-SR.doc

MCF_AMS_2750R_14D.pdf

3) Document Identification – Always include the filename within the text (or header/footer) of every document.

4) Its Everyone’s Job - Members are asked to follow these standards when they create and submit e-files.  Kerri and Barb at SAE will follow the same practice for files they create and post.

5) Hyperlinked Committee Agendas – Best to prepare these using MS Word, so they can be edited real-time during meetings.
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