Operations

Q. How do I upload a file for ballot?

A. For a sponsor to submit a final draft for ballot, the following steps are required:



-Access the Committee’s Works in Progress list



-Select the appropriate document number



-Click the Document Work Area tab



-To upload the final draft, click on ‘Sponsor Final Draft’


-Complete that screen and upload the file and any attachments (if applicable)


At this point, staff will prepare and start the ballot.

Q. How do I find the WIP’s list?

A. The WIP’s (Works in Progress) list for each committee is located on each committee webpage in Standards Works http://www.sae.org/servlets/works/
Q. What are the requirements for a valid ballot?

A. All formal ballots are done via Standards Works and must meet the following criteria to be considered approved:


-28 day circulation


-Minimum of 50% response from the total Voting Membership


-Minimum of 75% of the 50% response must vote Approve


-Resolution of comments and disapprovals

Q. How are the disapprovals resolved?

A. It is the Sponsor’s responsibility to resolve all disapprovals.  Resolutions of disapprovals must be documented and reported to the Committee by the Sponsor.  If a Voting Member changes their response from a disapproval to approval, they must notify the sponsor and SAE Staff.  If a disapproval cannot be resolved, it shall be circulated to Council for final review along with the Committee’s position.  The Committee’s position is established by the Chair and approved by the Committee.

Q. What does SAE’s editing staff do?

A. SAE’s editing staff takes care of converting our existing documents to Microsoft Word so they can be revised and also formats our documents prior to Aerospace Council ballot.

Q. How do I get a user id/password?

A. To obtain your Id and password for the website, contact SAE Customer Service at customerservice@sae.org or 1-877-606-7323 (U.S. and Canada) or 1-724-776-4970 or your staff representative.

Q. How do I access Standards Works?

A. To access Standards Works go to http://works.sae.org.  If you need your ID and password, contact your staff representative.

Q. What is a Limited Scope ballot?

A. A limited scope revision can be used to expedite the revision process so that necessary technical changes in a document can be made efficiently.  A limited scope ballot needs to be approved by the chair and will result in a new revision letter for the document.

Limited scope revisions require two levels of balloting (committee and council).  All votes and corresponding comments are confined to the changes proposed in a “Change from Change to” fashion.  The rationale must also state that this is a limited scope revision.  Limited scope balloting forms are available on the committee website.
Committees will be restricted to one limited scope revision per standard before a full technical revision is required.

Q. What is the difference between 28 day and 14 day ballot?

A. A 28 day ballot is a formal ballot that is required for each document that goes thru the balloting process.

A 14 day ballot is an affirmation ballot that provides a means to inform all members of additional technical changes to a document that has already gone through a 28 day technical committee ballot.

Q. How many levels of balloting are required?

A. Two levels of balloting are required for each document. The two levels are a Committee level ballot and a Council level ballot.

Q. Where is the New Project Request Form located?

A. The New Project Request Form is located in two areas in Standards Works.  The first location is on the Committee Homepage under the Resources section.  The second location is under the Documents tab that is located on the Main Committee Homepage. 
