G-3 Committee Document Sponsor Guidelines
1. Document project, whether new, revised, or cancelled must be approved by the Committee/Sub-Committee Chair.  

2. Document Sponsor must complete the G-3 Scope Sheet and receive approval from the Committee/Sub-Committee Chair and to be assigned a G-3 (G-3A…G-3E) Project Number.

3. Once approval is received, Document Sponsor must:

· Complete a New Project Request Form (found on the G-3 Committee Website under ‘Resources’).   This form is NOT the same as the G-3 Scope Sheet referenced above – it is a separate step.  The reason for this form is to generate the SAE Document Number, for new, revised, or cancelled documents.

· If the Project will create a new Standard then click New on the Project Request Form; 
· If the Project will create a revision to an existing Standard then click Revised and choose the document number and the form will partially pre-populate.  Same for Cancelled or Non-Current documents.

· Enter the Project Scope from the approved Scope Sheet. Document Sponsor will be required to add a Rationale Statement at the top of the document being worked.  This should be a couple of sentences indicating the need for the new document; the need for a revision of the existing document; or the cancellation of an existing document and the document that will supersede it, if applicable.  It is not to be used as a historical reference or as a revision record.
4. Once New Project Request form is approved by SAE the Document Sponsor will perform one of the following steps based on status of document:

· New Document:  download the Template from the G-3 Committee website located on the G-3 Committee website under ‘Resources…Document Development and Sponsor Guidelines…choose template type (AIR, ARP, AS) for new documents
· Revised Document:  Sponsor will receive (in 7-10 days) a word version of an existing document for editing purposes (using the track changes feature of word). 

5. When Document Sponsor is ready to ballot the document to the Committees they will perform the following steps.
· From the G-3 Committee Website:

· Click on Works-in-Progress
· Click on the document number

· Click on Work Area 
· Click on Sponsor Final Draft 

· Indicate which Committee(s) to Ballot (G-3 and Sub-Committee)
· Complete Form – 
· For New Ballots - Choose 28 Day for the balloting
· For Second (or additional) Ballots containing major technical changes – Choose 28 Day; For second ballots that do NOT have major technical changes (affecting fit, form, function) – Choose 14-Day
· For Second (or additional) Ballots that did not receive a quorum of votes necessary to complete the balloting process (50% Voting Members must Vote and 75% of those must Approve) – Choose 28 Day

· For Ballots specifically addressing 1-3 items – Choose 28-Day Limited Scope Ballot (a different form must be completed for this process (also available on the G-3 Committee website in the Resources Section)

· Check if this draft is for Committee Ballot or Aerospace Council Ballot if the Committee balloting has all been completed

· Upload the new or revised document and the G-3 Committee Scope Sheet

· Upload  a letter to the G-3 Committee and affected Sub-Committee(s) providing background information for Committee’s consideration For second and additional ballots, also include a summary of responses and replies
· Click on Add Final Draft
· This will generate the start of the balloting process.
