Working Draft  - The 'mailto' Delivery Method for Event Notifications                                    February 2, 2005


DRAFT PWG Policy – PWG Document Management Policy	May 1, 2023











PWG Document Management Policy


Status: Approved
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[bookmark: _Toc263650577][bookmark: _Toc112672951][bookmark: _Toc133789713]
Terminology
[bookmark: _Ref486620936][bookmark: _Toc19011366][bookmark: _Toc53897745][bookmark: _Toc199666720][bookmark: _Toc263650578][bookmark: _Toc112672952][bookmark: _Toc133789714]Conformance Terminology
Capitalized terms, such as MUST, MUST NOT, RECOMMENDED, REQUIRED, SHOULD, SHOULD NOT, MAY, and OPTIONAL, have special meaning relating to conformance as defined in Key words for use in RFCs to Indicate Requirement Levels [BCP14].
[bookmark: _Toc263650579][bookmark: _Toc112672953][bookmark: _Toc133789715]Other Terminology
Document Editor: The individual responsible for publishing drafts of a PWG Document incorporating their own work as well as contributions from others. [PWG_PROCESS] 
PWG Voting Member: A PWG Member who has a current membership that includes voting rights and that has paid their current membership dues. [PWG_PROCESS]
[bookmark: _Toc112672954][bookmark: _Toc133789716]Acronyms and Organizations
IANA: Internet Assigned Numbers Authority, https://www.iana.org/
IETF: Internet Engineering Task Force, https://www.ietf.org/
ISO: International Organization for Standardization, https://www.iso.org/
PWG: Printer Working Group, https://www.pwg.org/
[bookmark: _Toc60736530][bookmark: _Ref81218222][bookmark: _Ref88404657][bookmark: _Toc75169133][bookmark: _Toc100571182][bookmark: _Toc101818374][bookmark: _Ref104230656][bookmark: _Toc112672955][bookmark: _Ref87895601][bookmark: _Toc75169145][bookmark: _Toc100571203][bookmark: _Ref20126699][bookmark: _Toc263650617][bookmark: _Toc133789717]PWG Document Types
The PWG publishes documents that specify technologies, documents that provide guidance on implementation, and documents that record the status of PWG operations. The development phases of a PWG Document are defined in section 3. The processes used to approve a PWG Document for acceptance and publication are defined in section 4.
The document types for PWG Process and PWG Policy documents, and their development process, are defined in PWG Process [PWG_PROCESS].
[bookmark: _Ref58848436][bookmark: _Toc60736537][bookmark: _Toc75169136][bookmark: _Toc100571185][bookmark: _Toc101818377][bookmark: _Toc112672956][bookmark: _Ref58848384][bookmark: _Toc60736535][bookmark: _Toc75169134][bookmark: _Toc100571183][bookmark: _Toc101818375][bookmark: _Toc133789718]Best Practice
A PWG Best Practice Document is a normative document that defines best practices for using PWG technology. A PWG Best Practice MUST NOT define new PWG technologies or extensions to existing PWG technologies.
[bookmark: _Ref105593528][bookmark: _Toc112672957][bookmark: _Toc133789719]Candidate Standard
A PWG Candidate Standard is the first level in the PWG standards-track development process and provides the foundation for initial product development and interoperability testing. Implementations can confidently proceed from a PWG Candidate Standard, knowing that it will not undergo significant change as it matures to a PWG Standard. However, if changes to a Candidate Standard become necessary, these changes will be accomplished via Working Drafts that MUST once again go through Last Call and an appropriate level of PWG Document Approval. The Working Draft will then and only then regain Candidate Standard status.
[bookmark: _Toc100571190][bookmark: _Toc101818381][bookmark: _Ref105593632][bookmark: _Toc112672958][bookmark: _Toc133789720]Informational
A PWG Informational document presents information about PWG technologies or outside technologies that relate in some way to PWG technologies. A PWG Informational Document MUST NOT include normative requirements of any kind. Examples of PWG Informational documents include white papers or books.
[bookmark: _Ref58851142][bookmark: _Toc60736554][bookmark: _Toc100571200][bookmark: _Toc101819118][bookmark: _Toc133789721]Registration
A Registration document defines new elements and/or new values for existing elements (e.g, attributes, keywords, enum values, OIDs, schema elements) defined in approved PWG Documents or related standards.
Each Workgroup defines, with SC approval, the criteria for deciding the scope threshold beneath which this lightweight process might be applicable, and the process for approving these new values. If the Workgroup or the SC determines that the scope exceeds the threshold, then the conventional document approval procedures described in section 4 are used.
[bookmark: _Ref58848410][bookmark: _Toc60736536][bookmark: _Toc75169135][bookmark: _Toc100571184][bookmark: _Toc101818376][bookmark: _Toc112672959][bookmark: _Ref58848365][bookmark: _Toc60736541][bookmark: _Toc75169139][bookmark: _Toc100571188][bookmark: _Toc101818379][bookmark: _Toc133789722]Standard
When an approved PWG Candidate Standard has demonstrated widespread interoperability in a report to the PWG SC, has no open technical issues, and has been approved for three (3) years, the PWG SC, in consultation with the originating Workgroup, MAY promote the Candidate Standard to PWG Standard.
[bookmark: _Ref105593727][bookmark: _Toc112672960][bookmark: _Toc133789723]Statement of Requirements
A Statements of Requirements Document specifies the best effort collection of known requirements on a particular protocol, interface, procedure, or convention that represents a profound new area of work for the PWG. This work might substantively change the scope of an existing PWG Workgroup or trigger the creation of a new PWG Workgroup.
[bookmark: _Ref105594941][bookmark: _Toc112672961][bookmark: _Toc133789724]White Paper
A White Paper can be the starting point for new work in the PWG. A PWG White Paper is written using the PWG White Paper template [PWG_WPTEMP] and contains the rationale, use cases, design requirements, and possible technical solutions of the new work. A PWG White Paper MUST NOT assign, reserve, or register new standards-track names or values. 
[bookmark: _Ref58848357][bookmark: _Toc60736540][bookmark: _Toc75169138][bookmark: _Toc100571187][bookmark: _Toc101818378][bookmark: _Toc112672962][bookmark: _Toc133789725]Workgroup Charter
At time of creation, a PWG Workgroup creates an initial Workgroup Charter that clearly describes the scope of their work and defines milestones. A PWG Workgroup Charter SHOULD be revised every other year or at the request of the PWG Steering Committee.
[bookmark: _Toc60817159][bookmark: _Ref89687340][bookmark: _Toc75169142][bookmark: _Toc100571192][bookmark: _Toc101819110][bookmark: _Ref104230590][bookmark: _Toc112672963][bookmark: _Toc133789726]PWG Document Development
There are several phases in PWG Document development.
[bookmark: _Toc75169143][bookmark: _Toc100571193][bookmark: _Toc101819111][bookmark: _Ref124250412][bookmark: _Toc112672964][bookmark: _Ref126078422][bookmark: _Toc133789727]New Work
PWG Members or other interested individuals propose new work to the PWG using the following procedure:
1) Email proposal to a PWG Workgroup reflector or PWG Steering Committee. The proposal might be in the email body or attached as a White Paper (section 2.7)
2) PWG Workgroup Officers and/or PWG Steering Committee evaluate the proposal and decide whether the proposal is:
a) Within scope of existing Workgroup: PWG SC sends it to that WG and SC task the Workgroup with updating the charter to include the new work if the WG has the member participation to pursue and accomplish the new work objectives
b) Within scope of new Workgroup: PWG SC creates the new Workgroup and the new Workgroup does what is described in (a)
c) Out of scope of the PWG: SC provides an explanation closes the matter
[bookmark: _Toc112672965][bookmark: _Toc60736533][bookmark: _Toc75169144][bookmark: _Toc100571194][bookmark: _Toc101819112][bookmark: _Toc133789728]Organizing and Naming Documents
Draft PWG Documents are given a name that follows the conventions laid out in the PWG Namespace Policy [PWG_NAMING]. 
[bookmark: _Toc112672966][bookmark: _Toc133789729]Document Editing
The Workgroup Chair or PWG Chair will appoint one or more Document Editors for each PWG Document, depending on the PWG Document type (section 2). Document Editors publish drafts that reflect Workgroup consensus, rather than their own personal views.
[bookmark: _Ref89687321][bookmark: _Toc100571196][bookmark: _Toc101819114][bookmark: _Toc112672967][bookmark: _Toc133789730]Document Status Levels
Document Editors SHALL label PWG Documents with a status level on the title page as follows: Status: <keyword>, with the <keyword> being one of those listed in Table 1. The status of a Working Draft is decided via Workgroup consensus.
[bookmark: _Ref88464293][bookmark: _Ref58934828][bookmark: _Toc60736615][bookmark: _Toc75169215][bookmark: _Toc100571284]Table 1 - Document Status keywords
	Status keyword
	Indicates

	Initial
	Initial Working Draft

	Interim
	Intermediate Working Draft under active development; significant changes are possible

	Prototype
	Technically complete Working Draft that is ready for prototyping (section 3.5)

	Stable
	Stable Working Draft with prototype complete and documented; candidate for PWG Document Approval. A Stable draft of a PWG Document MUST NOT enter Formal Approval before all included Normative References are published.

	Approved
	Approved via PWG Formal Review and Approval (section 4.1) or PWG Call for Objections (section 4.2).

	Deprecated
	The previously Approved PWG Document has been deprecated and its contents SHOULD NOT be implemented.

	Obsolete
	The document has been obsoleted by another PWG standard or industry standard. The obsolete PWG document MUST NOT be implemented.


Normally, a Working Draft will progress through each status level from “Initial” to “Stable”. A Workgroup Chair or the PWG Steering Committee can reduce the status of a Working Draft if an unexpected problem is found (for example during prototyping).
[bookmark: _Ref88464341][bookmark: _Toc100571195][bookmark: _Toc101819113][bookmark: _Toc112672968][bookmark: _Toc100571197][bookmark: _Toc101819115][bookmark: _Toc133789731]Document Prototyping
All conformance requirements [RFC2119] in a PWG Document MUST be prototyped and reported before the PWG Document advances to Stable status. The PWG Prototyping Policy [PWG_PROTO] defines the PWG's prototyping procedures in more detail.
[bookmark: _Ref126580243][bookmark: _Ref126580638][bookmark: _Ref58851124][bookmark: _Toc60736552][bookmark: _Toc100571198][bookmark: _Toc101819116][bookmark: _Toc112672969][bookmark: _Ref126078515][bookmark: _Toc133789732]Document Versioning and Updates 
[bookmark: _Toc112672970]Updates to PWG Documents are versioned using as subset of Semantic Versioning [SEMVER] as follows:
· Major version MUST be incremented if any changes to a PWG Document are not backward compatible with the previous approved version
· Minor version MUST be incremented if changes to a PWG Document include new features or editorial corrections but preserves backward compatibility with the previous approved version
PWG versioning does not use the "Patch" versioning level from Semantic Versioning [SEMVER]. The first approved version of a PWG Document is version 1.0.
[bookmark: _Ref104230613][bookmark: _Toc112672974][bookmark: _Ref126580040][bookmark: _Toc133789733]PWG Document Adoption Procedures
When a Stable draft PWG Document has cleared Workgroup Last Call, a Workgroup Officer or the draft's Document Editor notifies the PWG Steering Committee the Workgroup is submitting the draft PWG Document into PWG Document Approval. 
The PWG Steering Committee reviews the Workgroup Last Call process and chooses one of the following responses:
1. If the draft PWG Document is not ready, then reject the Workgroup Last Call process for the draft PWG Document and provide an explanation why the draft PWG Document isn't ready for PWG Document Approval;
2. If the draft PWG Document is ready, then accept the Workgroup Last Call process for the draft PWG Document and begin the PWG Call for Objections Document Approval process (section 4.2) to seek that draft's approval, if:
i) The draft PWG Document is a Registration (section 2.4); or
ii) The draft PWG Document is a new minor version (section 3.6) of an existing PWG Best Practice (section 2.1), Candidate Standard (section 2.2), Informational (section 2.3), Statement of Requirements (section 2.6), PWG Standard (2.5), or Workgroup Charter (section 2.8);
3. Otherwise, accept the Workgroup Last Call process for the draft PWG Document and begin the PWG Formal Review and Approval process (section 4.1).
The PWG Chair then sends the chosen response to the Workgroup mailing list of the originating Workgroup informing them of the PWG Steering Committee's decision.
[bookmark: _Ref58848342][bookmark: _Toc60736545][bookmark: _Toc75169146][bookmark: _Toc100571206][bookmark: _Toc112672975][bookmark: _Toc133789734]PWG Formal Review and Approval
The PWG Formal Review and Approval process consists of the steps described in this section. All steps MUST be performed in order, and a step MUST NOT be performed if the previous steps have not completed successfully.
[bookmark: _Ref58848528][bookmark: _Toc60736546][bookmark: _Toc75169147][bookmark: _Toc100571207][bookmark: _Toc112672976][bookmark: _Toc133789735]PWG Last Call
A PWG Last Call provides the PWG Membership with a final opportunity to raise editorial or technical issues against a Stable PWG Document. During this period all PWG Members are encouraged to review the final working draft for both technical and editorial concerns, and to provide comments to the Workgroup and the Document Editor. The Workgroup Chair announces a Last Call on a document with rough consensus of the Workgroup. Last Calls are posted to the PWG-ANNOUNCE mailing list [PWG_COMM]. The Last Call period MAY vary, based upon the content, complexity, holidays, or other circumstances, but MUST be at least 16 full working days (minimum 22 calendar days). A working day is a normal business day and is considered to end at 10 PM US Pacific Time (Los Angeles, CA, USA).
For any PWG Document transitioning to Candidate Standard or Standard:
· Last Call MUST either conclude at or span a PWG Plenary Meeting [PWG_MEETINGS] with an overview of the PWG Document in Last Call, and a review of any current detailed issues and their resolutions
· If less than 30 percent of the PWG membership have commented, participated, or communicated that they have no comments for a given document during Last Call, the Last Call period is automatically extended until that threshold is met.
· Within a reasonable period of time following closure of Last Call, all issues raised during Last Call MUST be either resolved or rejected as follows:
· Resolved - Document updated to reflect the resolution
· Rejected - No change required in the document
All issues and their resolution from the most recent Last Call MUST be published in the Formal Approval announcement.
[bookmark: _Ref128392776][bookmark: _Toc133789736]PWG Last Call Review Comments Resolution (PWG LCRC)
Comments included in Last Call responses MUST be documented and resolved in a Last Call Review Comments (LCRC) file by the Document Editors [PWG_ROLES] and an updated draft with resolutions and the LCRC document MUST be posted to the same place where previous drafts of the PWG Document were posted. Once a draft is reviewed and approved by the Workgroup, it is ready for PWG Last Call Process Review. 
[bookmark: _Ref58848535][bookmark: _Toc60736547][bookmark: _Toc75169148][bookmark: _Toc100571208][bookmark: _Toc112672977][bookmark: _Toc133789737]PWG Last Call Process Review
The PWG Steering Committee MUST review the PWG Last Call activities to confirm that the Last Call process has been conducted properly.
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Once all the Last Call issues have been resolved or rejected, and the PWG Steering Committee has reviewed Last Call, the PWG Secretary will announce a vote for Formal Approval. Formal Approval voting MUST be announced and conducted via the PWG-ANNOUNCE mailing list [PWG_COMM] and the announcement MUST include a link to the Last Call Review Comments document (section 4.1.2). 
The Formal Approval period MUST last at least 16 full working days (minimum 22 calendar days). A working day is a normal business day that ends at 7 PM US Pacific Time (Los Angeles, CA, USA). The PWG Steering Committee MAY make the Formal Approval period longer at their discretion or at the request of the originating Workgroup Chair. 
The PWG Secretary will oversee the Formal Approval process with the assistance of the Workgroup Chair.
Permissible Votes
PWG Voting Members MAY cast one of the following four votes to participate in a PWG Formal Approval:
· YES – MAY be accompanied by editorial comments
· NO without Strong Objection – MUST be accompanied by explanation of objection, and a description of the changes required to turn the NO vote to a YES
· NO with Strong Objection – MUST be accompanied by explanation of objection, and a description of the changes required to turn the NO vote to a YES
· ABSTAIN – comments WILL NOT be considered
Voters MAY change their vote before the Formal Approval process ends.
Formal Approval
For a PWG Document to be formally approved:
· Votes MUST be cast by at least 25% of PWG Voting Members to achieve quorum
· 50% or more of the votes cast (including abstentions) MUST be YES
· 66% or more of the votes cast (not including abstentions) MUST be YES 
· 80% or more of the votes cast (not including abstentions) MUST be YES when any vote is NO with Strong Objection
If quorum is not achieved during the initial voting period, then the voting period MUST be extended once or twice. 
If the draft PWG Document is not formally approved, then the originating Workgroup either resolves the technical issues and repeats Last Call and Formal Approval, or abandons the PWG Document.
All Formal Approval comments MUST be posted to the Workgroup mailing list, resolved by the originating Workgroup, and the responses archived to the PWG FTP site. [PWG_COMM]
The PWG Steering Committee grants Formal Approval after it approves the process used during Last Call and Formal Approval.
After the PWG Steering Committee has formally approved the PWG Document, the Document Editors make final publishing changes to the PWG Document and they or the one of the PWG Officers publishes the approved PWG Document. 
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The following voting rights policy applies to all Formal Approval voting:
⎯ A voter MUST be a representative of a PWG Voting Member in good standing.
⎯ Only one vote MAY be cast by each PWG Voting Member.
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The PWG Steering Committee MAY allow a Workgroup to use the PWG Call for Objections process defined here to seek approval for a candidate draft PWG Document.
A PWG Call for Objections is...
The Chair or Secretary of the PWG Workgroup producing the updated PWG Document initiates a Call for Objections by posting a Call for Objections message to the PWG-ANNOUNCE mailing list [PWG_COMM]. 
The Call for Objections announcement message subject contains "PWG Call for Objections: <DOCUMENT NAME> (<START DATE> - <END DATE>)", where "<DOCUMENT NAME>" is replaced with the title of the PWG Document seeking approval, and "<START DATE>" and "<END DATE>" are the start and end dates of the Call for Objections process. The body contains the time of day at which the Last Call terminates, links to the posted PWG Document draft, and process instructions. A template Call for Objections announcement message is provided in section 4.2.1.
Anyone, regardless of affiliation or member status, MAY submit an objection. All objections submitted by PWG Voting Members MUST be resolved in a subsequent final revision of the PWG Document, which will be reviewed in a subsequent PWG Workgroup meeting. Objections received from those who are not PWG Voting Members MAY be accepted, but their resolution is not required.
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This template message assumes the title of the asset is "PWGEXAMPLE", the start date is June 2, 2020, and the end date is June 24, 2020.
Subject: PWG Call for Objections: PWGEXAMPLE (June 2 - June 26, 2020)
Greetings:
OBJECTIONS ARE NOT CONFIDENTIAL!  See instructions below.
This email initiates a Call for Objections by the PWG Membership on a republished PWGEXAMPLE specification as an errata to the existing PWGEXAMPLE Standard.  The current standard is located here:
	https://ftp.pwg.org/pub/pwg/candidates/cs-pwgexample-20020102.pdf
The revision to replace it is located here:
	https://ftp.pwg.org/pub/pwg/ipp/wd/wd-pwgexample-20200409.pdf
OBJECTION PERIOD: The period for stating an objection starts today, June 2, 2020 and ends at 10pm (US Pacific Time) on Friday, June 26, 2020.
Only respond if you have an objection to the changes made in the republished PWGEXAMPLE Service specification. PWG 5111.65-2013: PWGEXAMPLE was formally approved by the PWG as a Candidate Standard in November 2002.

HOW TO STATE AN OBJECTION:
Send an email with *exactly* the following subject line format:
   PWGEXAMPLE Objection-<company name>-<voter's last name>-Object
Example:
   PWGEXAMPLE Objection-Acme-McGee-Object
All objections MUST include the technical reason for the objection, otherwise the Objection will not be considered, as per PWG Process 4.0.

WHERE TO SEND YOUR OBJECTION:
Please send your objection to *all* of the following email addresses:
   ipp-chair AT pwg DOT org
   ipp-vice-chair AT pwg DOT org
   ipp-secretary AT pwg DOT org
   ipp AT pwg DOT org (IPP WG mailing list)

NOTES:
- This Call for Objections is being conducted under the rules of the PWG Process 4.0 and the current PWG Policy on Intellectual Property and Confidentiality agreement. The PWG Membership Agreement calls out both of these documents and the links are provided below.
- To be eligible to object the member MUST have submitted a signed copy of the PWG Membership Agreement and paid their dues.
The PWG Process 4.0 is located at:
   https://www.pwg.org/chair/membership_docs/pwg-process40.pdf
The PWG Policy on Intellectual Property and Confidentiality is located at:
   https://www.pwg.org/chair/membership_docs/pwg-ip-policy.pdf
[bookmark: _Toc67912019][bookmark: _Toc112672982][bookmark: _Toc133789742]Overview of Changes
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The first release of this policy was based on the "PWG Document Approval" section from a late stable draft of PWG Process 4.0 from Process 3.0 but was then extensively rewritten.
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