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Extracts from ISO/IEC Directives Part 1: Procedures for technical works,
Third edition, 1995, incorporating Amendment no. 1, 1997

1.10 Working groups

1.10.1 Technical committees or subcommittees may establish working groups for specific
tasks (see 2.4). A working group shall report to its parent technical committee or
subcommittee through a convenor appointed by the parent committee.

A working group comprises a restricted number of individually appointed experts brought
together to deal with the specific task allocated to the working group. The experts act in a
personal capacity and not as the official representative of the P-member or A-liaison
organization (see 1.15) by which they have been appointed. However, it is recommended that
they keep close contact with that P-member or organization in order to inform them about the
progress of the work and of the various opinions in the working group at the earliest possible
stage.

1.10.3 Distribution of the internal documents of a working group and of its reports shall be
carried out in accordance with annexes J and L.

1.10.4 In special cases a joint working group may be established to undertake a specific task
in which more than one ISO and/or IEC technical committee or subcommittee is interested.
For administrative purposes the joint working group shall be placed under one of the parent
committees, nominated by mutual agreement. A proposal to establish a joint ISO/IEC working
group, including clear recommendations on which organization is responsible for final
publication and subsequent maintenance of the publication, shall be submitted for approval to
the Technical Management Boards.

2.1.5 Target dates

The technical committee or subcommittee shall establish, for each project on its programme
of work, target dates for the completion of each of the following steps:

In establishing target dates, the relationships between projects shall be taken into account.
Priority shall be given to those projects intended to lead to International Standards upon
which other International Standards will depend for their implementation. The highest priority
shall be given to those projects having a significant effect on international trade and
recognized as such by the Technical Management Board.

2.1.6 Project management

If target dates (see 2.1.5) are not met and there is insufficient support for the work (that is,
the acceptance requirements for new work given in 2.3.5 are no longer met), the committee
responsible shall cancel the work item.

2.1.7 Project leader

For the development of each project, a project leader (the WG convenor, a designated expert
or, if appropriate, the secretary) shall be appointed by the technical committee or
subcommittee, taking into account the project leader nomination made by the originator of the
new work item proposal (see 2.3.4). It shall be ascertained that the project leader will have
access to appropriate resources for carrying out the development work. The project leader
shall act in a purely international capacity, divesting him- or herself of a national point of view.
The project leader should be prepared to act as consultant, when required, regarding
technical matters arising at stages 3 to 6 (see 2.5 to 2.8). The project leader reports to the
committee concerned.

The secretariat shall communicate the name and address of the project leader, with
identification of the project concerned, to the office of the CEO.



Annex K (normative): Numbering of documents

K.1 ISO documents

K.1.1 Working documents (including committee drafts)

K.1.1.1 TC and SC documents

K.1.1.2 Working group documents

While the basic principles of the numbering system described in K.1.1.1 may be useful for
good order in the work of working groups, convenors of working groups are asked to bear in
mind the need for speed and flexibility in their work. Any application of these rules which
leads to delay is undesirable (e.g. it should not be necessary for the convenor to attribute a
number to a document circulated by a working group member directly to the other working
group members). However, see also K.1.2.

K.1.2 Working drafts (WD), committee drafts (CD), draft International Standards (DIS)
and International Standards

When a new project is registered by the Central Secretariat (see 2.3.5), the latter will allocate
a number to the project. The number allocated will remain the same for the ensuing WD, CD
and DIS and for the published International Standard. The number allocated is purely a
registration and reference number and has no meaning whatsoever in the sense of
classification or chronological order. The number allocated to a withdrawn project or
International Standard will not be used again.

If the project represents a revision or amendment of an existing International Standard, the
registered project will be allocated the same number as the existing International Standard
(with, in the case of an amendment, a suffix indicating the nature of the document). If,
however, the scope is substantially changed, the project may be given a different number.

Successive WDs or CDs on the same subject shall be marked "first working draft", "second
working draft", etc., or "first committee draft", "second committee draft", etc., as well as with a
working document number in accordance with K.1.1.

K.2 IEC documents

K.2.1 Working documents

All IEC documents intended for circulation bear a reference. This reference is composed of
three parts:

1) a number, indicating the technical committee or subcommittee for which the document is
primarily intended;

2) the serial number of the document with respect to the committee;

3) a mnemonic indicating the type of document.

K.2.2 Allocation of project number

When a new project is registered by the Central Office (see 2.3.6), the latter will allocate a
number to the project. The number allocated will remain the same for the ensuing WD, CD,
CDV and DIS and for the published International Standard. The number allocated is purely a
registration and reference number and has no meaning whatsoever in the sense of
classification or chronological order. The number allocated to a withdrawn project or
International Standard will not be used again.

If the project represents a revision or amendment of an existing International Standard, the
registered project will be allocated the same number as the existing International Standard



(with, in the case of an amendment, a suffix indicating the nature of the document). If,
however, the scope is substantially changed, the project may be given a different number.

K.2.3 Meeting documents

Meeting documents, as the name implies, are intended for use only at a meeting of a
committee. They are usually duplicated on green paper to distinguish them from documents
circulated to all National Committees through the Central Office.

Meeting documents are distributed in a given meeting to the participants only, and are not
circulated afterwards to National Committees unless this is requested by a National
Committee or the secretariat of the technical committee or subcommittee.

Meeting documents are distributed in a given meeting to the participants only, and are not
circulated afterwards to National Committees unless this is requested by a National
Committee or the secretariat of the technical committee or subcommittee.

As such documents are thus not generally available, no reference to them shall normally be
made in the final minutes of the meeting or other documents intended for general circulation.
However, where this is unavoidable, a note shall be added to the effect that copies can be
obtained from the Central Office on request.

All documents issued at meetings for use in the meeting carry a reference composed of the
number of the technical committee (or subcommittee, etc.), the place of the meeting and the
origin of the document, followed by a meeting serial number.

K.2.4 Working group documents

The reference number of the documents should avoid giving the impression that they originate
from a National Committee and it is recommended that the name of the member should be
used and not that of his country.


