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Guidelines to Authors and Administrative Assistants for the preparation of in-session documents with tracked changes

The purpose of “tracked changes” in in-session documents (DRAFT 2 or 3, FINAL DRAFT, APPROVED) in all language versions is to save delegates’ time by clearly indicating the amendments that have been made to the original text contained in the pre-session document (DRAFT 1).  Moreover they are needed to facilitate the translators’ work.
MEETINGS HELD IN GENEVA – In-session documents processed in LCP in all languages (including finalization of the English version)

In-session documents (DRAFT 2 or 3, FINAL DRAFT, APPROVED)
The English version of in-session documents must be submitted to LCP with tracked changes. It must be produced using the final version of the pre-session document (DRAFT 1), which can be downloaded from the WMO web site/Meetings/Constituent body sessions (http://www.wmo.int/pages/meetings/cbodies_en.html) or from the session-specific Google Drive.
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The Track Change feature will automatically track, while editing, all added and deleted text. The adopted style to show such changes is the underlining in green colour for added text, whereas the deleted parts will show as strikethrough (e.g. strikethrough) in red text. In addition, a vertical line in the right-hand margin will indicate where such changes have been made. (See Annex I – Working with MS Word 2003).

When a paragraph is moved from one place to another it will appear as underlined text in its new location and as strikethrough text in its original place. This must be indicated in a note just before the underlined text. The same applies to parts of text taken from other documents. However if the moved text represents a page or more a note clearly indicating its original place will suffice, therefore there is no need to use the track change mode. The note will be translated in all languages.
Examples

8.0.10
(NOTE:  originally para 2 of italicized text) The goals of the Strategic Plan are to develop an agreed understanding between all the NHSs in the Region on priorities and objectives for their individual and common development through mutual cooperation, and to implement programmes and activities to ensure these are achieved.  


8.0.11
(NOTE:  text taken from Doc 8(3), para. 8,7.1) The Association considered the Strategic Plan for the Enhancement of NHSs in RA II covering the period from 2005-2008 which was prepared in accordance with its request to the Secretary-General at its twelfth to prepare a Strategic Plan for the Enhancement of NHSs in RA II.  

In conclusion, in-session documents must be sent to LCP with all tracked changes and notes. After being processed and finalized by LCP staff, they will be posted with the tracked changes (including in the headers).
To ensure that track changes are made to the correct version, it is essential to download the previous version, i.e. DRAFT 1 from the WMO web site/Meetings/Constituent body sessions (http://www.wmo.int/pages/meetings/cbodies_en.html) or from the session-specific Google Drive AND NOT from your S:Drive. The new document (DRAFT 2) can then be prepared indicating the new changes (tracked). When preparing further documents, all previous track changes must be accepted before inserting new changes. This procedure remains the same for all further documents, i.e. DRAFT 3, FINAL DRAFT and/or APPROVED. 
MEETINGS HELD OUTSIDE GENEVA – In-session documents processed in LCP in all languages, except English

In-session documents (DRAFT 2 or 3, FINAL DRAFT, APPROVED)

The English version of in-session documents will be transmitted to DPMU via the LCP email box lspsessions@wmo.int. 
As in the case of meetings held in Geneva, in-session documents must be produced using the final version of the pre-session document (which can be downloaded from the web site). 
The English version of in-session documents must be sent to LCP with all tracked changes (including those on the cover page) and notes to facilitate processing in LCP. 
The LCP staff in Geneva will finalize all in-session documents in all translated versions. 
In-session documents will be posted at the session site, in all languages, with the tracked changes, except for the cover page, which will be “cleaned”.
GOOGLE SITE STRUCTURE

All languages folders will have the same structure:

	Folders
	Contents
	Format

	DRAFTS FOR DISCUSSION
	Only documents to be discussed. Once their status changes their previous version is moved to SESSION ARCHIVE.
	Word

	PROVISIONAL REPORT (Approved documents)
	All approved documents.
	Word

	SESSION ARCHIVE
	All documents which have already been discussed.
	Word
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Name 1
W Cg-17-d01-3(1)-REV1-PROVISIONAL-AGENDA-draft1_endocx 2%

W Cg-17-d01-3(2)-REV1-PROVISIONAL-ANNOTATED-AGENDA-draft1_en.docx
W Cg-17-d02-1-REPORT-PRESIDENT-WMO-draft1_en.docx 2

W Cg-17-d02-2-REPORT-SG-draftl_en.docx 2%

W Cg-17-d02-4REPORTS-PRESIDENTS RAs-draft]_endocx 2%

W Cg-17-d02-5(1)-REPORTS-PTC-CBS-draft]_endocx 2%

W Cg-17-d02-5(2) REPORTS-PTC-CIMO-draft]_endocx 2%

W Cg-17-d02-5(3)} REPORTS-PTC-CHY-draftl_endocx 2%




FILE NAMING STANDARDS
It is recommended that the following file naming standards (including key words) be applied, in all languages, for files posted on the Web. 
Cg-17-d10-3-SOP-draft1_en
Cg-17-d10-3-SOP-draft2_en
Cg-17-d10-3-SOP-draft3_en
Cg-17-d10-3-SOP-final-draft_en
Cg-17-d10-3-SOP-approved_en

Cg-17-d04-2-2(4)-REV1-IMOP-draft1_en
Cg-17-d04-2-2(3)-add1-MANUAL-ON-WIGOS-draft1_en
Cg-17-d13-5-CORR-1-REVISIONS-FINANCIAL-REGULATIONS-draft1_en
Working with MS Word 2010
Annex I
Configuration of MS word 2010
The user must configure its MS Word software in order to open and print any document according to the adopted format.

Procedure:

1.
Open Ms Word and create a new document

2. Go to Tools, Options, then to the tab “Track changes”

3. Set “Insertions” with underline and green colour, ”Deletions” with strikethrough (e.g. strikethrough) and red colour, “Changed lines” with “Right border”, set also “Use Balloons” (Print and Web Layout)” with “Never”. 

	
	
	


4. Click on OK

Now, your computer is correctly set in order to open the tracked document according to the adopted format. 
Ex. The Council recalled that the primary objective of the Tropical Cyclone Programme (TCP) is to reduce, to a minimum, the loss of life and damage caused by tropical cyclones through establishment of national and regionally coordinated systems leading to timely delivery of forecasting and warnings services to users so that they can take protective measures  with multi-hazard approach.
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