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Introduction 43 
INCITS/RD-1, Policies and Guidelines, lists (a) external and internal policies that affect INCITS and (b) 44 
guidelines established to assist INCITS and its Subgroups in their programs of work. These policies and 45 
guidelines have been developed and approved either by the Information Technology Industry Council (ITI), the 46 
American National Standards Institute (ANSI) or INCITS. INCITS/RD-1 should be used in conjunction with 47 
INCITS/RD-2, Organization, Rules and Procedures of INCITS, since a number of established INCITS procedures 48 
refer the reader back to this document.  49 

The Information Technology Industry Council (ITI) is the Secretariat for INCITS. ITI is a trade association that 50 
represents the leading U.S. providers of information technology products and services. ITI promotes 51 
understanding of the digital world and the global competitiveness of leading technology companies by advancing 52 
the policies identified on the ITI web site at http://www.itic.org.  53 

Suggestions and errata for this document should be forwarded to the Director, INCITS Secretariat, c/o ITI.  54 

1.0  Committee Management 55 

1.1  Financial policies 56 

1.1.1  Policy for Collection and Accounting of Subgroup Funds 57 
INCITS Subgroups often collect funds to pay for services to progress the work of the Subgroup. This section sets 58 
forth the policies used to establish, collect, disburse, maintain and account for such funds.  59 

1.1.1.1  Approved Uses of Subgroup Funds   60 
Funds collected under this policy are restricted to the following use(s) for meetings of the subgroup:  61 

a. meeting room rental;  62 
b. meeting refreshments;  63 
c. current meeting document reproduction;  64 
d. audio-visual, computer and/or office equipment rental; and 65 
e. contracting for a professional meeting planner.   66 

Additionally, funds may be collected for the following expenses: 67 

a. bonding fees, if needed, for the Subgroup Chair or Treasurer; and  68 
b. purchase of durable goods associated with the conduct of subgroup meetings or business (e.g. printers, 69 

LANs, routers). The use of all durable goods is restricted to subgroup use only.  The current inventory of 70 
all durable goods shall be included in the Subgroup annual report.  71 

The acquisition of other services or purchases not listed above which require Subgroup funding (for example, 72 
external editing services for specifications) shall be approved by the INCITS Secretariat prior to any funds being 73 
collected. Domestic Subgroup funding of approved U.S.-hosted ISO/TC and ISO/IEC JTC 1/SC plenary meetings 74 
requires the advance approval of the INCITS Executive Board before invitations are offered or funds are 75 
collected. 76 
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1.1.1.2  Establishment of the Subgroup Fee 77 
A Subgroup shall only establish a Subgroup fee by issuing a 30-day letter ballot that explains the need for and use 78 
of a fee, along with the initial fee to be charged. The letter ballot establishing the fund shall also document the 79 
Subgroup procedures for collecting, disbursing and administering these funds; these Subgroup procedures must be 80 
consistent with the policies described below. The letter ballot shall pass by a two-thirds vote for the Subgroup fee 81 
to be established. 82 

1.1.1.3  Allocation of Fees 83 
When Subgroup fees are instituted to support meeting-related expenses, the fees should be determined based on 84 
the number of persons participating in the associated meeting. If a member has not paid all such fees for all 85 
principal and alternate members desiring to participate in a meeting, the member can be considered to have failed 86 
to attend the meeting. The member's voting privileges would then be subject to the “Termination of Membership” 87 
clause of the INCITS/RD-2, Organization and Procedures. The Subgroup may grant exceptions to this policy by 88 
Subgroup vote. 89 

All subgroups shall implement a transparent and equitable policy for assessed meeting fees; in particular, the fees 90 
shall not be bundled with services not provided at the meeting, and the fees shall be appropriate for the meeting 91 
services/facilities actually used. 92 

If the Subgroup fee is established specifically for the purchase of durable goods or bonding expenses, the fee shall 93 
be paid by all voting members.  The total purchase amount should be divided equally among all voting members. 94 

1.1.1.4  Changes to the Fee 95 
Changes to an approved fee amount shall be further approved by a majority vote of the Subgroup at least thirty 96 
calendar days in advance of the assessment of any revised fee.  97 

1.1.1.5  Subgroup Fund Administration 98 

1.1.1.5.1  Treasurer Appointment 99 
Any Subgroup establishing a Subgroup fee shall have a Chair-appointed Treasurer. The Chair shall not serve as 100 
the Treasurer.  The Treasurer shall be a representative of an organization that is a voting member in good 101 
standing.  102 

1.1.1.5.2  Treasurer Duties 103 
The Treasurer shall be responsible for the following:  104 

a. collection, disbursement and accounting of the Subgroup funds;  105 
b. maintain a file of all receipts, bank statements, invoices, interest and other pertinent documents. The 106 

period of retention for this file shall be in accordance with the INCITS file retention policies; and after the 107 
period of retention these records shall be transferred to the INCITS Secretariat. The file will be made 108 
available for inspection by any member of the Subgroup or the INCITS Secretariat upon request.  109 

c. control of all durable goods purchased on behalf of the Subgroup, including maintaning an inventory of 110 
durable goods and reporting the inventory to the Secretariat. 111 
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1.1.1.5.3  Reporting Requirements 112 

1.1.1.5.3.1  Subgroup Reporting 113 
The Treasurer shall prepare a report following each meeting to be distributed with the minutes of that meeting. 114 
This report also shall be a standing agenda item of the Subgroup.  115 

This report shall include:  116 

a. names of individual Subgroup members (and any other applicable parties) who have or have not paid their 117 
assessed fees;  118 

b. all disbursements made, including the purpose of the disbursement and name of the individual(s) and/or 119 
organization(s) receiving payments;  120 

c. a statement of any changes in the durable goods inventory; 121 
d. debts outstanding;  122 
e. receivables outstanding; and  123 
f. the current balance of the Fund.  124 

1.1.1.5.3.2  Annual Report 125 
As part of its Annual Report, the Subgroup shall include a financial statement containing the following items:  126 

a. total receipts;  127 
b. receivables outstanding;  128 
c. total disbursements;  129 
d. debts outstanding;   130 
e. current balance of the Fund; and  131 
f. the current inventory of durable goods. 132 

The Annual Report shall also include a copy of the procedures for administering the fund.  133 

1.1.1.5.4  Account Management 134 

a. Bank accounts shall be established for accrued funds that exceed $500.00.  Note:  If funds are collected 135 
for a one-time purchase of durable goods, this is not considered an accrual of funds and establishing a 136 
bank account is not necessary.  137 

b. All subgroup bank accounts shall be established and maintained by ITI at a full service bank that is 138 
federally insured by the FDIC. 139 

c. Subgroup fund balances shall not exceed $25,000.00, except when the expected expenses for a planned 140 
subgroup meeting may require a higher amount.  In such cases, advance written permission to hold such 141 
higher balances shall be obtained from ITI, and further a higher bonding limit may be required by ITI for 142 
the Treasurer or Subgroup Chair.  143 

d. Bank accounts shall have ITI, the Treasurer and an elected officer as signatory authorities. Unless 144 
otherwise required by Subgroup resolution, only one signature is required for check signatures.  145 

e. Bank accounts being established shall use the ITI tax ID number for the account.  146 
f. Subgroups that are not required to establish a bank account shall institute procedures for handling any 147 

surplus funds remaining at the end of a meeting.  The process for the distribution of excess funds arising 148 
from any meeting shall be included in the subgroup meeting minutes.  149 
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1.1.1.5.5  Bonding 150 
Any persons with signature authority over a Subgroup bank account shall be bonded in the minimum amount of 151 
$25,000.00 each; a higher limit may be required if the Subgroup must accumulate a higher level of funds for 152 
planned meetings. Subgroups not using bank accounts may also have their Treasurer bonded. Bonding shall be 153 
obtained through ITI prior to the collection of any funds. Bonding fees shall be reimbursed from the subgroup 154 
funds.  155 

1.1.1.6  Dissolution of the Subgroup Fund 156 
A fund shall be dissolved in one of three ways:  157 

a. by a Subgroup Letter Ballot receiving two-thirds approval;   158 
b. disbandment of the Subgroup; or  159 
c. Subgroup status is changed to maintenance. 160 

In any case, a final financial statement shall be distributed to the Subgroup members and the INCITS Secretariat. 161 
Any remaining balance in the fund shall be transferred to ITI by the Subgroup Chair and/or Treasurer for deposit 162 
into the INCITS equity account. 163 

If any durable goods are held by the Subgroup at the time the subgroup fund is dissolved, the Treasurer or an 164 
elected TC officer shall transfer them to the INCITS Secretariat; however, if the Subgroup dissolved the fund but 165 
did not disband, it may request approval from the INCITS Secretariat to retain the durable goods. 166 

When the INCITS Secretariat obtains the durable goods from a Subgroup, it may offer the goods for use by other 167 
INCITS Subgroups, or it may dispose of the goods as it sees fit and deposit any proceeds into the INCITS equity 168 
account. 169 

1.1.2  INCITS Equity Account 170 
The INCITS equity account was established to serve as a financial fund into which excess revenues (derived 171 
primarily from Secretariat Dues and Fees) over expenses could be deposited. Periodic review of the account is 172 
done through reports by the INCITS Secretariat to INCITS and ITI management.  173 

The funds held in this account are to be used for such purposes as meeting expenses when such expenses exceed 174 
revenues in any given fiscal year(s), funding the INCITS Secretariat for a period of time in the event of INCITS's 175 
loss of sponsorship or items not anticipated within the current fiscal year budget. Use of the INCITS Equity 176 
Account funds shall require prior approval by INCITS and ITI management.  177 

No set figure is required to be maintained within the INCITS equity account, however, if the account exceeds six 178 
months of INCITS Secretariat operating expenses or the account is depleted to a balance below two month's 179 
operating expenses, the equity account should be re-examined by INCITS in light of the current Secretariat 180 
Service Fees.  181 

1.1.3  JTC 1 Reserve Account 182 
The JTC 1 Reserve Account is a special asset account which holds funds used to support US-held Secretariats in 183 
JTC 1. Further information on the history of this account may be found in in060759, “History of the JTC 1 184 
Reserve Account”.  185 
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1.1.4  INCITS Sponsorship of Special INCITS Subgroup Activities and Events 186 

1.1.4.1  Format of Business Plan to Obtain Approval of INCITS Sponsorship of Special INCITS 187 
Subgroup Activities and Events 188 
In order for the INCITS Secretariat to provide its recommendation and for INCITS to evaluate and grant its 189 
sponsorship of an INCITS Subgroup special activity/event, please provide a business plan answering the 190 
following questions.  191 

1. Sponsoring INCITS Subgroup:  192 
a. Other INCITS Subgroup(s) to be involved:  193 

2. Title of the activity/event:  194 
3. Activity/Event date:  195 
4. Activity/Event location:  196 
5. Type of activity/event (e.g., symposium, conference, publication, database):  197 
6. Description and purpose of the activity/event:  198 
7. Type and number of participants anticipated:  199 
8. Expected benefits to participants:  200 
9. Expected benefits to INCITS in sponsoring this activity/event:  201 
10. What benefits/opportunities may be missed if INCITS does not sponsor/authorize this activity/event:  202 
11. Who will oversee the planning of the activity/event:  203 
12. Is this a single (one-time) or anticipated recurring event? (Note: A separate business plan and approval 204 

will be required for each occurrence)  205 
13. Financial and Staffing Considerations  206 

a. What expenses are anticipated for this activity/event:  207 
b. Will this be a profit, loss or break-even event:  208 
c. Who will fund the costs for this activity/event: (i.e., How much of the costs will be borne by the 209 

participants and how did you calculate this number? Do you request Secretariat funding? Do you 210 
have other funding?)  211 

d. Is INCITS Secretariat time and personnel necessary for the activity/event:  212 
e. If "YES", provide rationale for staff involvement (include estimate of staff time and travel 213 

expense):  214 
f. Are there any provisions to cancel activity/event due to lack of interest:  215 
g. If proceedings are published, what is the publication plan? (i.e., Who will print them? Who will 216 

sell them? Who will hold the copyright?)  217 

1.1.4.2  Sample Business Plan 218 
INCITS Sponsorship of Special INCITS Subgroup Activities and Events  219 

1. Sponsoring INCITS Subgroup: INCITS Data Base Study Group  220 
a. Other INCITS Subgroup(s) to be involved:  221 

Other TCs having an interest in object-oriented systems standards. The Chairs of INCITSH2, 222 
Database, and X3T3, ODP, have indicated that their TCs are planning to participate.  223 

2. Title of the activity/event: Objects in Data Management  224 
3. Activity/Event date: January 14-15, 1991  225 
4. Activity/Event location: Grand Hotel, Anaheim, CA  226 
5. Type of activity/event (e.g., symposium, conference, publication, database): Conference  227 
6. Description and purpose of the activity/event:  228 

The conference will bring together representatives of technical committees, other standards groups and 229 
developers of object-oriented database management systems. Through formal presentations of input 230 
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papers, general discussion sessions and ad hoc groups, the participants will compare the directions of the 231 
various standards bodies relative to technological advances. Areas of potential divergence will be 232 
investigated and recommended actions will be identified.  233 

7. Type and number of participants anticipated:  234 
Approximately 100 standards developers, implementors and users of object-oriented database systems.  235 

8. Expected benefits to participants:  236 
The conference will provide the opportunity for individuals to present their contributions on object-237 
oriented database technology and standardization, provide a forum for exchange of information and 238 
generally raise the participants awareness of current and planned standardization activities.  239 

9. Expected benefits to INCITS in sponsoring this activity/event:  240 
In addition to the benefit of having INCITS's name associated with this conference, the conference will 241 
bring together various technical committee representatives (both from INCITS and other groups) to share 242 
plans, etc.  243 

10. What benefits/opportunities may be missed if INCITS does not sponsor/authorize this 244 
activity/event:  245 
As the conference is intended to investigate areas of potential conflict among standards developing 246 
groups, this information, which could help avoid future problems in the standards approval process, 247 
would not otherwise be available.  248 

11. Who will oversee the planning of the activity/event:  249 
The XYZ Corporation has volunteered to oversee the planning which includes making hotel 250 
arrangements, providing a conference coordinator prior to and during the conference, handling 251 
registration, processing input papers and publishing the proceedings of the conference. A letter from XYZ 252 
Corporation indicating their sponsorship of this event is attached.  253 

12. Is this a single (one-time) or anticipated recurring event?  254 
(Note: A separate business plan and approval will be required for each occurrence)  255 
This is a one-time event. Future conferences may be planned on related or other topics based on the 256 
success of this conference. It is understood that separate business plans and approval will be required for 257 
any future events.  258 

13. Financial and Staffing Considerations  259 
a. What expenses are anticipated for this activity/event:  260 

The cost of meeting rooms, refreshments and copying at the meeting are the anticipated expenses. 261 
XYZ Corporation has agreed to cover other associated costs, e.g. conference coordinator, 262 
publication of proceedings, etc.  263 

b. Will this be a profit, loss or break-even event:  264 
The event is intended to be break-even; however, subsequent sales of the proceedings could 265 
generate a profit. (See 13g.)  266 

c. Who will fund the costs for this activity/event: (i.e., How much of the costs will be borne by the 267 
participants and how did you calculate this number? Do you request Secretariat funding? Do you 268 
have other funding?)  269 
The meeting expenses are intended to be covered by a registration fee. The meeting expenses will 270 
be negotiated so that they can be covered by a registration fee of not more than $100. The exact 271 
fee will be determined at the hotel registration cut-off date approximately two months prior to the 272 
event.  273 

d. Is INCITS Secretariat time and personnel necessary for the activity/event:  274 
No; however, arrangements will need to be made for the on-going sale of the proceedings after 275 
the conference.  276 

e. If "YES", provide rationale for staff involvement (include estimate of staff time and travel 277 
expense): Not applicable  278 

f. Are there any provisions to cancel activity/event due to lack of interest:  279 
At the time of the hotel registration cut-off date, a final decision will be made on holding the 280 
conference. The hotel will be made aware of this during arrangement negotiations.  281 
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g. If proceedings are published, what is the publication plan? (i.e., Who will print them? Who will 282 
sell them? Who will hold the copyright?)  283 
XYZ Corporation will print the proceedings. It is anticipated that INCITS will hold the copyright 284 
and handle the sale and distribution of the proceedings through a currently utilized (or new) 285 
service bureau. The Secretariat should determine the best means for handling the sales and 286 
distribution.  287 

1.2  Other 288 

1.2.1  Policy for File Retention 289 
Retain for five years: 290 

• INCITS numbered document  291 
• All subgroup membership lists, minutes, and document registers  292 
• INCITS standing documents  293 

1.2.2  Policy Regarding Formal Interpretation of the INCITS Procedures (INCITS/RD‐2) 294 
Formal interpretation of the standing document on Organization, Rules and Procedures of INCITS (INCITS/RD-295 
2) will be made by the Policy and Procedures Committee (PPC). Procedures for obtaining interpretations can be 296 
found in that standing document.  297 

1.2.3  Policy Regarding INCITS Awards and Recognition Program 298 
The purpose of this program is to provide recognition to the INCITS participants for their contributions to 299 
national and/or international standards work. There are two distinct types of awards classifications intended to 300 
fulfill distinct needs: Tier 1 establishes recognition throughout the year to an unlimited number of INCITS 301 
participants; and Tier 2 establishes recognition on an annual basis to a select number of INCITS participants.  302 

Tier 1 provides recognition to INCITS participants throughout the year as applicable for:  303 

• Officer Appointment  304 
• Officer Training  305 
• Officer Retirement  306 
• Member Retirement  307 
• Standard Adoption  308 

Tier 2 recognizes those INCITS participants making exemplary contribution to the INCITS organization. These 309 
awards are presented annually, at the INCITS meeting in June. Listed below are the awards:  310 

• INCITS Chairman's Annual Award: 311 
This is an honorary award presented to one INCITS participant who has provided outstanding service to 312 
the INCITS organization through committee work or duties assigned by the INCITS Chair. This 313 
individual is selected by the INCITS Chair. The award is presented at the annual meeting by the INCITS 314 
Chair. 315 

• INCITS Merit Award: 316 
This is an honorary award presented to no more than four participants who have demonstrated continuous 317 
support for the work of INCITS. 318 
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• INCITS Service Award: 319 
This is an honorary award presented to no more than two participants who have provided outstanding 320 
service to the INCITS organization through committee work or duties. 321 

• The INCITS Gene Milligan Award for Effective Committee Management: 322 
This is an honorary award presented to no more than four INCITS members holding an officer position 323 
within an INCITS Subgroup. It recognizes individuals holding an officer position, who, in their role, have 324 
provided outstanding leadership to the subgroup in its national and/or international work, have 325 
demonstrated proficiency in achieving consensus in the national and/or international arenas and have 326 
followed the approved procedures in an exemplary fashion. 327 

• INCITS Technical Excellence Award 328 
This is an honorary award presented to no more that four participants to recognize their technical 329 
contributions and dedication to the technical program of work.  This award is presented with the 330 
concurrence of the TC officers. 331 

• INCITS Award for Exceptional International Leadership 332 
This is an honorary award presented to no more than two participants for their exceptional leadership of 333 
an international committee.  334 

• INCITS Team Award 335 
This is an honorary award presented to no more than two teams of participants who have provided 336 
outstanding service to the INCITS organization through committee work or duties. Any team of INCITS 337 
participants meeting the meeting the following criteria is eligible for this award. 338 

• INCITS Lifetime Achievement Award: 339 
This is an honorary award presented to no more than one INCITS participant annually who has 340 
demonstrated a career-long commitment to INCITS and its national and international standardization 341 
activities. 342 

An INCITS Awards Selection Committee shall manage this program. This committee is comprises the INCITS 343 
Chair, INCITS Vice-Chair, and volunteer members of INCITS. A representative from the INCITS Secretariat 344 
staff will serve as an non-voting member.  345 

Responsibilities of this committee include:  346 

• Establish procedures for managing the program.  347 
• Ensure that a "call for nominations" is distributed to INCITS participants during the fourth quarter.  348 
• Review nominations by the end of the first quarter.  349 
• Make the final selection award recipients by the end of the first quarter.  350 
• Ensure that awards are prepared and ready for presentation.  351 
• Coordinate the presentation of the awards for the June meeting of INCITS.  352 

1.2.3.1  Recognition and Awards Structure 353 

Tier 1 354 
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Recognition Criteria Type and number of 
Awards Presented 

Officer 
Appointment  Election to office Letter and Certificate As applicable 

Officer Training  Successful completion of training Certificate As applicable 

Officer 
Retirement 

Carried out responsibilities in an 
ongoing professional manner. Served 
one term or less 

Letter and certificate As applicable 

   Served two or more full terms  Certificate on Plaque As applicable 

Member 
Retirement 

Long standing (10+ years) member of 
INCITS and/ or INCITS subgroup 

Letter and Certificate on 
Plaque As applicable 

Standard 
Adoption 

Committee has successfully adopted a 
standard in a timely fashion  

Letter to all Principals 
and Alternates.   
The Project Editor will 
receive a special letter 
and a certificate 

As applicable 

Tier 2 -- All Awards are presented at the Annual Awards Ceremony 355 
 356 

Recognition Criteria Type and number of 
Awards 

INCITS Chairman's 
Annual Award 

Any INCITS participant meeting the following criteria is 
eligible for this award:   

• Provided outstanding service to the INCITS 
organization through committee work or duties 
assigned by the INCITS Chair   

• Assisted the Chair in progressing the work of 
INCITS   

Letter and Certificate 
on plaque;   
No more than 1 
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INCITS Merit 
Award  

Any INCITS participant meeting the following criteria is 
eligible for this award:   

• Long-standing (10+ years) member of INCITS 
and/or INCITS Subgroup   

• Demonstrated continuous support for the work of 
INCITS   

• Served on at least one management committee for 
one or more terms   

• Provided support to the Secretariat in progressing 
the work of INCITS   

• Served on at least two or more international 
committees   

Letter and Certificate 
on plaque;   
No more than 4 

INCITS Service 
Award 

Any INCITS participant meeting the following criteria is 
eligible for this award:   

• Provided outstanding service to the INCITS 
organization through committee work or duties 
assigned by INCITS during the past year   

Letter and Certificate 
on plaque;   
No more than 2 

The INCITS Gene 
Milligan Award for 
Effective Committee 
Management 

Any INCITS participant holding an officer position and 
meeting the following criteria is eligible for this award:   

• Provided leadership to the subgroup in its national 
and/or international activities   

• Demonstrated skill in achieving consensus in the 
national and/or international arenas   

Letter and Certificate 
on Plaque;   
No more than 4 

INCITS Technical 
Excellence Award 

This is an honorary award presented to no more that four 
participants to recognize their technical contributions and 
dedication to the technical program of work.  This award is 
presented with the concurrence of the TC officers. 

• Minimum of three years of participation in a TC  
• Visible contributions to the work of the TC, 

nationally or internationally  
• Active participation on e-mail lists.  

Letter and Certificate 
on plaque;   
No more than 4 
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INCITS Award for 
Exceptional 
International 
Leadership 

This is an honorary award presented to no more than two 
participants for their exceptional leadership of an 
international committee.  

• At least four years of continuous leadership of an 
international working group or subcommittee  

• Tangible results in the form of published 
International Standards or Technical Reports  

• Timely completion of projects that open global 
markets  

• Chairing of meetings and maintenance of a 
cooperative committee environment in which the 
views of National Bodies and their experts are given 
due consideration.  

Letter and Certificate 
on plaque;   
No more than 2 

INCITS Team 
Award 

This is an honorary award presented to no more than two 
teams of participants who have provided outstanding service 
to the INCITS organization through committee work or 
duties. Any team of INCITS participants meeting the 
meeting the following criteria is eligible for this award:  

• Outstanding teamwork in rapidly progressing the 
subgroup's national and/or international activities; 
demonstrated skill in developing technically sound 
standards.  

Letter and Certificate 
on plaque;   
No more than 2 teams 

INCITS Lifetime 
Achievement Award 

This is an honorary award presented to no more than one 
INCITS participant annually who has demonstrated a career-
long commitment to INCITS and its national and 
international standardization activities. 

• Long-standing member of INCITS and/or INCITS 
Subgroup; Demonstrated continuous and 
outstandingly effective support for the development 
of ANSI standards; and meeting two or more of the 
following requirements:  

• Long-standing (10+ years) participation in INCITS 
as an officer of an INCITS board, TC, or TG;  

• Long standing participation (10+ years) in INCITS 
as a technical editor or key contributor;  

• Recipient of two or more INCITS awards;  
• Long-standing participation (10+ years) in 

international standards development. 

Letter and Certificate 
on plaque;   
No more than 1 

 357 
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2.  Membership 358 

2.1  Policy Regarding Determination of U.S. Domiciled Organizations 359 
The ANSI Procedures for U.S. Participation in the International Standards Activities of the ISO (approved March 360 
26, 1990) makes U.S. TAG membership open to "U.S. national persons (organizations, companies, government 361 
agencies, etc.)". Therefore, the INCITS/RD-2, Organization & Procedures, restricts the participation of non-U.S. 362 
domiciled organizations in certain INCITS activities devoted to U.S. TAG activities. In determining whether an 363 
organization is domiciled in the U.S., the Subgroup Chair should attempt to determine if the organization in 364 
question meets any of the following criteria:  365 

a. is the organization incorporated within the U.S. or its territories;  366 
b. is the organization headquartered in the U.S. or its territories; or  367 
c. is the organization's principal place of business within the U.S. or its territories.  368 

If the organization does not meet at least one of these criteria, the organization is not U.S. domiciled and therefore 369 
ineligible to participate in the TAG portion of a Subgroup meeting (or the entire meeting if exclusively devoted to 370 
TAG business).  371 

If the Chair's decision is challenged, the Chair shall allow the organization to attend and participate according to 372 
the rules of their membership status (e.g., member, observer, etc.). Upon completion of the meeting, the Chair 373 
shall immediately forward to PPC the challenge via the Director of the INCITS Secretariat. Statements supporting 374 
each position shall be included in order to assist PPC in rendering a decision.  375 

Upon notification of a decision by PPC, the Director of the INCITS Secretariat will inform in writing the 376 
concerned parties regarding the outcome of the challenge. The Subgroup Chair shall announce the PPC decision 377 
and include the announcement in the minutes of the next scheduled meeting.  378 

The PPC decision may be appealed directly to INCITS by requesting in writing that the issue be reviewed at 379 
INCITS's next scheduled meeting.  380 

2.2  Policy Regarding Document Access and Membership Benefits 381 
For the purpose of access to INCITS internal information, the following three access categories are defined as of 382 
December 1, 2007: 383 

a. INCITS Member Organization 384 
b. “Friends of the Committee” (FoC) – any non-INCITS Member organization as defined and  385 

approved by an INCITS Technical Committee 386 
c. Public – any organization not in the above two categories 387 

Access to INCITS internal information shall be managed to facilitate the work of the committees, to enhance the 388 
value of INCITS membership, to maintain compliance with the INCITS IPR policy and to mitigate liabilities to 389 
the INCITS organization.  Committee shall nominally make certain document types and membership benefits 390 
available according to the list below.  Except as specified in this sub-clause, document types not shown in this list 391 
are for internal INCITS use only and shall not be distributed to non-Members. 392 

a. Public 393 
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1. Organization structure 394 
2. Program of work 395 
3. Membership list (by organization only) 396 
4. Press releases 397 
5. Notification of new work, when approved 398 
6. Public TC home pages 399 
7. Draft proposed American National Standards (dpANS) for purchase 400 
8. Meeting Calendar 401 
9. Meeting Notices and Agendas (posted/linked documents shall not be included) 402 

b. Friends of the Committee (for TC or TC outreach activity – it is not mandatory to establish any FoC) 403 

1. Draft proposed American National Standards (dpANS) to them at no charge (milestone 4, may be 404 
iterative) 405 

2. Notice of new work same time it is submitted to ANSI for Standards Action 406 
3. Access to public information as described above 407 
4. Information, as noted above (items B1 and B2), “pushed” from the TC chair or designee via the IT 408 

system’s reflector 409 

c. Members 410 

1. Access to all documents and information for their specific committees 411 
2. Eligible to attend or participate at meetings 412 
3. Representatives of voting members may serve as delegates to international meetings 413 
4. Representatives of voting members may hold national and international offices 414 

TCs or their subgroups wishing to identify any external organization as a FoC shall do so by a valid committee 415 
motion, recorded in the meeting minutes, and shall notify the INCITS Secretariat of any such action.  There is no 416 
requirement for any committee to establish a FoC.  TCs may begin to use this new FoC distribution mechanism as 417 
of December 1, 2007. 418 
 419 
TCs and their subgroups have the option, by a 2/3 vote of the committee of making all documents available to the 420 
public, with the following exceptions: 421 

1. Final versions of draft proposed American National Standards (dpANS) as submitted for 422 
management Review (milestone 5) 423 
2. Confidential liaison reports and confidential documents from liaison organizations 424 
3. Documents regarding personnel issues 425 
4. ISO or ISO/IEC JTC 1 documents 426 
5. International position documents 427 

 428 
When documents normally restricted to FoC or members are made available to the public via access to the 429 
website or via participation in a reflector, the TC or TC subgroup shall ensure that a notification is accepted by the 430 
person seeking access (the “user”) before access is granted.  The notification, which will be provided by the 431 
INCITS Secretariat, shall reference the INCITS Patent Policy, the INCITS Antitrust Guidelines and the INCITS 432 
RD-1 and RD-2.  By accepting the notification, the user: 433 
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• Agrees that he or she has read the INCITS Patent Policy and the INCITS Antitrust Guidelines 434 

• Acknowledges that the activities of the committee are governed by the INCITS policies and procedures as 435 
specified in the reference documents RD-1 and RD-2 available at www.incits.org. 436 

• Acknowledges that draft documents may change at any time, without notice. 437 
 438 
When adopting this public access model, the TC or TG subgroup may allow short-term guest attendance at 439 
committee meetings, to facilitate the work of the committee and to encourage membership growth.  The 440 
committee shall require guest attendees to sign in and to acknowledge they have read the INCITS Patent Policy 441 
and the INCITS Antitrust Guidelines and that they agree to follow INCITS policies as specified in the RD-1 and 442 
RD-2.  Only voting members of the TC or TC subgroup shall have the opportunity to vote, serve on US 443 
delegations or hold official positions in the TC or TC subgroup. 444 
The INCITS Executive Board may at any time take steps which could include eliminating the use of public access 445 
by a TC or TC subgroup or the assessment of an increased fee for members of a committee that has chosen public 446 
access. 447 
A TC and its subgroups may rescind its decision to utilize public access at any time by a 2/3 vote of the 448 
committee.  TCs and their subgroups which choose to provide or rescind public access must notify the INCITS 449 
Secretariat within 30 days of their decision. 450 

3.  Drafting of American National Standards, technical reports, etc. 451 

3.1  Policy on the Use of Metric Standards 452 
INCITS follows the ANSI Metric Policy as shown in the ANSI Essential Requirements: “International System of 453 
Units (SI) are the preferred units of measurement in American National Standards”. 454 

3.2   Commercial terms and conditions 456 
INCITS and its subgroups adhere to the American National Standards Institute (ANSI) policy for use of 457 
commercial terms and conditions (as prescribed in the ANSI Essential Requirements) when developing American 458 
National Standards. 459 

4  Participation in international projects, TAG responsibilities 460 

4.1  INCITS Sponsorship of SC Plenary Meetings 461 
INCITS does not fund SC Plenary meetings. For the INCITS procedures regarding the hosting of international 462 
meetings, see RD-2 Section 5.7.7.5, Hosting International Meetings. 463 

4.2  Policy Regarding Conflict of Interest in International Standards Activities 464 
In order to avoid conflicts of interest, a U.S. convenor of an International WG cannot also act as Head of 465 
Delegation or chief spokesperson to that WG or to its parent SC.  466 
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5  Intellectual Property Rights 467 

5.1  Copyright Policy 468 
INCITS uses the following 5-point Copyright Policy. Questions on this policy should be addressed to the 469 
Director, INCITS Secretariat, c/o ITI.  470 

1. INCITS shall establish procedures that result in a valid copyright in its documents.  471 
2. The copyright shall be held and administered by ITI on behalf of INCITS.  472 
3. Copyright of all works created during the standards process shall be solely for INCITS's benefit.  473 
4. Pre-existing works shall be submitted with a non-exclusive license permitting the work to be used in the 474 

standard development process, incorporated into a final standard, published, and copies in any medium or 475 
form of the standard may be sold or given away at INCIT's discretion.  476 

5. TC participants may freely make copies of all works covered in 3 and 4 to carry out the standards 477 
development process but shall not make copies for any other purpose.  478 

The following copyright statement is used on the INCITS web site: 479 
 480 

Copyright © Information Technology Industry Council 1999 - 2008  481 
All rights reserved 482 

Unless specifically restricted, INCITS documents or parts thereof on this Web site may be reproduced, translated, 483 
distributed, and made available electronically on condition that this is not done for profit, that no changes are 484 
made to the documents, and that ITI's rights in the documents are acknowledged.  485 

Technical specifications (standards, draft standards, and technical reports) are further restricted as noted in the 486 
INCITS Standards Copyright Policy.  487 

Any requests to reproduce INCITS documents in a manner other than expressly granted, whether in whole or in 488 
part, should be submitted in writing to  the Director, INCITS Secretariat, c/o ITI.  489 

 490 

Should any INCITS member or the public believe material has been published on the INCITS website which is 491 
not in accordance with the INCITS Copyright Policy, they should contact the Director, INCITS Secretariat, c/o 492 
ITI. 493 

5.2  Web privacy statement 494 
INCITS does not collect identifying information about people visiting this web site. Only summary information 495 
about the number of visitors to particular sections of our web site is collected. If you decide to send personally-496 
identifiable information to the Webmaster, it will not be disclosed to third parties without your consent.  See 497 
http://www.INCITS.org/INCITS_privacy.htm for further information.  498 

5.3  Reproduction of ISO/IEC Copyrighted Materials 499 
Permission to reprint ISO/IEC publications must be obtained from ANSI. The INCITS Secretariat has permission 500 
to redistribute international documents with the following notices:  501 
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For DIS/FDIS etc.:  502 

"Permission is granted by ANSI to electronically reproduce this draft International Standard for the purpose of 503 
review and comment related to the preparation of the U.S. position, provided this notice is included.  All other 504 
rights are reserved." 505 

For published standards:  506 

"Permission is granted by ANSI to reproduce this International Standard for the purpose of review and comment 507 
related to the preparation of a U.S. position, provided this notice is included. All other rights are reserved." 508 

5.4  INCITS Patent Policy 509 
INCITS adheres to the ANSI Patent Policy (see the ANSI Essential Requirements found at http://www.ansi.org/). 510 
The “Guidelines for Implementation of the ANSI Patent Policy”, also found at the ANSI web site, may be 511 
referenced for additional information. 512 

5.5  Inclusion of Patent Statements in INCITS Standards 513 
Every INCITS Standard must carry text from one of the two options below.  514 

Option 1 (when notice and commitment to license exist):  515 

CAUTION: The developers of this standard have requested that holders of patents that may be required for the 516 
implementation of the standard disclose such patents to the publisher. However, neither the developers nor the 517 
publisher have undertaken a patent search in order to identify which, if any, patents may apply to this standard.  518 

As of the date of publication of this standard, following calls for the identification of patents that may be required 519 
for the implementation of the standard, notice of one or more such claims has been received.  520 

By publication of this standard, no position is taken with respect to the validity of this claim or of any rights in 521 
connection therewith. The known patent holder(s) has (have), however, filed a statement of willingness to grant a 522 
license under these rights on reasonable and nondiscriminatory terms and conditions to applicants desiring to 523 
obtain such a license. Details may be obtained from the publisher.  524 

No further patent search is conducted by the developer or publisher in respect to any standard it processes. No 525 
representation is made or implied that this is the only license that may be required to avoid infringement in the 526 
use of this standard. 527 

Option 2 - (when neither the developer nor the publisher had notice at the time of publication)  528 

CAUTION: The developers of this standard have requested that holders of patents that may be required for the 529 
implementation of the standard disclose such patents to the publisher. However, neither the developers nor the 530 
publisher have undertaken a patent search in order to identify which, if any, patents may apply to this standard.  531 

As of the date of publication of this standard and following calls for the identification of patents that may be 532 
required for the implementation of the standard, no such claims have been made. No further patent search is 533 
conducted by the developer or publisher in respect to any standard it processes. No representation is made or 534 
implied that licenses are not required to avoid infringement in the use of this standard.  535 
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5.6  INCITS Policy on the National Adoption of ISO/IEC JTC 1 and ISO Standards 536 
INCITS currently functions as the Technical Advisory Group to most of the subcommittees and working groups 537 
under ISO/IEC/JTC 1, Information Technology, and to some of the technical committees, subcommittees and 538 
working groups of ISO. As noted in ANSI procedures, INCITS and its technical committees perform the 539 
following functions on behalf of the U.S. National Body:  540 

• Recommend registration of the U.S. as a P or 0 member on international committees or recommend a 541 
change in U.S. membership  542 

• Initiate and approve U.S. proposals for new work items for consideration by  an international committee  543 
• Initiate and approve U.S. working drafts for consideration as committee drafts  544 
• Determine the U.S. position on an IS0/IEC or ISO draft international standard, draft technical report, 545 

committee drafts, etc.  546 

Given the responsibilities and the expenditures associated with U.S. participation in the international standards 547 
activities, INCITS considers participation as a "P" member a declaration of support for the technical work. 548 
Accordingly, INCITS will adopt as national standards all ISO/IEC or ISO standards that fall within its program of 549 
work. Similarly, INCITS will withdraw as a national standard all ANSI/ISO/IEC or ANSI/ISO standards that have 550 
been withdrawn as international standards. Exceptions will be made, on a case by case basis, provided that a case 551 
for the exception has been demonstrated to INCITS.  552 

Implementation: As this is INCITS's policy, the additional processing steps will be assigned to INCITS 553 
Secretariat staff, who will initiate the public reviews, respond to the commenters, and advise INCITS of the 554 
results. Technical comments will be forwarded to the TAGs for consideration in the development of future U.S. 555 
positions.  556 

5.7  Policy on the Use of the ISO/IEC/ITU Patent Statement and Licensing 557 

Declaration Form 558 
In order to meet the declaration requirements described above concerning patent declarations by a patent holder, 559 
INCITS shall use the approved ISO/IEC/ITU “Patent Statement and Licensing Declaration Form for ITU-T/ITU-560 
R Recommendation | ISO/IEC Deliverable” (found at http:www.incits.org/patdec_form.doc). 561 
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2.2  Meetings 

2.2.1  Use of ITI Meeting Rooms 
It must be understood by those Subgroups using ITI facilities that, as guests, certain behavior on 
their part is expected:  

 Treat all ITI employees and Secretariat staff with the courtesy and respect that is 
customary in a business setting. Everyone here is expecting to work with you in a 
courteous, timely and professional manner; the same is expected in return.  

 No one is to "wander" back into ITI's and/or the Secretariats' work areas without first 
being announced by the receptionist on duty. This is a standard business practice that 
eliminates unwarranted work disruptions and better prepares the staff to meet a visitor's 
needs.  

 Appointments with staff should be scheduled whenever possible. While Secretariat staff 
continues to be available for consultations as needed, our productivity suffers when 
unanticipated "visits" continually arise during a Subgroup's meeting.  

Second, Subgroups must understand that we only provide those amenities mentioned above. The 
Secretariat is not here to provide secretarial support to any Technical Committee.   This means 
that you should do the following prior to your arrival here at ITI:  

 Mail your agenda and posted documents within the time periods set forth in the 
INCITS/SD-2. The Secretariat does not have any funds allocated for copying posted 
documents and it is expected that members be responsible enough to bring the documents 
they need.  

 Any member carrying a document into the meeting should bring enough copies for all 
attenders.  

 If there are documents that you anticipate but have not received, notify the Secretariat at 
the time you draft the agenda. While timely requests will be given due consideration, the 
normal duties and responsibilities of the Secretariat staff take precedence.  

 Special equipment needs by a Technical Committee, from videotape cassette recorders 
and monitors to personal computers, are the responsibility the Technical Committee. 
Please do not expect Secretariat staff to turn over to any Technical Committee its own 
equipment!  

Third, please book your rooms judiciously. This means both in terms of time and space.  

 Since there is no charge for a meeting room, many INCITS and JTC1 TAG Subgroups 
like to meet here. The same holds true for ITI-related committees. We book on a "first-
come, first-served" basis; so plan your schedules far enough in advance to make sure you 
get the date(s) your Subgroup wants.  

 Only book the space you need! If your needs are such that you must have more than one 
room, request it in advance. Small Subgroups should be mindful of other committees' 
needs and avoid using multiple rooms whenever possible.  



By keeping in mind that every Technical Committee is a guest of ITI and the Secretariat and by 
following these recommendations, all of our members should have meaningful and productive 
meetings that also minimize the impact upon the Secretariat's staff.  

2. 
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4.2  Drafts to be Published as American National Standards 
Please be advised that the Board of Standards Review, at its February 1, 1990 meeting, approved 
the following policy:  

The official draft submitted with the BSR-9 form for approval as an American National Standard 
is the draft that will be published as the American National Standard.  

4.3  Policy for Programming Language Standards Concerning Order of 
Expression Evaluation 
In all subsequent language standards, or revisions thereof, a statement will be included explaining 
the order of evaluation of expressions (whatever that order may be) and, if permitted by the 
language, a statement specifying allowable deviations from the order  

4.4  Policy Statement on Standards Conformance 
JTC 1 Policy has an approved policy on  Conformity Assessment (Annex C to the 4th edition): 
http://www.jtc1.org/directives/annexc.htm  

4.5  Intra‐Language Compatibility Guidelines 
This section includes guidelines for X3 for use in administering its work.  After the development 
and approval of the initial standard for a programming or systems languages, the X3 Technical 
Committee responsible for carrying out that project must determine the future method to be used 
to support standardization of that programming or systems language.  This method may be:  

 To revise the current standard, thereby creating a new standard that will replace the 
currently existing standard, or to supplement the current standard such that change to the 
technical content is made.  

 To develop a new "companion" or "supplemental" standard that will not replace or 
change the technical content of the currently existing standard, but rather is another in a 
family of standards for that particular programming or systems language.  

 To reaffirm the current standard.  
 To withdraw the current standard with no replacement.  

Although a Technical Committee developing the initial standard for a programming or systems 
language should be aware of these Guidelines, they apply only to the method covered by 
paragraph "a" above.  



As X3 Technical Committees revise programming and systems language standards, conflicts may 
arise between the following two goals:  

 Upward compatibility to maintain programmer productivity and protect investment in 
existing software and programmers.  

 Increased programmer productivity through improved programming technology, i.e., the 
new technology may not preserve compatibility.  

The purpose of these Guidelines is to assist Technical Committees in balancing these goals as 
they revise standards for programming and systems languages.  It is not to dissuade committees 
from adopting any incompatible change to a standard.  These Guidelines provide an objective 
means to determine the effect of proposed incompatibilities with prior standards and variations 
from existing practice.  Additional visibility of the decision process ensures that uniform and 
widely accepted criteria are applied by X3 Technical Committees as they develop and revise 
standards.  

These Guidelines specify that the decisions for each incompatibility be documented using the 
following criteria:  

 Rationale, with benefits and costs, for proposed change.  
 Type of difference between versions.  
 Conversion complexity.  
 Breadth of impact of incompatibility or variation from existing practice.  
 Conversion guidance, where appropriate.  

4.5.1  Scope and Applicability 
These Guidelines apply whenever an X3 programming or systems language standard, language 
binding, appendix, or optional section is being revised.  

4.5.2  Analysis Requirements 
For each addition, deletion or modification that represents a potential incompatibility from the 
last existing standard, X3 Technical Committees apply the following criteria:  

 Rationale, with benefits and costs, for proposed change.  
 Type of difference between versions.  
 Conversion complexity.  
 Breadth of impact of incompatibility or variation from existing practice.  

4.5.3  Rational for Proposed Change 
The rationale for the changes includes:  

 Specific benefits, and how the benefits result from the change.  
Benefits may fall into such categories as improved programming practice, better 
portability, better machine performance, elimination of ambiguity, or improved 
consistency and clarity of the language specification.  

 Cost (other than those directly associated with compatibility; these are discussed in the 
next three subsections.).  



Costs may fall into such categories as usability, performance, or ease of learning.  

4.5.4  Types of Difference Between Versions 
The Technical Committee determines which of the following classifications best describes the 
way in which the original language feature may be adversely affected by the proposed change.  
The following are listed in order of decreasing severity.  

4.5.4.1  Changes To Semantics of Well‐Defined Feature 
The semantic specifications of a feature for which the original document guarantees a certain 
reasonably precise result are changed.  The feature remains syntactically valid, but a program 
may now produce different results.  

4.5.4.2  Deletion of Well‐Defined Feature 
An originally well-defined feature is rendered invalid by the new specification.  

4.5.4.3  Deletion of Ill‐Defined Feature 
An originally ill-defined feature is rendered invalid by the new specification.  

4.5.4.4  Clarification of Ill‐Defined Feature 
This category covers the definition of a language construct whose interpretation was questionable 
under the base document.  Strictly speaking, it is not an incompatibility, since no guarantee has 
been withdrawn, but it is included here for completeness.  

4.5.4.5  Deletion of Unused Feature 
Deletion of a feature which was introduced in the current standard but has had few, if any, correct 
implementations, has had little or no correct use, and was an unfortunate mistake from the 
beginning. 

4.5.4.6  Deletion of Obsolescent Feature 
A feature which has been designated as obsolescent in the current specification is deleted in the 
new specification. 

Sections 4.6 and 4.7 do not apply to actions falling into the categories covered by paragraphs 
4.5.4.5 and 4.5.4.6 above.  

4.6  Conversion Complexity 
The Technical Committee estimates the level of difficulty entailed in converting affected 
programs so as to conform to the new standard.  At least four levels of difficulty may be 
distinguished.  From the standardization point of view, the following are listed in order of 
decreasing conversion effort.  

4.6.1  No Possible Translation 
There is no feasible way to perform the original function using the new standard.  



4.6.2  Semantic Transformation 
The original function can still be performed using the language, but human translation, based on 
knowledge of the purpose of the program, is required.  

4.6.3  Significant Syntactic Transformation 
A mechanical translation is feasible, but it involves some analysis of the program structure as a 
whole, and/or a significant amount of code may be generated in place of the original code.  

4.6.4  Simple Syntactic Transformation 
Old statements can be mechanically transformed to the new syntax with little or no knowledge of 
the rest of the program or its purpose.  Changing user-defined identifiers because of the 
introduction of new reserved words falls into this category.  

4.7  Proportion of Program Affected 
The Technical Committee includes in the draft standard (as an appendix):  

 An explicit list of known incompatibilities with annotated examples, as appropriate.  
 The analysis for each incompatibility based on the decision criteria in Section 4.5.2.  
 The documentation required in paragraph 4.9 through 4.12.  

4.8  Action Requirements Table 
A Technical Committee provides the documentation and takes the action specified by the sections 
referenced in the following table.  
   

Type of Difference Action 

Change well-defined (4.5.4.1) 4.10 and 4.11

Delete well-defined (4.5.4.2) 4.9 and 4.11 

Delete ill-defined (4.5.4.3) 4.9 and 4.12 

Clarify ill-defined (4.5.4.4)  4.12 

Delete obsolescence (4.5.4.6) 4.12 

4.9  Obsolescent Category 
The deleted feature is placed in the obsolescent category, whereby the feature is included in the 
standard but with notification that it will be withdrawn in the next revision.  



4.10  Transition Semantics 
The Technical Committee provides for the transition between the old and the new definitions of 
the same language feature in the following ways:  

 The standard may recommend implementations to make both the old and new 
interpretations available to the user; e.g., through the use of a switch (which itself may or 
may not be part of the language).  

 If the Technical Committee judges that the costs of such measures outweigh the benefits, 
it may simply adopt the new interpretation.  

4.11  Provide Conversion Guidance 
The Technical Committee provides written guidance for the conversion of programs to the new 
standard.  For example:  

 An algorithm that is simple but detailed enough to be understood by a reasonably 
informed user of the language.  

 A narrative of the conversion process.  
 In cases where a well-defined conversion process is not feasible, the Technical 

Committee must provide as much conversion information as possible.  

4.12  No Further Action 
The Technical Committee is not obliged to take any action beyond the inclusion of the change in 
the incompatibility list described in section 5.4.  

4. 
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5  Review and approval of standards, reports, etc. 

5.1  ANSI Policy for Reaffirmation 

ANSI Procedures address reaffirmations in the ANSI Procedures and the criteria for reaffirmation 
in clause 4.2.1.2. 

6  Use of technology 
No policies have yet been approved for use of technology in the work of INCITS other than the 
guidance developed by OMC and PPC in 1995. See http://www.INCITS.org/help/x3950687.htm  



7 
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7.1  Memorandum of Agreement 

Technical Advisory Group (TAG) responsibilities to JTC 1 and its subcommittees, working 
groups and projects are conducted under the terms of the Memorandum of Agreement (MOA) 
posted to the web site of the JTC 1 TAG at http://www.jtc1tag.org/moa.htm 

7 
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In March 1997, INCITS approved a preliminary policy. No further action has been taken. ITI uses 
this as guidance in its actions related to documents copyrighted by ITI on behalf of INCITS:  

INCITS Preliminary Copyright Policy  

As the old ASC X3 metamorphases into INCITS - the National Committee on Information 
Technology Standards - it is becoming more conscious of its responsibility concerning copyrights 
of material developed by its members. That responsibility must address the somewhat conflicting 
goals of allowing timely development of standards (without burdening everyone with a lot of 
legalese) while at the same time protecting the content of the published documents from 
unauthorized reproduction and possible misuse. This dichotomy is further complicated by the fact 
that future availability of documents is likely to be via electronic means in addition to the usual 
paper.  

Towards these ends, the March  
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 Please note that while the general policy has been approved there much work yet to be done in its 
implementation. 
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f you believe you have found unlawful copyrighted material on the INCITS website, please  
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NOTE: The INCITS Standards Store is a separate operation and has different practices for both 
security and privacy. 

For further information on privacy, please see “ITI's Privacy Principles” in the document 
Protection of Personal Data in Electronic Commerce.  
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Annex I  

ANSI’s Patent Policy  

I.1 Inclusion of patents in American National Standards  
There is no objection in principle to drafting a proposed American National Standard in terms 
that include the use of a patented item, if it is considered that technical reasons justify this 
approach.  

If the Institute receives a notice that a proposed American National Standard may require the use 
of a patented invention, the procedures in Clause I.2 through I.5 shall be followed.  

I.2 Statement from patent holder  

Prior to approval of such a proposed American National Standard, the Institute shall receive from 
the patent holder (in a form approved by the Institute) either: assurance in the form of a general 
disclaimer to the effect that the patentee does not hold and does not anticipate holding any 
invention thats use would be required for compliance with the proposed American National 
Standard or assurance that:  

a) A license will be made available without compensation to applicants desiring to utilize the 
license for the purpose of implementing the standard; or  

b) A license will be made available to applicants under reasonable terms and conditions that are 
demonstrably free of any unfair discrimination.  

The terms and conditions of any license shall be submitted to ANSI for review by its counsel, 
together with a statement of the number of independent licensees, if any, which have accepted or 
indicated their acceptance of terms and conditions of the license.  

I.3 Record of statement  

A record of the patent holder’s statement (and a statement of the basis for considering such terms 
and conditions free of any unfair discrimination) shall be placed and retained in the files of the 
Institute.  

I.4 Notice  

When the Institute receives from a patent holder the assurance set forth in I.2(a) or 1.2(b), the 
standard shall include a note as follows:  

NOTE - The user’s attention is called to the possibility that compliance with this standard may 
require use of an invention covered by patent rights. 
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8.6  Guidelines for Implementation of the ANSI Patent Policy 
Guidelines for Implementation of the ANSI Patent Policy --- An Aid to More Efficient and 
Effective Standards Development In Fields that May Involve Patented Technology  

I  Purpose 
These Guidelines are intended to assist voluntary standards developers, and those that participate 
in the standards development process, in understanding and implementing the ANSI Patent Policy 
(the "Patent Policy"). Drafted by a task force formed by ANSI for the purpose of studying the 
Patent Policy, the Guidelines seek to encourage the early disclosure and identification of patents 
that may relate to standards under development, so as to thereby promote greater efficiency in 
standards development practices.  

II  An Overview of the ANSI Patent Policy 
The Patent Policy is set forth in Appendix I to ANSI’s "Procedures for the Development and 
Coordination of American National Standards" (the "ANSI Procedures"). Compliance (or non-
compliance) with the Patent Policy is one of the criteria to be considered by ANSI’s Board of 
Standards Review ("BSR") in determining whether to approve (or withdraw approval of) an 
American National Standard. See ANSI Procedures SS 1.3.4, 1.3.6.  

As set for in Appendix I:  

I.1 Inclusion of patents in American National Standards  
There is no objection in principle to drafting a proposed American National Standard in terms 
that include the use of a patented item, if it is considered that technical reasons justify this 
approach.  

If the Institute receives a notice that a proposed American National Standard may require the use 
of a patented invention, the procedures in Clause I.2 through I.5 shall be followed.  

I.2 Statement from patent holder  

Prior to approval of such a proposed American National Standard, the Institute shall receive from 
the patent holder (in a form approved by the Institute) either: assurance in the form of a general 
disclaimer to the effect that the patentee does not hold and does not anticipate holding any 
invention thats use would be required for compliance with the proposed American National 
Standard or assurance that:  

a) A license will be made available without compensation to applicants desiring to utilize the 
license for the purpose of implementing the standard; or  

b) A license will be made available to applicants under reasonable terms and conditions that are 
demonstrably free of any unfair discrimination.  

The terms and conditions of any license shall be submitted to ANSI for review by its counsel, 
together with a statement of the number of independent licensees, if any, which have accepted or 
indicated their acceptance of terms and conditions of the license. 



III  Possible Procedures for Implementing the Policy 
A - Early Disclosure of Patent Rights  

Experience has indicated that early disclosure of patents is likely to enhance the efficiency of the 
process used to finalize and approve standards. Early disclosure permits notice of the patent to the 
standards developer and ANSI in a timely manner, provides participants the greatest opportunity 
to evaluate the propriety of standardizing the patented technology, and allows patent holders and 
prospective licensees ample time to negotiate the terms and conditions of licenses outside the 
standards development process itself.  

Accordingly, during the development period, standard developers may wish to adopt procedures 
whereby on or more request are made to participants for the disclosure of patents that may be 
required for use of the standards in progress. Such a request could be made, for example, by 
including it on letter ballots used in connection with the development of a proposed standard. 
Alternatively, other means could be adopted so that requests are repeated throughout the course 
of the standards development process -- e.g., by a semi-annual notice mailed to each participant in 
the development process or appropriate working group(s).  

This is not to suggest that a standards developer should require any participant in the 
development process to undertake a patent search of its own portfolio or of any other. The 
objective is to obtain early disclosure concerning the existence of patents, where known.  

A standards developer may also consider taking steps to make it clear that any participant in the 
process -- not just patent holder -- is permitted to identify or disclose patents that may be required 
for implementation of the standard. Generally, it is desirable to encourage disclosure of as much 
information as possible concerning the patent, including the identify of the patent holder, the 
patent’s number, and information regarding precisely how it may relate to the standard being 
developed. Further, to assist in international standardization, a standards developer may deem it 
appropriate to encourage the disclosure of relevant unexpired foreign patents.  

Similarly, a standards developer may wish to encourage participants to disclose the existence of 
pending U.S. patent applications relating to a standards under development. Of course, in such a 
situation the extent of any disclosure may be more circumscribed due to the possible need for 
confidentiality and uncertainty as to whether an application will mature into a patent and what its 
claimed scope will ultimately be.  

B - Early Indication of a Willingness to License  

The early identification of relevant patents should also increase the likelihood of an early 
indication from the patent holder that is willing to license its invention, that it is prepared to do so 
on reasonable terms and conditions demonstrable free of unfair discrimination, or that the patent 
in question is not required for compliance with the proposed standard. A patent holder may have 
a strong incentive to provide an early assurance that the terms and conditions of the license will 
be reasonable and demonstrably free of unfair discrimination because of its inherent interest in 
avoiding any objection to the standardization of its proprietary technology. As a consequence, 



patent holders and prospective licensees would be provided greater opportunities to negotiate 
acceptable license terms.  

It should be reiterated, however, that the determination of specific license terms and conditions, 
and the evaluation of whether such license terms and conditions are reasonable and demonstrable 
free of unfair discrimination, are not matters that are properly the subject of discussion or debate 
at a development meetings. Such matters should be determined only by the prospective parties to 
each license or, if necessary, by an appeal challenging whether compliance with the Patent Policy 
has been achieved.  

It should also be emphasized that, notwithstanding the incentive for patent holders to indicate any 
early willingness to license, it may not be possible for potential patent holders to give such an 
assurance until the standards development process has reached a relatively mature stage. It might 
be that only at that time will the patent holder be aware that its patent may be required for use of 
the proposed standard. This should not, however, preclude a patent hold from giving an assurance 
that if its patent is required for use of the standard it will license on reasonable terms and 
conditions demonstrable free of unfair discrimination.  

Thus, standards developers may wish to adopt procedures that would permit and encourage the 
early indication by patent holders of their willingness to comply with the Patent Policy by 
providing one of the assurances specified therein. Such encouragement might take the form of 
simply advising participants in the development effort that assurances may be made at an early 
stage, explaining the advantages of early negotiations, or through other means. While participants 
in the standards development effort might consider a refusal to provide assurances (0r a refusal to 
provide assurances ( or a refusal to commit to offer acceptable licensing terms and conditions) as 
a ground for favoring an alternative technology, the patent holder is only required to provide 
assurances called for by the Patent Policy prior to the final approval of the proposed standard as 
an American National Standard.  

C - Subsequently Discovered Patents  

By its terms, the Patent Policy applies with equal force to situations involving (1) the discovery of 
patents that may be required for the use of a standard subsequent to its adoption and (2) the initial 
issuance of a patent after adoption. Once disclosure is made, the holder is obligated to provide the 
same assurances to ANSI as are required in situations where patents exist or are known prior to 
approval of a proposed standard as an American National Standard.  

Thus, if notice is given of a patent that may be required for use of an already approved American 
National Standard, a standard developer may wish to make it clear to its participants that the 
ANSI Procedures require that patent holder to provide the assurances contained in the Patent 
Policy or suffer the withdrawal of ANSI’s approval of the standard as an American National 
Standard. 

IV  Conclusion  
Good standards development is often time consuming and demands considerable effort by those 
participating in the process. In fields that may involve the use of patented technology in a 



standard, therefore, it is particularly important that a patent holder’s willingness and intention to 
comply with ANSI’s Patent Policy be ascertained as soon as possible. Doing so, however, does 
not require participants in standards development meetings to become involved in negotiating the 
terms and conditions of a possible license with the patent holder. To the contrary, what is required 
is the use of effective procedures designed to assure an understanding of the Patent Policy and to 
foster prompt compliance with it. 
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