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[INSERT PAPER TITLE]
Executive Summary
[limited to one half page; three examples provided below]

	Purpose
	This paper is [a new topic] or [in response to action item] or [in response to document].

The change proposed in this paper is [corrective], [adaptive] [enhancement], [optional], and is [routine] or [critical], with a [x] year implementation objective.

	Description of topic 

Example 1 of topic description (up to 150 words)
	[bookmark: Execsum]

This paper proposes a change to MCC/LUT processing to address second-generation beacons.




- or - 

	Purpose
	This paper is [a new topic] or [in response to action item] or [in response to document].

The change proposed in this paper is [corrective], [adaptive] [enhancement], [optional], and is [routine] or [critical], with a [x] year implementation deadline.

	Description of topic 

Example 2 of topic description (up to 150 words)
	

This paper proposes amendments to operational documents to modify MCC processing to ensure RLS beacons are not treated as having an invalid protocol.



- or - 

	Purpose
	This paper is [a new topic] or [in response to action item] or [in response to document].

The change proposed in this paper is [corrective], [adaptive] [enhancement], [optional], and is [routine] or [critical], with a [x] year implementation deadline.


	Description of topic 

Example 3 of topic description (up to 150 words)
	

This paper proposes a change to document C/S T.002 to change LEOLUT software to process PDS data for any beacon event where at least one burst occurred after the last complete dump acquired by the LEOLUT.


BACKGROUND
This section should cover any background information required to increase understanding of the issue at hand. It should include previous Council and Joint Committee discussion and recommendations relating to the topic. 
DISCUSSION
In this section, the logic behind the proposed solution, recommendation, etc., is outlined and discussed.

Changes to System documents are not to be provided in the body of the paper, but instead in attachment(s) with the modified pages of the System document text showing tracked changes.
CHANGE MANAGEMENT EVALUATION
In this section, the logic behind the proposed solution, recommendation, etc., should be outlined and discussed. To properly evaluate proposed changes, the Joint Committee requires specific information and evaluation criteria upon which it can make an objective decision. 
Type and Criticality
[Please specify]

Change type: Corrective, Adaptive, Enhancement or Optional?

Criticality: Routine or Critical?
Detailed description of the change
Is the change description complete?
Is the change consistent with current Council policy?
Requirement for change
Is there a new requirement? If so, what is it and what is the source of the requirement?
Is the change proposed because an existing requirement is not being met? If so, what is the deficiency?
Performance impact
What performance specification is impacted by the change?
What is the impact if the change is not implemented?
Resources required
Information on resources required may include manpower and equipment costs as well as an assessment of whether the amount of required resources is considered high, low or medium. Note that the estimates provided for this element may vary significantly for each Administration and should only be considered for information purposes.
Implementation schedule
Who and or what does it affect?
Are all members of Cospas-Sarsat affected by the change or a limited set of Participants? If a limited set, who are they?
Are external entities (e.g., SPOCs, RCCs, beacon manufacturers, etc.) affected? If so, who are they?
What subsystem is impacted (MCCs, LUTs, Space Segment, etc.)?
Proposed implementation date
RECOMMENDATIONS OR PROPOSED ACTIONS
[examples of typical recommendations provided below]

[participant] recommends that the Joint Committee 

[invite participants to prepare, review, amend, further analyze...]

[review and amend, as appropriate, proposed amendments to document C/S X.00X, and recommend its approval at CSC-xx]

[recommend that interested participants, such as those collaborating within the Correspondence Working Group on [subject], continue/review/develop, etc., and present proposals/amendments at [meeting]]

[invite participants to continue investigation into [subject] and report the progress to CSC-xx and future Cospas-Sarsat meetings]

[invite the Secretariat to prepare, review, amend]




NOTES:	

All bulky documents over 10 pages must be submitted to the Secretariat 6 weeks prior to the meeting start date. All other documents must be submitted 4 weeks prior to the meeting start date.
Revision papers and corrigenda should highlight the changes to the originally submitted document using italicized insertions and deletions shown in strikethrough.
Headers: For attachments, insert a Next Page section break after the end of the paper. The path in MS Word 2010 or 2013 is Page Layout/Breaks/Section Breaks/Next Page. 
Attachment headers should be as follows: JC-30/x/x - Attachment 1.
Revision headers should be as follows: JC-30/x/x - Rev.x.
When modifying the header design, make sure the option “link to previous” is NOT selected.
[When the paper is completed, it should be uploaded for posting at http://www.cospas-sarsat.int/en/meetings-pro/submit-meeting-documents]
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