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1 Overview of the Revision Request Process
A request to make additions, edits, deletions, revisions, or clarifications to the Protocols or market guides, including any attachments and exhibits, is known as a revision request.  
Documentation of the revision request process for Protocols can be found in Protocol Section 21, Revision Request Process.  For the market guides and Other Binding Documents revision request processes, documentation can be found in the respective guide or Other Binding Document. 
2 General Guidelines for Submitting a Revision Request
Each Protocol or market guide has an associated revision request form.  When completing the revision request, use the appropriate Protocol or market guide revision request submission form.  All revision request forms can be found on the Protocol or market guide home page on the ERCOT website.

The current version of the Protocol or market guide language should be used as the blackline for making revisions.  Current documents can be found on the ERCOT website.  The original Protocol or market guide baseline language should remain in black.  All changes should be made in a redline format using the Track Changes feature in Microsoft Word.
Completed revision request forms should be submitted via email to RevisionRequest@ercot.com.  The submission of the form indicates to ERCOT that this document is final and ready for processing.  For questions regarding the revision request process, e-mail RevisionRequest@ercot.com.
3 ERCOT-sponsored Revision Requests

ERCOT staff should contact ERCOT Market Rules to determine the process and timelines for submitting revision requests.

4 Completing the Revision Request Form 
The revision request form is comprised of information to assist the revision request through the stakeholder process.  Unless otherwise indicated, all sections of the appropriate form should be completed.    

4.1
Basic Revision Request Information 
This section provides the basic information for the revision request.
(1)
Revision Request Number – Leave blank.  ERCOT will assign a number prior to distributing the revision request to the appropriate committee.
(2)
Revision Request Title – Provide a short, descriptive title.

(3)
Date Posted - Leave blank.  ERCOT will complete when posting the revision request to the ERCOT website.

(4)
Requested Resolution – Indicate whether the revision request should proceed on a normal or urgent timeline.  For revision requests on a normal timeline, the appropriate group shall review the revision request at its next regularly scheduled meeting after the end of the comment period (14 days for all revision requests – some Other Binding Documents may have different comment periods).  If urgent status is being requested, justification must be provided. 

(5)
Section(s) Requiring Revision – List the section number and title of each section that is being modified.

(6)
Related Documents Requiring Revision/Related Revision Requests – List the title of the document(s) to be revised (i.e., Operating Guide, Telemetry Standards, etc.) based on changes proposed by this revision request and/or the number and title of related revision request(s) (e.g., NOGRR143/NPRR691).
(7)
Revision Description – Provide a summary of the requested revisions to give the reader an idea of what modifications are being made.
(8)
Reason for Revision – Select ONLY ONE from the provided Reasons for Revision.  
(9)
Justification of Reason for Revision and Market Impacts – Provide a justification for the selected Reason for Revision and market impacts.
4.2
Sponsor
All submissions must be from an individual person.  Individuals may submit on behalf of a stakeholder subcommittee, working group, or task force.  

4.3
Market Rules Staff Contact

This section is completed by ERCOT.  Each revision request is assigned to a Market Rules Analyst who will oversee the revision request as it proceeds through the stakeholder process.  
4.4
Proposed Protocol or Market Guide Language Revision
This section is where proposed revisions to the Protocol or market guide language are documented.  
(1)
Use the most current version of the Protocols or market guides.  The most current versions of the Protocols or market guides are available on the ERCOT website.  
(2)
Show original Protocol or market guide language baseline in black.  Present the entire titled Section or Subsection as the baseline, not just the paragraph(s) subject to revision.

Example:  When proposing a change to the fourth paragraph of Protocol Section 8.1.1.2.1.4, Voltage Support Service Qualification, include all paragraphs of Section 8.1.1.2.1.4 as the baseline.

(3)
Make all revisions in a redline format, using the Track Changes feature in Microsoft Word.  Be sure to change the user/author name to the appropriate individual or company name.  Do not show revisions by changing font color or by using font strikethrough. 

(4)
When copying and pasting the current Protocol or market guide language into the revision request form, choose Keep Source Formatting from the Paste Options menu.  If the formatting does not copy properly using the copy and paste functions, try Insert file to add the Protocol or market guide language. 
(5)
Ensure that proposed changes are reflected in grey-boxed language, if appropriate.  Changes made in effective language could be overwritten at a later date by a grey-boxed Section if not properly modified.

5
Submitting the Revision Request 
Once the revision request form has been completed, submit the form via email to RevisionRequest@ercot.com.  The revision requests shall follow the process in Protocol Section 21, Revision Request Process; or the process in the corresponding Market Guide of Other Binding Document.  
6
Submission of Comments on Revision Requests

Market Participants may also submit comments on a pending revision request.  Comments may be submitted to make additions, edits, deletions, revisions, or clarifications to the proposed language in the revision request.
6.1
General Guidelines for Submitting Comments on a Revision Request

Each Protocol or market guide has an associated comment form.  When completing the comments, use the appropriate Protocol or market guide revision request comment form.  All comment forms can be found on the Protocol or market guide home page on the ERCOT website.

Completed comment forms should be submitted via email to RevisionRequest@ercot.com.  The submission of the form indicates to ERCOT that this document is final and ready for processing.  For questions regarding the revision request process, e-mail RevisionRequest@ercot.com.

6.2
Completing the Comment Form 

Unless otherwise indicated, all sections of the appropriate form should be completed.    

(1)
Revision Request Number

(2)
Revision Request Title

(3)
Date Posted - Leave blank.  ERCOT will complete when posting the comments to the ERCOT website.

(4)
Submitter’s Information - All submissions must be from an individual person.  Individuals may submit on behalf of a company, an ERCOT staff or a stakeholder subcommittee, working group, or task force.

(5)
Comments

(a)
Provide a concise explanation of areas of concern and the solutions, if applicable.

(b)
Provide a summary of any proposed revisions, including the applicable sections/paragraphs/items.  This gives the reader an idea of what modifications are made without having to search through the proposed revisions section by section.

(c)
Indicate whether the proposed modifications are to a Protocol baseline or a market guide baseline or build on a previously submitted document (i.e., from a revision request or another set of comments).

(6)
Revised Cover Page Language

(a)
Proposed revisions to the cover page of the revision request should use the text of the sections being revised from the original revision request, another set of filed comments, or the most recent text recommended for approval by the (sub)committee, as applicable, as the baseline language.
(b)
Make all revisions in a redline format, using the Track Changes feature in Microsoft Word.  Be sure to change the user/author name to the appropriate individual or company name and include the date of the comments (e.g., “Company X MMDDYY”).  Do not show revisions by changing font color or by using font strikethrough.
Example:  12/7/15 ERCOT Comments to NPRR734, Digital Attestation Signature Authority Clarification
(7)
Revised Proposed Protocol/Guide Language

(a)
This section of the comment form is for documenting proposed revisions to the Protocols or market guide language.  When preparing proposed revisions on the comment form, do not accept any existing revisions to a pending revision request or set of comments that have been posted to the ERCOT website.  

(b)
Follow the guidelines as outlined in Section 4.4, Proposed Protocol or Market Guide Language Revision, above.

(c)
Proposed revisions should use the entirety of the Proposed Protocol/Guide Language section of the original revision request, another set of filed comments, or the most recent text recommended for approval by the (sub)committee, as applicable.

(d)
Make all revisions in a redline format, using the Track Changes feature of Microsoft Word.  Be sure to change the user/author name to the appropriate individual or company name and include the date of the comments (e.g.,  “Company X MMDDYY”).  Do not show revisions by changing font color or by using font strikethrough. 

Example:  12/7/15 ERCOT Comments to NPRR734, Digital Attestation Signature Authority Clarification
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