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                      Ronald W. Stanton

FORWARD

D05 Chair-elect Ronald W. Stanton completed the final full draft of this D05 Operational Guideline shortly before his untimely death a week before the Fall, 2001 D05 meeting.  This guideline was a work of passion for Ron who constantly strove to improve the functionality of this committee by providing mentoring and tools like this guidebook to make everyone’s job a bit easier and improve the overall quality of D05 standards.  In the spirit of his many contributions to this Committee, I would like to dedicate this Operational Guideline to Ron’s memory. 

This guideline is full of useful information and helpful suggestions that have been collected into one reference document.  I hope you will find it beneficial and will also facilitate participation in committee activities.  Furthermore, in the spirit of continuing improvement, suggestions to enhance this guideline are welcomed and encouraged. 

James A. Luppens

Chair, D05
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1.0  Operation of ASTM Committee D05 on Coal and Coke

This document has been prepared as a guide to the operations of Committee D05 on Coal and Coke and is subject to changes from the Executive Subcommittee or Society.  This document does not supersede the Bylaws of Committee D05 or the Regulations of ASTM. 

1.1  Membership Activity

For a member of D05 to join a Subcommittee, all that is needed is to ask the subcommittee chair to add your name to the roster or indicate your desire to join on a signup sheet at one of the subcommittee meetings.  Every ASTM member is entitled to vote on each ballot of a main committee and subcommittee to which the member belongs.  All negatives and comments received from all ballot returns, including those from non-official voting members, must be considered and resolved before any items proceed.

With that said, one of the common sources of confusion still is the designation of voter status.  Each distinctly different organization or unassociated individual member (voting interest) is entitled to one official vote.  When an ASTM member is placed on a technical committee, he or she is assigned an official vote unless: (a) The applicant’s voting interest already has been granted one official vote, or (b) acceptance will create an imbalance on classified committees or subcommittees.  More than one representative from any organization/voting interest may join and participate on a technical committee, subcommittee, section, or TG.  Only one vote per voting interest is used to tally ballot results or to support standards actions taken at a meeting.  In those cases where the official vote has already been designated, additional members from a given organization are assigned non-official voting status.  This does not mean that those without the voting status cannot vote.  Everyone, regardless of voting status designation, receives all committee and subcommittee correspondence and ballots (with right to vote), and everyone is entitled to participate in discussions at meetings.  Votes from official voters and non-official voters carry equal weight on balloted items and must be fully considered per ASTM Regulations.  The next two paragraphs detail the two voter designations.

Voting Member - You can tell if you are a voting member of D05 or one of its subcommittees by reviewing the D05 roster at a D05 meeting or by contacting the D05 Staff Manager, the D05 Membership Secretary, or the D05 Secretary.

The significance of the official vote is three-fold:

(1) Subcommittee balance: The basic concept is one separate organization/entity – one vote. This precludes one organization from exercising undo influence in standards development.

(2) Calculating ballot returns: An affirmative vote of at least two thirds of the combined affirmative and negative votes cast by official voting members is required with not less than 60% of the voting members returning ballots.  Because of this requirement, official voting members are more than simply encouraged to vote.  An official voting member who fails to return three consecutive ballots will be dropped from the subcommittee roster.  The reason for this requirement is obvious.  Successful ballots (60%+ returns from official voters are vital to standards development.  While this might seem to be a somewhat onerous requirement, it should be remembered that a simple “abstention” vote will satisfy the ballot return requirement.  Sections A and B below further address the voting return requirements.

(3) Subcommittee actions: A motion at a meeting, or via ballot, to find a negative vote not persuasive or not related requires an affirmative vote of at least two thirds of the combined affirmative and negative votes cast by the official voting members.

In the case of organizations with multiple members, only one member can be the official voter at the Main Committee level; however, the official vote for the various subcommittees can be split between the members of the organization.  For example, A. Smith of the ABC Company might be the official voter for D05 Main and D05.07 while B. Jones, also of the ABC Company, the official voter for D05.18 and D05.23, etc. This allows a company to assign the official votes tailored to an individual’s experience and interests throughout the various subcommittees making the company’s ASTM participation more effective.

Non-Official Voting Member - a member whose votes and comments on all ballots or motions shall be fully considered, but whose votes shall not be included in the calculation of numerical voting requirements [see (1), (2) and (3) above].

Finally, the ballots submitted by all members (both official and non-official voters) shall be counted in administrative actions, such as election of officers and amendments to bylaws.

Inactivity - Once accepted as a voting member of D05 (or one of its subcommittees), your official vote can be dropped due to inactivity.  The following general guidelines for issuance of inactivity letters and for dropping voting members from D05 (or its subcommittees) memberships prevail:

(1) A main committee member’s official vote may be terminated for failure to return main committee ballots. Notices of failure to return main committee ballots and pending termination of official votes are sent by Headquarters. Failure to return three consecutive main committee ballots shall result in termination of official votes in the absence of circumstances acceptable to the executive subcommittee. The committee member may appeal first to the executive subcommittee and then, if necessary, to COTCO for consideration of reinstatement of the official vote. 
(2) A subcommittee member’s official vote may be terminated for failure to return subcommittee ballots. Notice of failure to return subcommittee ballots and pending termination of official votes are sent by Headquarters. Failure to return three consecutive subcommittee ballots shall result in termination of official votes in the absence of circumstances acceptable to the subcommittee chairman. The subcommittee member may appeal to the subcommittee chairman and then, if necessary, to the committee's executive subcommittee for consideration of reinstatement of the official vote. 
Official voters may excuse themselves from this ballot return obligation by submitting a request to the D05 Membership Secretary to have their voting status changed to non-official voter.

1.2  The D05 Operating Procedures or Member Information Packet (MIP)

Purpose: To provide information about Committee D05 to new and current members concerning the scope and general operations.

Responsibility: Updates are a joint effort of the D05 Staff Manager, the D05 Vice Chair, and the Historical Task Group Chair.  Revisions may also occur when the By-laws are changed.  The MIP and a Member Roster should be updated and distributed to the entire D05 Committee each year, and issued automatically to all new members.

1.3  Site Selection for Meetings

Purpose: To provide a list of options for meeting sites to the Executive Subcommittee for advance approval.

Responsibility:  Site Selection Task Group (Chair: Membership Secretary): Committee D05 meets twice per calendar year, commonly in May and October.  Sites for future meetings can be nominated at any time by D05 members by suggesting the proposed location to the Membership Secretary.  D05 Staff Manager advises the Task Group Chair of future Committee Week Locations selected by the Society.  Future sites are selected by the task group and approved in the fall of each year by the Executive Subcommittee.  The Executive Subcommittee always selects meeting sites 2 to 3 years in advance.  (For example, in the fall of 2003, meeting sites for the 2005 year were selected.  It is the goal of D05 to participate in a Committee Week whenever possible, depending on the location of the Committee Week sites selected by the Society.

1.4  Election of Committee Officers

(See also By-Laws Section 5.7 and 5.8)

Purpose: To provide for smooth transitions in leadership of Committee D05. 

Responsibility: The D05 Chair appoints a nominating committee chair to nominate officers for election to be held the summer of the odd numbered year.  Elections for members of the Executive Subcommittee are held so that officers can serve their office for a two-year period beginning in each even-numbered year.  The Nominating Committee is composed of all of the subcommittee chairs.  It is the responsibility of the Nominating Committee to provide a slate of candidates for election so as to ensure the smooth running of the Committee.

Even-numbered Years:

a) By the Fall meeting, the D05 Chair appoints one of the subcommittee chairs to serve as the Chair of the Nominating Committee.

b) The Nominating Committee Chair seeks input from all of the other subcommittee chairs in selecting a slate of officers to stand for the next election.

c) The Nominating Committee finalizes the slate of officers and presents the slate to the Executive Subcommittee in the spring of each odd-numbered year.

d) The Executive Subcommittee receives the slate of officers and publishes the list in the minutes of the odd-numbered year’s spring minutes. 

Odd-numbered Years:

a) At the Spring D05 Main Meeting of the odd-numbered year, the slate of nominated officers is read, and nominations for the positions are accepted from the floor.

b) The D05 Staff Manager issues a ballot prior to the Fall meeting of the odd-numbered year.  The D05 members cast their ballots.  The ballots are returned and counted.

c) At the Fall meeting of the odd-numbered years, the election returns and the newly elected committee officers are announced.

d) On January 1  of the even-numbered years, the elected Committee officers take over the operation of the committee.

1.5  The Selection of Task Group Chairs and Members

Purpose: To provide leadership to tasks of revising existing standards and writing new standards for Committee D05.

Responsibility: The subcommittee chair has the authority and the responsibility to appoint Task Group chairs and to suggest members for all Task Groups (TG) formed under their jurisdiction.  The TG chairs are selected from all available subcommittee members, but preference is generally given to those subcommittee members who have the necessary knowledge, skills, experience, and desire to fulfill the obligations of being a task group chair.  Any TG chair who misses more than two consecutive task group meetings shall be replaced by the subcommittee chair.  This replacement may be either acting, i.e., standing in for the TG chair until their return, or permanent, depending upon the decision of the subcommittee chair.

The TG chair selects the members of their task group.  The size of a TG is limited only by the scope of the group’s objective and the availability of knowledgeable and interested persons.  A common size for a TG is about 10 to 12 persons.  On some occasions, 5 or 6 persons can form a TG.  Group effectiveness can be hindered by larger group sizes.  Nevertheless, all TG meetings are open for observation by others. TG's can meet anywhere and at anytime between meetings of the Subcommittee.  Commonly, many TG’s meet during the first day of the D05 semi-annual meeting.  Such meetings require the TG chair or subcommittee chair to notify the Committee Secretary to reserve time on the official ASTM D05 Schedule.  If scheduled too late to make the official schedule, the meeting time and place can be posted on the announcement board.

All actions of the TG are required to be approved by a vote of the balanced and appropriate subcommittee and Committee D05 memberships.  TG’s do not need to be balanced; the TG chair does not need to announce to the entire D05 membership any meetings held between the Semi-Annual D05 meetings; and any interim meeting times and places need only be convenient for TG members.  Although it is not necessary, it should be the goal of all TG’s to keep their agendas and their meetings as open as possible.

Members of a TG do not need to be ASTM members.  The goal of writing a standard should be to gather together the best technical minds possible.  If technical expertise is needed from outside of Committee D05 membership, invite outsiders to participate.

1.6  Subcommittee Chairs

Responsibility: The D05 Committee Chair and the Executive Subcommittee have the responsibility to appoint and to replace subcommittee chairs.

The subcommittee chair selects a subcommittee secretary.  The subcommittee secretary records and reports on the activities of the subcommittee and serves in the absence of the subcommittee chair.  If a subcommittee chair cannot attend a particular D05 Committee Meeting or conduct their Subcommittee meeting, the D05 Committee Chair must be contacted.  Any subcommittee chair who misses more than two consecutive subcommittee meetings shall be replaced by the D05 Chair and the Executive Subcommittee.  This replacement may be either acting, i.e., standing in for the subcommittee chair until their return, or permanent, depending on the decision of the D05 Chair and the Executive Subcommittee.

The subcommittee chairs are selected from all available D05 members, but preference is generally given to those D05 members who have the necessary knowledge, skills, experience, and desire to fulfill the obligations of being a subcommittee chair.

Suggestions to Subcommittee Chairs: Control Your Subcommittee.  Each subcommittee chair has the responsibility to review the standards under their jurisdiction. This includes ensuring that the standards are editorially correct.  References to other ASTM standards should be cited in the text of the standard and should be current (oftentimes, discontinued and replaced standards are referenced). 

1.7  Affiliate Memberships

Purpose: To approve affiliate memberships of Committee D05.

Responsibility: Affiliate memberships are decided by the Executive Subcommittee at each fall meeting. The criteria for selection as an Affiliate Member are as follows:

Criteria to select an Affiliate Member - A person is invited by a committee to participate on a committee and subcommittee of the Society because of their special knowledge either as a technically qualified individual or an ultimate consumer.

1.8  Selecting US Experts for ISO TC 27 Work 

Purpose: To select US experts to represent ASTM and ANSI at ISO TC27

Responsibility: Subcommittee 27 has the responsibility, through the other subcommittee chairs, to select experts in each of the areas in which TC 27 is active.  Subcommittee 27 is responsible for finding and conveying the US consensus opinion about ISO DIS’s (Draft International Standards).  Subcommittee 27, through the subcommittee chairs, selects experts to review the various ISO documents, to pool comments, and to develop the consensus US position.

ISO TC27 on Solid Mineral Fuels is divided into various subcommittees and working groups.  The USA delegation will be represented at each meeting by a team of experts, delegates, and observers who will be recommended by the corresponding ASTM D5 Subcommittee Chairs on the basis of several criteria, including the following:

(1)  Technical and "political" expertise (of the items being considered and of the US position

  on each); and 

(2)  Willingness and ability to 

a) Defend the US position and 

b) Incur the costs of attending the ISO TC27 (SC1, SC3, SC4, and SC5) meetings requiring international travel 

c) Past participation, as continuity in the process is paramount.

Once submitted by the Subcommittee Chairs, the D05 Executive Subcommittee will certify the US delegation.  While continuity is vital, there is always the opportunity for the participation of someone who wants to find out more about the ISO process, who has a genuine interest in supporting the US position in the world marketplace and who wants to determine if further involvement is justified.

1.9  Historical Subcommittee of D05

Purpose: The purpose of this subcommittee shall be to maintain current history of D05 activities and awards and provide such updates for the MIP.

Responsibility: The Chair of the Historical Subcommittee shall be the immediate past-Chair of D05.  In the event of the inability of the immediate past-Chair of D05 being able to serve in this capacity, the Executive Subcommittee shall appoint another member to fill this role.

In general, the historical subcommittee is composed of only the chair of the subcommittee.  The chair is able to ask for input from any individual, whether a member of D05, a past member of D05, or any “civilian” never having been affiliated with D05.  The Historical Subcommittee shall be responsible for maintaining records of the Committee, including records of past committee officers, award recipients, meeting locations, ISO meeting locations, etc.  The Historical Subcommittee will present a report at each committee meeting.

1.10  Awards Subcommittee of D05

Purpose: This subcommittee has the responsibility of recognizing those individuals who have provided outstanding service to Committee D05 and ASTM and who have maintained continuous membership in Committee D05.

Responsibility: The Executive Subcommittee shall appoint an individual to serve as Chair of the Subcommittee.  This individual need not serve or have served any other position in D05, only having an historical perspective of D05 operation and contributions.

The membership of the subcommittee shall include the D05 Vice Chair and 3-5 additional members chosen by the subcommittee chair from the Committee.  The Awards Subcommittee shall have written criteria by which they select and nominate individuals for awards.  These criteria shall be reviewed and approved by the Executive Subcommittee.  The Executive Subcommittee shall have no influence over the selection process, only over the criteria.

2.0  Standards Development in Committee D05

ASTM was organized in 1898 and has grown into one of the largest voluntary standards development systems in the world.  ASTM provides a forum for those interested in standards development to meet on a common ground and write standards for materials, products, systems, and services.  ASTM has 132 standards writing committees responsible for over 9,000 ASTM standards.  Standards development activities encompass the areas of metals, paints, plastics, textiles, petroleum, construction, energy, the environment, consumer products, and many other areas.  Thirty-three thousand ASTM members located throughout the world are responsible for the variety of products that ASTM has to offer.  The 68 volume Book of ASTM Standards is published annually.  In addition, ASTM publishes Special Technical Publications (STP’s), which are collections of peer reviewed technical papers reflecting state of the art information in subject areas spanning the scope of ASTM activities.  Other publications include compilations of ASTM standards, manuals, monographs, handbooks, retrospective publications, reference radiographs, and other technical information.  The Society also publishes a monthly magazine, Standardization News, and five technical journals.

In addition to the committee meetings, ASTM provides other forums for the exchange of technical discussion and information.  One involves the continuing education and training in the use and application of ASTM standards through Technical and Professional Training Courses (TPT’s).  Attendees learn the practical application of standards and benefit from the instructors’ technical expertise and knowledge of standards development.

Another area is through the Symposia Department, which produces 40+ symposia a year on various topics that result in the productions of STP’s mentioned earlier.  There is also the ASTM subsidiary, the Institute for Standards Research (ISR), whose purpose is to assist committees in securing monies and managing priority research efforts that enhance the standards development process.  ASTM’s primary office is located in West Conshohocken, PA.  However, ASTM also has an office in Washington, D.C., and a European office just outside of London.

2.01  Classification

Generally, committees and subcommittees developing standards dealing with materials, products, systems, or services that are offered for sale are required to be classified and balanced.  Classified subcommittees shall consist of not less than three producers and not less than three non-producers.

Classification of committee members by organizational and technical interest is needed to ensure fairness and balance among affected interests.  According to the ASTM Society Bylaws, the opportunity must be provided for all affected interests to participate in the deliberations, discussions, and decisions concerned both with procedural and substantive matters affecting the proposed standard(s).

2.02  Balance

Balance of interest in a committee or subcommittee requires that the combined number of voting user, consumer, and general interest members shall equal or exceed the number of voting producer members.

2.1 Standards Development

2.1.1  What is a Standard?

A standard, as used in ASTM, is a document that has been developed and established within the consensus principles of the Society and that meets the approval requirements of ASTM procedures and regulations.

2.1.2  Types of Standards 

There are six types of full consensus standards within ASTM:

(1)  Classification 

(2)  Guide 

(3)  Practice 

(4)  Specification 

(5)  Terminology Standard 

(6)  Test Method

Specifications are the only type of standard that Committee D05 on Coal and Coke has not prepared.  

2.1.3  Balloting Overview

To be approved for publication by ASTM, a standards action must pass subcommittee and main committee ballots, Society Review in tandem with the main committee ballot and then review by the Committee on Standards (COS).  Procedural requirements are detailed in the Regulations.  Basic principles of all ASTM ballots are:

(1)  All ballots must be conducted by mail or via the Internet, ensuring that every member has an opportunity to vote. 

(2)  All ballots must be issued for a period of not less than 30 days, allowing members adequate time to critically review the balloted documents. 

(3)  All negative votes (accompanied by a written explanation) must be considered by the       originating subcommittee.

(4)  Whenever a ballot leads to substantive changes in a document, the revised version  may have to be re-balloted at all levels to ensure that the technical changes to a document are made on a consensus basis.  

2.1.4  Negative Votes and Affirmative Votes with Comment 

Since everyone receives ballots from the subcommittees and technical committees to which they belong, everyone is responsible for reviewing documents and providing input when necessary.  There are two ways to provide input; one is in the form of a negative vote, and the other is in the form of an affirmative vote with comment.

A negative vote  cast on a subcommittee, main committee, or Society Review ballot must be accompanied by a written explanation. It is strongly recommended that when a negative vote is submitted, the voter should provide clear reasons for the negative vote, as well as proposed wording or other changes to the document that would make it more acceptable.  A negative vote stops the progress of the ballot item through the balloting process until it is resolved.

An affirmative vote with comment indicates that the voter agrees with the ballot item as proposed, but is providing editorial comments that may be included prior to publication.  An affirmative vote with comment may also include technical changes that improve the document and may be incorporated as part of a later revision, but are not important enough to stop the progress of the balloted item.  Note: an affirmative vote with comment does not stop the item from proceeding.

2.2  Benefits of Membership/Responsibilities of an Effective Member

2.2.1   Benefits to joining ASTM include:

a) Contact with industry professionals worldwide,

b) Greater access to current technical information affecting your field,

c) Early information on new standards,

d) Advance notice of revisions to existing standards,

e) A full vote on the content of draft documents, 

f) The opportunity to participate in the drafting of standards needed by your industry,

g) A free volume of the annual Book of ASTM Standards, which contains standards in which you are interested, and reduced prices on other ASTM publications. 

2.2.2  Responsibilities:

The consensus process is as effective as you are.  How can you be a contributing member and make effective use of your time?  Some responsibilities and ideas include:

a) Review and return of ballot items,

b) Join a subcommittee and/or a task group,

c) Become a task group chair,

d) Participate in interlaboratory studies to ensure precision and bias,

e) Share and learn new technologies by attending and presenting papers at related technical Symposia,

f) Attend staff-facilitated workshops on various aspects of the standards development process.

2.3  Protocol for Establishing and Operating a Task Group Within ASTM Committee D05 

It is the intent of Committee D05's Executive Subcommittee and D05 Bylaws that all D05 task groups be formed and operated in accordance with this protocol.  This protocol has been written to provide consistent practices in the development and maintenance of ASTM Committee D05's task groups and in the development and maintenance of ASTM Committee D05's standards.

Task groups are formed by subcommittees and sections to investigate matters related to the revision and development of standards that are of interest to the committee members.  Because these members are representatives of organizations or individuals with interest in coal and coke, the topics under investigation tend to be in harmony with those that concern the coal and coke community in general.

A task group is generally formed to address one or more of the following: 

(1)  Editorial revision to an existing standard, 

(2)  Technical revision to an existing standard, 

(3)  Development of a new standard, or 

(4)  Response to a specific situation brought to D05's attention. 

For cases 2 and 3, experimental data shall be examined and, if lacking, developed for each procedure for the following:

a) Bias statement, 

b) Precision statement which expresses the expected within- and between-laboratories analytical variability, and 

c) Statement concerning the range of application of the procedure.

Obtaining the experimental data involves the following:

a) Soliciting the participation of organizations having the facilities and personnel to perform the experimental tests and

b) Soliciting the collection, preparation, and distribution of candidate coals and cokes covering both the anticipated range of the parameter in question and the expected spectrum of coal ranks and coke types

c) ASTM has set up an Interlaboratory Studies (ILS) Program to assist TGs in all aspects of the ILS. The TG Chair should utilize the ASTM web site to register the ILS.

In all cases, a research report that indicates the experimental design and the experimental results is filed with ASTM Headquarters by the task group and this research report is referenced in the standard.

You do not need to be a member of ASTM or of D05 to be a contributing, participating member of a D05 task group.  This provision encourages D05 task groups to solicit contributions from individuals and organizations that may have expertise or equipment that might help the task group complete its mission. When a task group has achieved its objective, it is dissolved (disbanded) at the request of the subcommittee chair.

2.3.1  Task Group Formation

New Activity Requests - A written request is submitted to the appropriate subcommittee or section chairman including the following;

a)  A description of the proposed task group activity; i.e., its scope; 

b)  An explanation of the need for the task group;

c)  A list of areas to be considered for standardization by the task group; and

d)  A list of other individuals, companies, and organizations involved in the area of interest to the task group.

Determination of Need - Key individuals involved in the area of interest must be contacted to initially assess the need and interest in the proposed activity.  Research into the activities of other ASTM committees and organizations may be necessary to avoid conflict and duplication of effort.

Planning - Determine the interest level and need for the proposed activity through contacts with individuals and representatives in the area of interest.  Although there are no regulations or guidelines requiring balance within a task group, attempts should be made to contact individuals who represent the full range of interests -- producers, users, and general interest.

Organization - The subcommittee discusses and votes on whether the task group should be established and whether the activity should proceed.  If approved at this level, the proposed title, scope, and structure are reviewed by the Executive Subcommittee for appropriateness with regard to D05's and the subcommittee's scope.  After careful review and evaluation of those members expressing interest, the task group chair is appointed by the subcommittee chair.

The subcommittee chair may determine that someone other than those expressing interest in the post may best serve as task group chair.  In this case, it is appropriate for the subcommittee chair to discuss this potential position with the individual.  It is up to the individual to decide whether or not they should be considered for the post.

The task group chair solicits qualified volunteers from within D05 and the subcommittee to serve on the task group; the assistance of other experts in the area of interest may also be requested.  Four to six members are a manageable size for an active, productive task group.  All D05 members as well as all ASTM members will be able to review and comment on the product of the task group through the balloting process.

It is not unusual for more than six persons to be on a task group, especially if the task group's scope is of major importance or of interest to many individuals.  In such cases, the task group chair may select a smaller group of individuals who will work diligently as active, participatory members.  Others may elect to sign on as observer members who receive copies of the task group minutes and draft standards for written comment.  Since it may be unmanageable (or uneconomical) for a task group chair to distribute task group minutes, agendas, and draft standards to a large number of individuals, the subcommittee chair has the option, the authority, and the discretion to limit the number of observer members of a task group.

Depending upon the importance of the task, its immediacy, its potential impact, the subcommittee leadership, or the support given to the project by the members of the subcommittee, the time frame covering determination of need to getting an item ready for ballot  may be as short as the span of one semi-annual meeting or may be as long as the period between 2 or 3 semi-annual meetings.

2.3.2  Task Group Operation

The task group is obligated to operate within the scope of the task assigned.  The task group chair is obligated to provide the subcommittee chair with a time line estimate of the progress to be made.

Task group meetings can be held at any time upon four weeks' notice from the task group chair, but task groups shall meet no less than twice yearly during the Committee's biannual meeting.  The task group chair shall distribute an agenda to all task group members (active and observer) at least four weeks before each meeting.  The minutes of each Task Group meeting should be circulated within a reasonable time frame and provided to the subcommittee secretary for inclusion in the subcommittee minutes.  Task groups that do not meet at least during the Committee's semiannual meetings may be reviewed for progress and possible dismissal by the parent subcommittee or the Executive Subcommittee.

Task groups working on standards that generate precision statements shall do so following the Protocol for the Generation of Precision Statements Within ASTM Committee D05 (see Section 2.3.4).  To assure compliance with the protocol, such task groups shall work with Subcommittee D05.24 to develop the experimental design and to analyze the data. 

All standards shall comply with Form and Style for ASTM Standards and shall be reviewed by ASTM editorial staff for quality elements and editorial style before going to committee ballot and preferably before any subcommittee ballots.  Involvement of ASTM editorial staff early in the writing process is encouraged to avoid additional revisions that may be needed to meet the form and style requirements.  The task group is responsible for document preparation for all stages of the ballot process and all draft revisions as a result of the ballot process.

The task group, with the assistance of the ASTM ILS Program, is also responsible for developing and for filing a Research Report for all data obtained in an interlaboratory study (ILS), along with a detailed description of the design of experiment and the analysis of the data.  The Research Report should also include a description of a ruggedness test run prior to the interlaboratory study, or a justification for the absence of a ruggedness test.  This data shall be compiled according to the ASTM Guide for the Format of a Research Report (see 2.3.4) and forwarded to the staff manager. 

2.3.3  Task Group Discharge

Upon completion of its work or for other good reasons, a task group may be discharged (disbanded) or put on inactive status by the parent subcommittee or the Executive Subcommittee.  A task group so discharged (disbanded) or deactivated may be reconstituted if later developments make such a course desirable.  The chair of any discharged (disbanded) task group shall transmit all records of permanent interest to ASTM headquarters in those instances not requiring a Research Report.

2.3.4  Resources

ASTM Personnel 

(1)  ASTM Headquarters Editor 

(2)  Committee Staff Manager 

(3)  Subcommittee D05.30 Chair (Nomenclature and Definitions.)  

(4)  Subcommittee D05.24 Chair (Statistics) 

ASTM Web Site — Most of the following information can be obtained at ASTM.Org.  At this web site select technical committees and choose D05.  Select Standards Development Tools → Key Documents & Forms → Guidance on Precision and Bias → Overview, and then other choices.

(1)  Protocol for the Generation of Precision Statements With ASTM Committee D05
(2)  Form and Style for ASTM Standards (The Blue Book)

(3)  Regulations Governing ASTM Technical Committees (The Green Book)

(4)  ASTM Technical Committee Officer Handbook (The Red Book)

(5)  ASTM Guide for the Format of a Research Report  

(6)  E 380, "Standard Practice for Use of the International System of Units (SI)"

(7)  E 691, "Standard Practice for Conducting an Interlaboratory Test Program to Determine   the Precision of a Test Method"

(8)  E 1169, "Standard Guide for Conducting Ruggedness Tests"

(9)  Draft Standards Templates

(10)  Interactive Standards Development Forums

2.4  Preparation of an ASTM D05 Standard

2.4.1  A Checklist for Task Group Chairs 

You have been chosen by your subcommittee leadership to chair a task group to either develop a new ASTM standard or revise an existing ASTM standard. The following are steps that should aid you in completing your assigned task and successfully completing the balloting agenda.

____ A.  Task Group Objective — Receive a written objective of the task group assigned to you.  This should be recorded in the minutes of the subcommittee with your name, phone number, and address so that those not attending the meeting will know of the formation of the task group, what it is intended to accomplish, and how to contact the chairman.

____ B.  Open a Work Item for the TG – Each TG must have an open Work Item that defines the scope of the work, the technical content, etc. The TG Chair should utilize the ASTM web page to open the Work Item.

         C. Task Group Membership — If possible, at the subcommittee meeting and main meeting immediately following your appointment, pass a sign up sheet around so that you can form a task group, unless the task group membership has already been selected.  Remember that a smaller task group will work more efficiently than a large group.  The task group will prepare a draft procedure that will then be open to subcommittee input either informally or through the balloting process.

____ D.  Task Group Meetings During TG Workday — Contact the Secretary of Committee D05 to arrange for a task group meeting slot at the next committee meeting.  This task group meeting is not intended to be the only time when the task group meets but provides an additional time before the subcommittee meeting that task group members can meet and discuss relevant business.

 ____E.  Task Group Meetings — Prior to the next subcommittee meeting (in about six months), plan a meeting of the task group to develop an action agenda and begin work.

____ F.  Draft Preparation — Prepare a draft procedure following the ASTM Form and Style Book (the blue book).  Draft standards templates and Interactive standard development forums are on​line tools that may facilitate standards development.

____ G.  Draft Review — Submit the draft standard to Subcommittee D05.30 for an editorial review and review of quality elements. (see 2.4.2) 

For a Test Method 

____ a    If the draft standard is a test method, develop a protocol for the precision and bias statements to conduct ruggedness and interlaboratory test (round robin test) in accordance with ASTM E 1169 – Standard Guide for Conducting Ruggedness Tests and E 691 - Standard Practice for Conducting an Interlaboratory Test Program to Determine the Precision of a Test Method. (See 2.4.3)

____ b   Submit the protocols for the ruggedness test and interlaboratory study to Subcommittee D05.24, Statistics, for review before sample preparation or distribution proceeds.  D05.24 will return the protocol with any recommended changes.

____ c   Conduct the ruggedness test.  Adjust the protocol for the interlaboratory study as required based on the findings of the ruggedness test.

____ d   Conduct the interlaboratory study (Round Robin Test).

____ e   Prepare a draft of a Research Report using the style as outlined in 2.4.4 below.

____ f   Submit the raw data, the draft Research Report, and the proposed Precision and 


Bias Statements to D05.24 for review.

____ g 
Include the Precision and Bias Statements into the draft proposed standard.

____ H.  Subcommittee Balloting 

____ a    Submit the draft proposed standard to the subcommittee chair for balloting and an explanatory cover letter.

____ b   After receiving the results of the subcommittee balloting, the task group chair should contact each negative balloter to discuss the voter’s negative.  Try to resolve the negative by phone or e-mail before the task group meets.  Should the voter withdraw the negative, you will not have to deal with the negative at the meeting; just report the resolution.  For each withdrawn negative, the negative reporting sheet must be completed.  For those negatives that should be handled at the meeting, handle any negative ballots appropriately: 

Not Persuasive — A motion that the negative is not persuasive should be prepared for those negatives that do not persuade the task group members that a change should be made to the draft proposed standard.  

Editorial — A motion that a negative is editorial should be prepared for those negatives whose changes are not substantive to the content of the proposed standard.  

Not Related — A motion that a negative is not related should be prepared for those negatives whose changes concern a part of the standard that was not balloted. The subcommittee shall treat the unrelated negative as an item of new business. 

____ c   Make separate motions at the subcommittee meeting to resolve each negative ballot.  For successful motions, the subcommittee chair will submit the draft for main committee balloting.  For those unsuccessful motions, the draft must be edited and re-balloted at the subcommittee level.

____ I.  Main Committee Ballot — Successfully balloted at the subcommittee level. 

____ a   Submit the draft proposed standard to the subcommittee chair for balloting at the main committee.  Concurrent main and subcommittee ballots shall include a rationale statement (cover letter) with background of the balloted item and reason for voting concurrently. 

____ b   After receiving the results of the main committee, the task group chair should contact each negative balloter to discuss the voter’s negative.  Try to resolve the negative by phone or e-mail before the task group meets.  Should the voter withdraw the negative, you will not have to deal with the negative at the meeting; just report the resolution.  For those negatives, which should be handled at the meeting, handle any negative ballots appropriately as in step G.  If one negative is considered to be persuasive, the motion to the subcommittee shall be to withdraw the ballot, redraft the standard, and re-ballot. 

____ c   Make separate motions at the subcommittee meeting to resolve each negative ballot.  For successful motions, the subcommittee chair will make a motion the committee to uphold the decision of the subcommittee.  For those unsuccessful motions, the draft must be edited and re-balloted at the committee level. 

____ J.  Society Review in Tandem With Main Committee Ballot 

____ a   Submit the draft proposed standard to the Staff Manager showing any changes to the main balloted item written in. Do not retype the balloted item. 

____ b   After receiving the results of the Society Review, the task group chair should contact any negative balloter to discuss the voter’s negative.  Try to resolve the negative before the task group meets.  Should the voter withdraw the negative, you will not have to deal with the negative at the meeting; just report the resolution.  For each withdrawn negative, the negative reporting sheet must be completed.  For those negatives that should be handled at the meeting, handle any negative ballots appropriately as in step G.  If one negative is considered to be persuasive, the motion to the subcommittee shall be to withdraw the ballot, redraft the standard, and re-ballot. 

____ c   Make separate motions at the subcommittee meeting to resolve each negative ballot.  For successful motions, the subcommittee chair will make a motion to the committee to uphold the decision of the subcommittee.  For those unsuccessful motions, the draft must be edited and re-balloted at the committee level.

____ K.  Congratulations!!!! You’ve completed your assignment. 

 2.4.2  A Checklist for the Inclusion of Quality Elements Within Standards Generated by ASTM Committee D05 
This directive is being promulgated in order to provide for more consistent practices in detailing the quality elements to be documented within standards generated by D05 subcommittees and task groups.  It represents a compilation of recommendations from various committee members and it is the consensus of the D05 Executive Subcommittee that it shall be used as the basic guide for the inclusion of quality elements within standards developed by the D05 subcommittees.  These elements will be added to appropriate sections within the standard or a separate specified section for all quality control requirements.  In addition to this checklist, D05 subcommittees can review ASTM D 4621, D 4182, and E 548 for more information on quality elements. 

____ A.  Inspection, Measuring, and Testing Equipment

____ a)   Capability — D05 standards should specify the minimum capability requirements of equipment, including uncertainty of  measurement (see ASTM E 1267 for definition and examples), necessary to produce results within the repeatability and reproducibility specifications required for the standard.  

Suggested Placement — Apparatus Section or QA/QC Section; Reference — Form and Style for ASTM Standards, Part A — Form of ASTM Test Methods, A11. Apparatus; ASTM E 1267 ASTM Standard Specification Quality Elements.

 ____ b)  Use — D05 standards should include special instructions, including manufacturer’s recommendations, whose implementation will improve the reliability of the results. 

Suggested Placement — Procedure Section, Preparation of Apparatus Section, or QA/QC Section; Reference — Form and Style for ASTM Standards, Part A —Form of ASTM Test Methods, A15. Preparation of Apparatus and A18. Procedure.

 ____c)  Calibration and Standardization — D05 standards should include instructions on how to perform calibration and standardization, including frequency and record keeping.  The standard should also include instructions for dealing with equipment or procedures that produce results that exceed action limits during subsequent tests of calibration.  

Suggested Placement — Calibration and Standardization Section; Reference — Form and Style for ASTM Standards, Part A — Form of ASTM Test Methods, A16. Calibration and Standardization; ASTM E 1267 ASTM Standard Specification Quality Elements.

____d)   Maintenance — D05 standards should include instructions on how equipment should be maintained in order to assure proper performance during each test procedure.  Items to consider, if applicable, include: filter changes, lubrications and scheduled replacement of detectors, cells and components as recommended by manufacturer or when indicated by quality control data.  

Suggested Placement —Apparatus Section, Procedure Section, or QA/QC Section; Reference — Form and Style for ASTM Standards, Part A — Form of ASTM Test Methods, A15. Preparation of Apparatus 

_____e)  Environment — D05 standards should specify the environment required in order to assure correct performance during testing, including the degree of cleanliness.  

Suggested Placement — Conditioning Section, Apparatus Section, Procedure, or QA/QC Section; Reference — Form and Style for ASTM Standards, Part A — Form of ASTM Test Methods, A17. Conditioning 

_____f)  Operator Competence — D05 standards should suggest the development of criteria that define what is needed for an operator to demonstrate the ability to generate acceptable accuracy and precision in the use of the method.  

Suggested Placement — Procedure Section, or QA/QC Section; Reference — ASTM D 4621, Standard Guide for Accountability and Quality Control in the Coal Analysis Laboratory.

____ B.  Standard Reference Materials (SRM) and QC Samples

Use and Handling — D05 standards should give specific instructions on how to use and handle SRM's and quality control samples.  

Suggested Placement — Calibration and Standardization Section, Reagents and Materials Section, Procedure Section, QA/QC Section; Reference — Form and Style for ASTM Standards, Part A — Form of ASTM Test Methods, A16. Calibration and Standardization; ASTM E 1267 ASTM Standard Specification Quality Elements. 

____ C.  Grade of Reagents

Use and Selection — D05 standards should give specifications for reagents needed in order to perform testing within acceptable repeatability and reproducibility limits. Suggested Placement — Reagents and Materials, Calibration and Standardization Section, QA/QC Section; Reference — Form and Style for ASTM Standards, Part A — Form of ASTM Test Methods, A12. Reagents and Materials.

____ D.  Alternate Procedures 

Criteria — D05 standards should give specific instructions on when to use alternate procedures and to note their use on final reports.

Suggested Placement — Procedure Section; Reference — Form and Style for ASTM Standards, Part A — Form of ASTM Test Methods, A18. Procedure. 

____ E.  Interferences

____ a)  Effect — D05 standards should explain the effect, cause, and amount of interference that could alter analytical results.  Consideration should be given to the potential for producing inaccurate results when calibration is performed with materials having matrices different from samples.

____ b)  Correct — D05 standards should explain how to eliminate or correct for known interferences.

Suggested Placement — Interferences Section, QA/QC Section; Reference — Form and Style for ASTM Standards, Part A — Form of ASTM Test Methods, A10. Interferences.

____ F.  Hazards 

____ a)  Safety — D05 standards should define any extraordinary safety warnings specific to the standard. 

Suggested Placement — Hazards Section, QA/QC Section; Reference — Form and Style for ASTM Standards, Part A — Form of ASTM Test Methods.

2.4.3  Protocol for the Generation of Precision Statements Within ASTM Committee D05 

This directive is being promulgated in order to provide for more consistent practices in generating and maintaining precision statement data by D05 subcommittees and task groups.  It represents a compilation of recommendations from various committee members and it is the consensus of the D05 Executive Subcommittee that it should be used as the basic guide for the generation of data to be used in the development of precision statements by D05 subcommittees. 

A.  ASTM Standard E 691

ASTM Standard E 691, Standard Practice for Conducting an Interlaboratory Test Program to Determine the Precision of a Test Method, has been approved by the Executive Subcommittee as the statistical procedure to be used as a basis for the development of guidelines for the generation of precision statements within D05.  All D05 test methods must have precision statements calculated by the E 691 procedure, or alternatively, an ASTM practice approved by D05.24.  New and existing standards containing undocumented or non E 691 statements must be updated as soon as possible by the respective subcommittee using the following protocol:

(1)  A new precision statement may be generated by E 691 methods or protocol using existing historical data provided:

a)  The data was gathered in accordance with criteria specified in E 691.

b)  The data covers a sufficient spectrum of coal ranks as well as an adequate range of the parameter of interest as determined by the subcommittee.

(2)  Generation of new data for precision statements. 

a)  Task groups working on new or alternate procedures which are closely allied with existing standards should design round robin experiments to meet the criteria of E 691 for the new standard and permit duplicate analysis by the existing standard on the same samples.  Precision statements may then be calculated for both existing and proposed new standards using data from a common suite of samples. 

b)  Where a currently active task group for a specific standard is not available, a new group must be established to gather data for the generation of a precision statement by E 691. 

B.  Research Reports

(1)  All subcommittee and task group work relating to precision statements for existing standards must be documented in the form of a research report.  Such reports are to be forwarded to ASTM headquarters for filing and the file number should be annotated in the standard to which the report applies.  Studies carried out subsequent to filing the original report should be filed as an appendix to the original under the same number.  All such studies must be reported and filed at ASTM headquarters, even those that result in no action being taken to change the precision statement or standard. 

(2)  Interlaboratory studies carried out on proposed new procedures that result in a decision not to adopt a method as a D05 standard must be documented by a research report filed with ASTM. 

C.  Requirements for Interlaboratory Studies 

(1)  In order to meet the requirements of E 691, inter-laboratory studies should include at least 30 participating laboratories.  Practical considerations occasionally require that fewer than ten laboratories participate in the study.  It is necessary to realize, however, that an interlaboratory study that involves fewer than six participating laboratories cannot be considered to lead to reliable estimates.  Reference should be made to ASTM E 180 C.1.3 and (STP 335), p. 9 for the possibility of using "collaborating laboratories."  The ASTM ILS Program can also assist with finding participating laboratories.

(2)  ASTM E 691-99 paragraph 10.2.2 states, "An interlaboratory study of a test method should include at least three materials, and for development of broadly applicable precision statements, six or more materials should be included in the study."  Because of the peculiarities of different ranks of coal, it will be necessary for D05 groups to use more than the minimum six materials in order to develop precision statements applicable to all coals.  The task group should consider the range of values of the property being measured, the ranks of coal to which the method will be applied, the difficulty and expense of preparing and distributing samples, the length of time and expense in performing the tests and the commercial or legal need for reliable estimates of precision when choosing the number of materials to be used.

(3)  It is necessary that the task group prepare a well-written test method in ASTM format before initiating an interlaboratory study to determine precision of a new method.  The method should have the benefit of input from all members of the task group. 

(4)  The final working draft of a new test method should be subjected to a ruggedness test prior to the interlaboratory study in order to identify the variables that strongly influence thee test measurements, and to determine how closely these variables need to be controlled.  A ruggedness test is also useful for determining sources of variation in an existing test method that is considered to have poor repeatability.  Refer to ASTM Standard E 1169 – Standard Guide for Ruggedness Tests.  The method should have the benefit of input from all members of the Task Group. 

(5)  Sample preparation and distribution should provide enough material and time so that laboratories can perform test runs of new or unfamiliar methods.  This is a very important step that must not be overlooked because only laboratories that are thoroughly familiar and experienced with the procedure can be considered qualified to participate in the study. 

(6)  The protocol for each study must provide for a minimum of two replicate test results obtained on different days for each material.  All data must be reported in a form that includes one decimal number beyond the normal reporting requirement for the method.  It is important that replicate tests be independent of one another, but not separated by such a long period as to reflect different degrees of within laboratory control. 

(7)  All data will be gathered from participating laboratories and subjected to statistical analysis in accordance with E 691 procedures.  Consideration and disposition of "outlying" results should be dealt with by the task group at this time.  A copy of the complete report including all test results should be sent to subcommittee D5.24 for review and comment. 

(8)  A final research report must be compiled and filed with ASTM headquarters that consists of the complete E 691 data and calculations, names (by consent) of participating individuals and their organizations and the identity of coals by region, seam and rank employed to obtain the necessary data. 

2.4.4  ASTM Research Report Format Guide 

A section on Precision and Bias is a mandatory section of all ASTM Methods of Tests as specified in the Form and Style for ASTM Standards (Blue Book).  Section A27 of the Blue Book specifies that where data has been generated in the development of a test method, this data must be filed at ASTM Headquarters as a research report. 

This Guide is to assist committees in the development of a research report and contains components that are common to most interlaboratory test studies for methods of tests.  

Committees may include other aspects in their research reports that are not included in this Guide.  The committee research report should be submitted to the respective ASTM staff manager at least when the draft is submitted for a main committee ballot. 


A.  Title 

A clear, concise title of the research report that describes the nature of the study should immediately follow the name of the sponsoring committee.  For example: 

Committee D05 on Coal and Coke

RR: D-19: XXXX* 
Interlaboratory Test Study for the Determination of Mercury in Coal


* Number will be assigned at ASTM Headquarters. 

B.  Introduction 

An introduction describing the nature, purpose, and application of the study. 

C.  Test Method 

A copy of the Test Method which was used by the participants in the interlaboratory test program should accompany the research report.  The test method should be written in ASTM format at the time it is distributed to the participants of the interlaboratory test program.  Consult Attachment A for a list of standards dealing with precision, bias, conducting an interlaboratory test program.

D.  List of Participating Laboratories

A list of the laboratories participating in the interlaboratory test program should be part of the research report.  The full name, address, and the name of the person from that laboratory who participated in the program should be listed.  This does not imply that the data generated by each laboratory is known to everyone.  Usually each participating laboratory received a code (Lab A, Lab B, etc.), and each laboratory will know only its own code and, therefore, its own data. 

E.  Interlaboratory Test Program Instructions

The instructions provided to the participants in the interlaboratory test program should be part of the research report.  Instructions for participants in an interlaboratory test program may contain items such as: 

a)  Any special conditions or precautions to be observed. 

b)  The scheduling and timing of testing the materials or specimens. 

c)  Detailed procedures in handling and storing the test materials or specimens. 

d)  Special features with respect to the test method. 

e)  Reporting of the data to certain decimal places. 

f)  Where to submit the data. 

F.  Questionnaires 

If questionnaires are distributed to the participants, a copy of the questionnaire along with a summary of responses should be part of the report.  Items such as apparatus or equipment used in the study, start date for the testing, completion date, conditions of samples when received, etc., are examples of aspects in such a questionnaire. 

G.  Data Report Forms

A compilation of the data report forms returned by the participating laboratories should be part of the research report. 

H.  Statistical Data Summary

A summary of the statistical data as calculated from the data returned by the participating laboratories should be part of the research report.  Statistical data such as average mean, standard deviation, determination of outliers, etc., are examples, just to name a few. 

I.  Research Report Summary

The research report should contain a summary of the results, their significance, and conclusions reached.

2.5.  Moving an Item to Ballot 

2.5.1  When and How to Ballot 

There are basically two different kinds of ballot actions: (1) 5-Year Review and (2) New Standards.  Five-year reviews must occur for every existing standard every five years or sooner. A guide for reviewing existing standards is given below as Appendix 1. When you are choosing an action to use for the 5-year review of a standard, it is necessary to determine if the action should be a revision (technical) or a re-approval (editorial).  To enable you to select accurately, revision, re-approval and re-approval with editorial change are defined below with examples that constitute their differences. 

2.5.1.1  Revision 

Definition: Technical information in a standard that is altered, added, or deleted.  Examples that may constitute a revision:

a)  Adding, deleting, or changing a section, such as the Scope, Significance and Use, Terminology, Procedure, Annex, or Appendix.

b)  Changing requirements, equations, or values.

c)  Adding a precision or bias statement that includes a value or expresses an opinion. Including a reference to another ASTM standard that state “in accordance with.”

2.5.1.2  Re-approval with Editorial Changes 

Definition: Reaffirms that a standard is technically up-to-date and that editorial changes are included in the ballot.  Examples that may constitute a re-approval with editorial change: 


a)  Changing the title of a standard or rearranging or renumbering sections.

b)  Adding a precision or bias statement that states “...under investigation or development” or “...has not been established.” 

2.5.1.3  Re-approval 

Definition: Reaffirms that the standard is technically up-to-date and no changes are balloted.

2.5.1.4  New Standard -This item results from the collective work of a task group who drafts a new standard.

2.5.2  Preparing Ballot Items 

The key to submitting revisions to ballot is clarity.  The version the voter approves at main committee ballot is the same copy that the editor uses to process the revision.  It is highly recommended to include a cover letter explaining the purpose of the ballot.  In particular, if the ballot is a concurrent Main and Subcommittee ballot, then a rationale statement (cover letter) is required. 

Almost all current ballots are sent out electronically using a pdf format.  Most items are prepared as Word documents, which are converted to a pdf format before offering as a ballot.  Revisions to any balloted item are then retained using the “Track Changes” option and submitted for further balloting.  It is recommended that all items being submitted for ballot be in a Word format.  

It is recommended that only the sections or parts of a standard that are being revised be submitted for balloting.  Voters can comment on, or vote negative on, anything submitted on the ballot.
In the past there have been four basic formats that have been used for preparing revisions.  These formats are explained below.  The use of any of the four is acceptable.  Consider the intent of the committee and the extent of revision.  Then, choose the format that will best present the desired change to the voter.

Type 1 is used when 25 percent or less of the standard is being revised.  The advantages to using this type are that the format makes it (1) easy for the voter to see where changes are made, so that errors and misinterpretations can be reduced and (2) enables the voter to see the significance of the changes. 

Type 2 format is the easiest to prepare - but it makes it more difficult for the voter, and sometimes the editor, to see where the change belongs and its significance.  This type can be a good format to use when the same change is being made on a number of standards, and it is an appropriate form for balloting definitions.  For a controversial item, if the changes are balloted as separate items, the controversial item need not delay the standard being published, because the balloting approvals of items are not dependent on each other. 

List those sections being revised with instructions stating the additions, substitutions, or deletions to be made.  Be sure to check and see if any other parts of the standard, such as tables, need to be changed to be consistent with the proposed revisions. Include on the submittal the working document statement, the draft number, date, and the subcommittee responsible for the standard.  When using Type 2, the full title of the standard shall head the page.  Always use the latest issue of the standard.  This will keep the sections and tables consistent with the editor’s copy and avoid confusion. 

Type 3 is used when 25 percent or less of the standard is being revised.  This format shows the current text along with the revision - and the voter can easily see how the standard is being changed.  Use of this format reduces the possibility of introducing errors or ambiguities.  Use a two column comparison of the current text on the left-hand side with proposed revision on the right-hand side of the page.  Label each column.  Always use the latest issue of the standard.  Include on the submittal the working document statement, the draft number, date, and the subcommittee responsible for the standard.

Type 4 is a new manuscript primarily for new standards or revisions to existing standards in which 25 percent or more of the text is changed.  Type the document double-spaced on 8½ by 11-inch paper.  A vertical line in the margin may be used to show where the changes were made.  Any original figures that are to be added should be sent to headquarters with the document.  For both rewritten and new manuscripts, the Committee should follow the guidelines of the Blue Book.  Be sure the document contains all the mandatory sections for its type.  Include on the submittal the working document statement, the draft number, date, and the subcommittee responsible for the standard. 

Do not retype a revision with only minor changes. This is costly and time consuming.  Inadvertent changes may be made in the typing.  If a document with less than 25 percent change is retyped and submitted, the whole document is open to criticism. 

2.5.3  Balloting Options for Voters

During the balloting process, members can vote as follows on the item being balloted. 

Abstention 

Appropriate when you are not sufficiently familiar with a topic area to have an informed technical opinion. 

Affirmative 

Appropriate when you agree with the proposed ballot item in its present state. 

Affirmative with Comments 

Appropriate when you have suggestions for editorial clarification (or other non-critical observations).  Please provide your itemized comments on the comment sheet provided.  All comments will be considered; however, the ballot item will not necessarily be delayed or altered to your satisfaction. 

Negative

Appropriate when you disagree with the technical content or otherwise have a serious problem with a ballot item.  Itemize each deficiency regarding the ballot item on the negative sheet provided.  Specifically explain each deficiency and how it should be corrected to your satisfaction.  Additional comments should be made on the comment sheet provided.

2.6  How to Handle Negative Ballots

The path of ballot approval is shown in Figure 1.  The left side of this diagram details the path taken by a ballot without receiving any negatives that should be the goal of every ballot.  However, on occasion negatives are cast.  The primary responsibility for handling a negative vote cast at any of the following levels falls upon the subcommittee chair: (A) Subcommittee ballot returns; (B) Main committee ballot notification; (C) Society review notification.  

Basic Steps in Handling Negatives 

Communication (immediately when vote cast):

Negative Voter can call the subcommittee chair or task group chair to inform them of why they intend to cast a negative vote.  The subcommittee chair should call a negative voter when the negative ballot is received and prior to the next meeting. 

a)  Consideration - by subcommittee at a meeting or by subcommittee letter ballot.  A subcommittee needs to consider the negative and then make a determination as to how to resolve the negative ballot. 

b)  Documentation - reason for specific action taken on negative vote. 

Possible Resolutions on Negative Votes

a)  Persuasive

b)  Withdrawn

c)  Withdrawn with editorial change

d)  Not related (Requires a vote of voting Subcommittee members in attendance or by confirming letter ballot).

e)  Not-persuasive Requirement as in d).

f)  Previously considered.

In all cases, documentation is required in minutes, on appropriate forms, and by letter to the negative voter(s).  Negatives that are ruled not related or not persuasive at any time during the balloting process (subcommittee, main committee, Society review) are submitted to COS for final review after the Society level action. 

Negative Vote Case Scenarios 

Scenario A
You received a negative vote and upon contacting the voter for clarification, the negative vote is withdrawn. 

Complete the Negative Vote Reporting form by checking off the appropriate box and send it to headquarters.   This action should also be reported at the subcommittee meeting and documented in the subcommittee meeting minutes. 

Scenario B 
After contacting the negative voter, the negative vote is withdrawn pending specified editorial changes. 

Complete the Negative Vote Reporting form and send it to headquarters along with the editorially revised document.   This action should also be reported at the subcommittee meeting and documented in the subcommittee meeting minutes.

Scenario C 
A motion to rule the negative vote not persuasive has failed.  It is persuasive.

The item is then removed from ballot by completing the last line of the Negative Vote Reporting form and returned to or assigned to a task group to revise the document, incorporating the considerations of the negative voter prior to its re-balloting. 

Scenario D  
The negative is considered at a meeting of the subcommittee and ruled not persuasive.

The reason for the not persuasive action and the vote count are documented in the subcommittee minutes and on the Negative Vote Reporting.  The action is then brought forward for main committee approval of the subcommittee action.  The main committee approval is documented in the main committee minutes and on the Negative Vote Reporting form, again including the vote counts in each instance.  A letter notifying the negative voter of these actions is also required. 

Scenario E 
The negative is considered at a regular meeting of the subcommittee and ruled not related.

The reason for the not related action and the subcommittee vote count are documented in the committee minutes and on the Negative Vote Reporting form.   Further consideration of the negative must then be taken either by placing it on a future agenda of the subcommittee for consideration or some outlined plan of action.  This “planned Action” or “Future Consideration” is to be reported to the main committee as well as on the Negative Vote Reporting form.  A letter notifying the negative voter of this action is also required.

Scenario F
You are tallying the results of a subcommittee ballot.  You have received a negative vote with no written explanation.  How is this handled? 

A negative vote with no accompanying explanation is not valid; it will be counted as an abstention in your tally and requires no further consideration.  (ASTM regulations, Section 11.3.2.2) 

Scenario G
You receive a negative from a member of the subcommittee who is not an official voter.  Is this negative considered?  How would you proceed? 

Full consideration must be given to any negative submitted by any member of your subcommittee, regardless of voting status.  Since any member of ASTM may vote on Society review, ignoring the negative vote will cause later delay.  A negative cast by a non-voter is not considered in the tally toward a 60 percent return. (ASTM Regulations, Section 11.3.2.1)

Scenario H
You are balloting a revision to the Significance and Use section of a standard.  You receive a negative concerning the technical procedure used in the test method.  The voter’s suggestion is an improvement over the existing procedure.  Should you consider the negative?  How would you proceed? 

Since only the Significance and Use section was balloted, you may consider a motion to find the negative not related.  This motion must pass by an affirmation vote of the subcommittee and upheld by the main committee.  The revision may then move on to the Committee on Standards. (ASTM Regulations, Section 11.5.3.2)

Scenario I
You have an item on a main committee ballot.  The ballot is closed, and no negatives were received prior to the deadline date.  One week before the meeting, the staff manager informs you of a negative, received after this date, which recommends a substantial technical change.  How do you proceed? 

Although late negatives are frustrating, they should receive full consideration to avoid later negatives.  One way to proceed is to contact the negative voter to request withdrawal of his negative, pending the placement of the item on the agenda at the next meeting.

Scenario J
After several rounds of subcommittee balloting, your new standard practice is on the main committee ballot.  You receive a negative stating that the field is already over-regulated and that this standard is not needed.  The negative voter will not withdraw and says he will vote negative on the Society review if overruled.  How should you handle this negative? 

If the subcommittee feels that the standard is needed, then a motion should be made to find the voter not persuasive.  Take care to record a clear reason for the not persuasive motion and document action and vote counts at the sub and main committee.  If the voter submit a negative vote on the Society review, then you have the documentation to rule his negative previously considered, and no further deliberation is needed. 

Scenario K
You have received a multi-part negative from a member who lives in the Antarctic.  You are unable to contact the voter before the meeting.  You do not understand all the points of the negative; however, some appear to be persuasive to you.  Other points appear to be not persuasive.  How should you handle this negative?  How do you document the varying resolutions on one Negative Vote Reporting form? 

Since you cannot contact the voter, these issues will need to be discussed fully at the next meeting.  To facilitate discussion, a copy of the negative may be mailed to all members before the meeting.  Each point of the negative should be considered separately.  You will need to give, on the Negative Vote Reporting form, a breakdown of each point and how it was considered.  You may need to write to the voter for clarification on some points.

Scenario L 
A negative voter submits a negative on the basis that the poorly photocopied document cannot be read.  How should you proceed? 

Send a clean copy of the document to the voter.  Ask the voter to withdraw the negative if they have no additional negative comments.

Scenario M
Your subcommittee is balloting a test method for plutonium.  A negative voter believes that the generic safety caveat should be omitted since it may imply that plutonium is unsafe. How is this negative handled? 

The generic safety caveat is required in all test methods and practices that outline a procedure.  If your committee agrees that the caveat should be excluded, the exclusion must be balloted successfully at the sub and main committee levels and an appeal made to COS. 

Scenario N
You have a controversial negative vote to consider.  Attendance at your subcommittee meeting is unusually low.  You are concerned that any decisions made may not represent the consensus of the subcommittee.  How should you proceed? 

The subcommittee chair always has the option of issuing a letter ballot for any not persuasive or not related motions.  Additionally, the negative voter may request that a confirming letter ballot be issued if he or she feels that the members considering the negative at the meeting are not representative of the full membership.

Scenario O
You have an item on a concurrent main committee/subcommittee ballot.  You have received a negative that the subcommittee finds to be not persuasive.  How do you proceed? 

A motion must be made to find the negative not persuasive.  The Negative Vote Reporting form is completed accordingly.  The item then returns to the main committee ballot once again with the rationale for the not persuasive determination attached. 

3.0   Other Available Guides 

Other guides are available on the Web at http://www.astm.org.  These include:  

For Standards Development/Balloting 

Form and Style for ASTM Standards or "Blue Book" (PDF) 
Draft Standard Templates (MS Word) 
Interactive Standards Development Forums Request Form 
Request for the Development of a New Standard Ballot Item Submittal Form (RTF) 
Guide for the Format of a Research Report 
Creating and Submitting Figures for Ballot 

Committee Member and Officer Guidance 

Regulations Governing ASTM Technical Committees or "Green Book" 
ASTM Technical Committee Officer Handbook or "Red Book" (RTF) 
Strategic Planning Manual
For Voting

Proxy Form (MS Word) 

How-To Articles: 

Practical Advice for Technical Committee Members and Officers on Managing the Standards Development Process 

APPENDIX 1 – GUIDE TO REVIEWING EXISTING STANDARDS

The standard review process can result in a ballot to re-approve, revise or withdraw.

The most current version of the ASTM Form and Style Manual that can be obtained from the ASTM web-site is essential to the review process. Another useful reference on the ASTM web-site is Guidance for Initiating, Writing and Revising Standards.

A standard that meets all the criteria of the ASTM Form and Style Manual and, where required, includes a precision statement supported by a valid research report can be balloted for re-approval.

Under no circumstances should a ballot for re-approval be employed to avoid deficiencies with respect to the Form and Style Manual or, where required, a validated precision statement.

In light of the above, the following steps can assist the reviewer in the process of developing recommendations for ballot action.  

Step 1

Make sure all referenced document information is up to date.

It should only list standards cited in the mandatory language of the standard.

It should not list standards that have been withdrawn. If it does, check the rest of the standard for citations to withdrawn standards that need to be removed.

Step 2

Check the Significance and Use Statement. 

It should not state what the standard does but rather how the information from the standard can be used by producers, users and consumers.

Step 3

Check the reagents to insure that there are no reagents listed that are no longer available or banned.

Step 4

Carefully check all Notes to ensure they refer back to mandatory language listed in the section of the standard where they are located. A  Note itself cannot contain mandatory language. One test to apply to a Note is if the language informs the user as to why language appears in a section then it is probably acceptable, but if it provides additional language on how to comply with the language of a section it is not acceptable and must be moved into the main body of the standard.  

Step 5

If a precision statement is required, check that the precision statement has both repeatability and reproducibility components. If it does not, notify the subcommittee chair that action on lack of a precision statement should be put on the next subcommittee agenda.

If there is a precision statement, verify that a research report citation is present in the standard.

The research report citation appears in the Precision and Bias Section of the Standard in the format RR: D05-NNNN.

If no research report number exists then an effort should be made to locate the interlaboratory study (ILS) data from which the precision statement was derived. If ILS data can be found, refer the data to subcommittee to verify it meets the minimum requirements for generation of a precision statement. If it does subcommittee 24 will register the data as a work item for review by the ASTM ILS Management Program.   

If ILS data cannot be found, recommend an ILS be established to validate the precision. If it is unlikely sufficient support for an ILS can be found, recommend a ballot to withdraw.

If a research report exists, verify key information from the report is embedded in the standard. This includes the range of parameters covered, which should appear in the Precision and Bias Section and also in the Scope.

Where missing, an ANNEX should be added to each standard listing the repeatability parameters used to calculate the precision in the standard. 

Step 6:

Verify the standard against all other mandated elements for the type of standard specified by the Form and Style Manual. If any are missing that are mandatory they must be added.

General Considerations:

Pay attention to sentence structure and grammar. 

Check that the document appears in the Volume 05.06 Index appropriately.  If not, inform the Subcommittee Chairman.

To obtain an electronic copy of an existing standard for editing, open a work item through the ASTM web site.  After the work item is approved by the subcommittee chair ASTM will provide you with an electronic copy of the standard. 
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Figure 1.  Generalized Flow Diagram for Balloting and Consideration of Negative Votes
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