The ‘Unofficial’ Committee G-2 Standards Development Checklist

	Done

[date]
	Task
	Who does this

	[      ]
	1)  Investigate the need for a standard and approach the relevant G-2 subcommittee chair
	Interested party(ies)

	[      ]
	2)  Subcommittee (SC) decides whether to pursue and may set up a Task Group
	Subcommittee Chair

	[      ]
	3)  New Work Item is entered into the ASTM database
	Subcommittee Chair

	[      ]
	4)  Meetings or other communications among interested parties develops the basis for the standard.  This may involve inter-laboratory testing, informal discussions, or ad hoc meetings held at locations other than a semi-annual G-2 committee venue.
	Subcommittee Chair or 

Task Group Chair

	[      ]
	5)  Agreement among the participants on the basic method – may be balloted informally as a ‘strawman’ in the TG or SC without the need to draft a formal document.  Work out the bugs first.
	Subcommittee or Task Group Chairman 

	[      ]
	6)  Prepare a draft standard in ASTM Format.  Templates and guidance are available on the internet.
	Technical Contact of the standard does this – usually this is either the TG Chair or the Subcommittee Chair

	
	FORMAL BALLOT PROCESS BEGINS
	

	[      ]
	7)  Submit draft standard to the Editorial Subcommittee (G02.93).  This is to check form, style, clarity and commercial policy issues to avoid negative votes when the formal ballot is held.
	Technical Contact of the draft

	[      ]
	8)  Revise as needed based on Editorial review
	Technical Contact of the draft

	[      ]
	9)  Formal motion put forth at SC to conduct ballot of the new draft at the SC level.  The subcommittee chairman may also authorize a subcommittee ballot
	Any SC member

	[      ]
	10) Conduct SC level ballot
	ASTM

	[      ]
	11)  Resolve negatives and/or withdraw and revise.
	Technical Contact/Sub Chairman

	[      ]
	12)  Conduct SC level ballot (this may be joint with Main G2 Committee (MC) but only if the revisions are relatively straightforward or of minor nature.  MC ballot requires a motion at the MC meeting)
	ASTM

	[      ]
	13)  Conduct MC Ballot.  MC ballot requires a motion to that effect at a MC meeting. Usually made by the SC Chairman during ‘New business’, but can also be done during his/her SC report to the MC.  The item will automatically proceed to MC if the item has successfully passed subcommittee ballot.
	Subcommittee Chair

	[      ]
	14)  Resolve negatives and/or withdraw and revise.  If there are strong, persuasive negatives or significant changes required to resolve issues, the draft may need to go back for rework and balloting at SC again.  Reballoting at MC level requires another motion.
	Technical Contact / Subcommittee Chair

	[      ]
	15)  Conduct MC Ballot. (Society Review concurrently)
	ASTM

	[      ]
	16)  ASTM staff editor submits proofs to the Technical Contact for final quality check before publication
	Technical Contact

	[      ]
	17)  Publication of the new standard
	ASTM
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