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PREFACE

The ASTM International Technical Committee Officerrdaook was
prepared to help committee officers better understanddbges and
responsibilities and how to apply the resources avaitatdecomplish
this objective. This handbook is not intended as anustive reference
on all aspects of ASTM policies and procedures; it sunzesand
highlights the basic information committee officerswld know and
makes reference to other applicable documents. The hakighould be
complemented by theegulations Governing ASTM Technical
Committeeg¢Regulations)Form & Style for ASTM Standardhe ASTM
Manual for Development and Implementation of Strategic Rlams other
materials.

This handbook is divided into sections addressing segmétiis o
organizational structure of ASTM and the duties of irdinail officers:
Committee, Subcommittee, and Task Group Chairmen; Coeanitt
Secretary and Membership Secretary (Subcommittee seesedee
directed to the section on Subcommittee Chairman;gaskp secretaries
are directed to the Task Group Chairman section). Eéichrés section
covers the topics that are most directly related todfime. As the duties
of the various officers overlap somewhat, some iatleferencing was
needed to minimize redundancy. For example, guidelimesriong
minutes are included in the Committee Secretary secfitwe. discussion
of subcommittee minutes instructs subcommittee chaitmegfer to the
Committee Secretary section for details. The mamudsd ith sections
discussing the standards development process, the balwtness, and
the handling of negative votes.

All ASTM officers should be familiar with the sectiditled Introduction
to ASTM. This section should be read before the sesf@rtaining to
the individual officers. We recommend that you perdistha sections to
understand how other officers’ duties relate to your olme sub-section
on Headquarters Assistance briefly outlines the orgaoizaf and the
service and materials provided by Headquarters.

This edition of the handbook has been modified toceflew information
pertaining to the Regulations, web-based participation,tetaf-
provided services, new product offerings, accelerated sts)dand
information about conducting efficient meetings.

The ASTM staff developed this handbook for your convergeand is
interested in your reactions to it. This Handbookehadved as a
supplement to the Officers Training Workshop. For detaisiaithe next



Officers Training Workshop contact your staff managdeast provide
any comments on this Handbook to:

Joe Hugo

Manager, TCO Division
jhugo@astm.org

or

Joe Koury

Manager, TCO Division
jkoury@astm.org




INTRODUCTION TO ASTM

HISTORY

In the late 18 century, failures in railroad equipment jeopardized public
safety and posed the threat of bringing commerce tandtith
Recognizing the need for a standardized method of tesergfebl used to
manufacture railroad components, a group of 20 engineers afedsors
met on June 16, 1898 and formed the American Section of the
International Association for Testing Materials, fbeerunner of ASTM
International.

ORGANIZATION

Organized a century ago, ASTM is one of the world’s largestdards
developing organizations. An independent, not-for-profit oizgdion,
ASTM serves as a forum for producers, users, consuaraighose
having a general interest (representatives of governmdracatemia) to
meet on common ground and develop voluntary, conseresudasts.

From the work of over 140 standards-writing technical coteest,

ASTM publishes standard test methods, specifications, peactjuides,
classifications, and terminologies. ASTM'’s standatelgelopment
activities encompass metals, paints, plastics, texjietroleum,
construction, energy, the environment, consumer produetsical

services and devices, electronics, and many other avéils.more than
32,000 volunteer members representing 125 countries, ASTM publishe
more than 11,500 standards each year in the 77 volumes Ahttual

Book of ASTM Standards, CD-ROM, and on-line products. These
standards and related information are distributed and usddiwice:.

The basic organization of ASTM is illustrated in Figure 1.

BOARD OF DIRECTORS

The governing body of ASTM is the Board of Directorspad members
are elected by vote of the entire membership via ballbe 22-member
Board meets twice a year at ASTM Headquarters and iougar
international locations.

STANDING COMMITTEES
The Board has empowered special standing committeesftorper
important functions for the Society as a whole.

The Committee on Technical Committee Operations (COTd&®elops
and maintains the Regulations Governing ASTM Technical Ciess
and acts upon recommended changes t&®#dgulations COTCO is
responsible for the interpretation and enforcementedd regulations,



excluding actions on standards. The Committee actsodvee
jurisdictional disputes with respect to scopes of ASTdhibécal
committees. COTCO develops and recommends means fevaghthe
most efficient operation of the technical committagselated to their
scope, structure, development, and planning.

The Committee on Standards (COS) develops, maintaidsnterprets
theForm & Style for ASTM Standardsd reviews all requests from
technical committees for exceptions to this documentS GQesponsible
for the review and approval of all technical committemnemendations
for actions on standards. COS verifies that the proeédeguirements of
the Society’s regulations and its criteria for due psschave been
satisfied. The Committee acts to resolve jurisdielalisputes with
respect to standards.

The Committee on Publications (COP) advises the Boabdre€tors on
the formulation of publications policy. COP is resporsibr the
publications program of the Society with the exceptibacceptance
criteria for the publication of ASTM standards. The Qattee may, with
the concurrence of the Board of Directors, initiataticme, expand, or
terminate periodicals, journals, series, or other namtg publications
with the exception of thAnnual Book of ASTM Standards

All standing committees report to the Board of Directors

TECHNICAL COMMITTEES

Within the formal structure of the Society, the tecah@ommittees exist
as semiautonomous groups. The Board is responsible for apptbei
committees’ titles and scopes. Under the purview oéfiproved scope,
the committees are organized into subcommittees andjtasks. Each
committee develops its own bylaws, which are subject to appby
COTCO. Committees elect their main committee efficin accordance
with the nomination and election procedures outlinetieRiegulations
Committees conduct subcommittee and main committee§yaeview
ballots on standards actions and are subject to a proceelieal by the
Committee on Standards before final approval and publichtiokSTM.

Technical subcommittees address specific subjects witindimmittee
scope. Subcommittees may create sections and task grogs.
executive subcommittee provides leadership and directithetmain
committee. The composition of each executive conemiit defined
within the respective committee bylaws. Administratsubcommittees
provide assistance to the technical subcommittees andenastablished
in areas such as editorial review of standards, tefaggpgovernment
interface, international activities, strategic plannsymposia, awards,
and liaison with other technical committees and outsidanizations.



Membership in technical committees is open to all intecestdividuals
and organizations. Within the technical committees, meshijers
classified by voting interest (company or organizatior) st be
balanced as defined within the ASTRé&gulations ASTM committees
usually meet twice a year, either independently orcainamittee week, in
cities throughout the United States and abroad. Subdbeenaind
committee members are obliged to respond to ballots adatds actions.
Each technical committee is assigned a staff managerswheponsible
for the management functions and coordination of adtnatige services.



ASTM CHARTER & BYLAWS
Principles of Full Voluntary Consensug
and Due Process

BOARD OF DIRECTORS

PRESIDENT

BOARD COMMITTEES
Executive & Financial and Audit

STANDING COMMITTEES

COS - Committee on Standards
COTCO - Committee on Technical
Committee Operations
COP — Committee on Publications

TECHNICAL COMMITTEES

FIGURE 1. ASTM Organizational Structure
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HEADQUARTERS ASSISTANCE
ASTM staff exists to serve the needs of the Societyia ready to help
ASTM committee officers and members at any time.

Staff at Headquarters

Your staff manager is the best contact for initial ings and assistance,
but as you become better acquainted with ASTM operatymosshould
consult the ASTM website for the contact informatidrihe staff
responsible for the areas listed below.

The following list indicates the appropriate staff mentbecontact for
specific assistance. The list is organized by division.

TECHNICAL COMMITTEE OPERATIONS

Staff Manager: strategic matters concerning the technical committee,
headquarters resources, Society policy, new activaigsother
administrative issues

Administrative Assistant: status of mailings, standards, and ballots,
requests for meeting schedules, Excel rosters, and uvinegting support

Technical and Professional Training Managerprograms designed to
provide courses of continuing education in performanceange
application of ASTM standards and related information

Proficiency Testing Programs Manager:programs designed to provide
participating laboratories with a statistical qualitgwasince tool enabling
laboratories to compare their performance in the ug€&sdM methods
against other laboratories worldwide

Symposia Manager:planning and development of symposia and
workshops

Interlaboratory Studies Manager: registration and administration of
interlaboratory studies being conducted by technical commsittand
assist with composition of research report and pretsm bias
statements

PUBLICATIONS, MARKETING, AND INFORMATION
TECHNOLOGY DIVISION

Standards Editor: information on the volume of the Annual Book of
ASTM Standards in which your committee’s standards aragheal,
regarding editorial changes, publication status,Fomh & Style
guestions



Managing Editor, Books and Journals:develops publication ideas for
book publication and oversees the development and admativietr
functions for the journals and STPs

Director of Corporate Communications: production and distribution of
news releases, symposia calls for papers, programs stiadebooth
materials, and general publicity and promotion for theicdp

Editor-in-Chief — Standardization News. submission of magazine
articles, news items, and “Letters to the Editor”

Customer Service:copies of research reports, archives, and general
guestions on standards



ASTM PRODUCTS AND SERVICES

NEW ACTIVITIES

The growth of new and existing ASTM activities is essdiidr the
organization to remain healthy and relevant. Manageofamw activities
can be time consuming because attention to detail antamp
communication with industry leaders is critical. Itngortant that the
committee devote significant effort to identify opportigs and
effectively manage the development of new activitteensure that
ASTM meets the evolving needs of industry.

Organizing a New Activity

The overall goal in organizing new activities is to ensha¢ the activity
meets the needs of the particular industry. It is itgpd to note that the
need may not only involve standards development. Relatelighs and
services such as manuals, training courses, and non-tmatisiandards-
related products (smart standards, search engines,etaldl siso be
considered. Effectively matching the capabilities and eiggeof ASTM
to the identified need(s) is important; thorough exploratiball potential
areas of ASTM relevance is critical.

Whether a request comes from within an existing ASTMrni@al
committee or an outside source, the same procesddbedibllowed in
organizing the activity. This process includes a minimufivefphases,
depending upon the breadth of the scope and the complexiig of
activity, and should be applied equally to new main coreemsit
subcommittees, and task groups.

Not all requests for new activities ultimately reaahtion. As the
committee proceeds through the organizational processntagy
determine that the interest (from industry) is insigfit, another SDO
may already have a standard that satisfies the particaed, or the
industry may not be ready for a consensus standardsapnogkSTM will
only organize an activity when the conditions (inteara external) are
favorable. The committee, in consultation with skeff manager, should
apply the same good judgment to new activity organizatioa macro
scale (new main or subcommittees) as they do to newtpon a micro
scale (new task groups within existing committees).

Assistance in planning and organizing new activities is évaifaom
your staff manager and the Director, Developmental Qipasa



INTERLABORATORY STUDIES PROGRAM (ILS)

Precision and bias statements that accurately reoréfieatability and
reproducibility of tests play a crucial role in the contid success of
ASTM's test methods. Recognizing that generating validisl&ssential
to creating precision and bias statements, ASTM has msig@ificant
commitment to help its technical committees do this g work by
establishing an Interlaboratory Studies Program.

The ILS program aids in the development of useful areait precision
and bias statements in ASTM International test metHbdshieves this
by providing staff support and financial resources to technarahattees
by offering the following value-added administrative serviessisting
with the identification of participating laboratoriesjerseeing the
generation and distribution of samples; collecting datd; generating
precision and bias statements and research reports.

By establishing the ILS program, ASTM is acknowledgingitigortance
of statistically valid data to the technical underpinning8®TM test
methods. The ILS program facilitates the continued dgweént of high-
quality precision and bias statements, ultimately leatbreven greater
accuracy and value in the test methods used so heavilgjoy imdustries
around the world.

Contact the manager of ILS programs for more informatio

SYMPOSIA AND WORKSHOPS

A committee, subcommittee, or task group may electaosmp a
symposium or workshop on a particular area of inter8gmposia and
workshops provide an opportunity for members and non-meners t
present their research findings and exchange informadtian the
discussion identifies critical areas facing today’s emgy technologies
and forms the technical basis for the development ofar@wevised
standards.

Symposia involve speakers presenting technical papers arid reseer-
reviewed publication in the online-onlpurnal of ASTM International
(JAI. In addition, a collection of the peer-reviewed paperssued as a
Special Technical Publication (STP). A minimum of amiénth lead
time is required to ensure: securing hotel space, demgl@iequate
publicity, and executing proper planning of the event; 24-moathtiene
is recommended for planning symposia held overseas.

Workshops offer the same forum as symposia for presamiaittechnical
information, but papers are not required to be submitted$adiM
publication.



The decision to hold a symposium or workshop dependseomettds of
the technical committee. A workshop may be more apptedoa reports
on work in progress, while a symposium might offer theoojymity to
describe completed work or the investigation of newsaf@a
standardization.

Symposia

The sponsoring technical committee or subcommittee reqias/e,
working with the staff manager and the symposia manageujdsh
complete the Symposium Proposal Form and submitlitestaff
manager for review and approval by the executive subcomrbitfeee
planning begins. Proposals should be submitted a minimur@ oionths
before the proposed symposium event. The proposdeéisded to enable
the sponsoring technical committee to enhance the fallpwi) identify
strong industry-need areas, and (2) better evaluate maotesitial for
both the symposium event and the resulting publicati©ontact your
staff manager or the symposia manager for a copy @yhgosium
Proposal form and for guidance on your committee spomgsar
symposium.

After the symposium proposal has been approved by the esecut
subcommittee, the staff manager will confirm the sympogslatas and
location established by the ASTM Meetings Departmetie §ymposia
manager then contacts the symposium chairman to begking closely
on planning the symposium event and its publicity.

After planning has begun, the symposia manager (workingthetistaff
manager, meetings manager, and symposium chairmampg=st costs,
develops a suitable budget, and sets symposium fees.

Workshops

The requirements and time schedule for workshops aatiesctured than
symposia; however, choice of topic, chairman, locatand date are
critical. A minimum of 6 months lead time is required Varkshop
planning and the location and dates must be confirmed by ¢e¢tings
Department. After the staff manager is notified ofweekshop details
listed above, the symposia manager will work with tieekshop
chairman on planning and publicity.

PUBLICATIONS
ASTM publishes hundreds of technical publications in forrnwtaeet

your needs including journals, Special Technical PublicatiohB$}H
compilations, manuals, monographs, data series, ddjueference



radiographs, handbooks and more. Committees should be aithse
various publication options available to them:

The Journal of ASTM International (JAlThe JAI is a multi-disciplinary
forum to serve the international scientific and eaghng community
through the timely publication of the results of orairesearch and
critical review articles in the physical and life swes and engineering
technologies. It is the new source for papers fromMSTEBymposia
program. These papers cover diverse topics relevahetscience and
research that establish the foundation for standardogenent within
ASTM International.

The Geotechnical Testing Journal (GTJhe purpose of th&eotechnical
Testing Journals to provide a high-quality publication that informs the
profession of new developments in soil and rock testimprelated fields;
to provide a forum for the exchange of information, paridulthat which
leads to the development of new test procedures; astihrialate active
participation of the profession in the work of ASTMdmational
Committee D18 on Soil and Rock and related information.

The Journal of Testing and Evaluation (JOTHEhis flagship ASTM
journal is a multi-disciplinary forum for the appliedestes and
engineering. JOTE presents new technical informatiomnetefrom field
and laboratory testing, on the performance, quantitatieeacterization,
and evaluation of materials. Papers present new metimoddata along
with critical evaluations; report users' experiencéwast methods and
results of interlaboratory testing and analysis; amduséite new ideas in
the fields of testing and evaluation.

Manual Series — concise presentation of principless rdieections, and
action in a practical manner that serves as a redelenee for the field or
lab.

Monograph Series — a scholarly and detailed documenteséreatering
a well defined field of interest.

Handbooks and Data Series — wholly or mostly tabuladvedt$that
contain numerical/graphical information or mathematiekationships.

The Committee on Publications (COP) always welcomeggsals from
committees for new publication ideas. For more inforomatin proposal
criteria, contact the Managing Editor of Books and Jdsrna
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TECHNICAL AND PROFESSIONAL TRAINING

Many users of ASTM standards need more information ihawailable
simply from reading the standards. To help meet tresl "&STM
established the Technical and Professional Training (TROGram to
provide courses of continuing education in the performarsss,and
application of ASTM standards. Since 1984 more than 20,000dodls
have attended ASTM classes in over thirty-five subjezasa A listing of
current offerings is shown every monthStandardization Newsndon
the ASTM website, www.astm.org.

Committee officers and other interested members a@uenged to
submit proposals for new course subjects to the DireCemhnical and
Professional Training. Formal committee consensustisaguired, but
the appropriate committee group should be in general agntevitb the
course developers. ldeas for proposals may be discussey a
appropriate ASTM forum, including executive and technical
subcommittees, task groups, or informal groups of individudlsima
committee. These groups may provide guidance and review when
appropriate.

Before submitting a proposal, contact the TPT directaitain a copy of
the Course Development Guidelines. Successful prapoglhbddress
the issues outlined in these guidelines. Proposalddhe submitted at
least eight months prior to the proposed course dateots fdl evaluation
and adequate planning and publicity. Staff will carefullyeevall
proposals for feasibility and probability of successie TPT program
must be self-supporting. In general, experience has stiatsuccessful
courses are based on well established and widely usethsianinvolve
two or fewer paid instructors who are enthusiastic alleitourse and
committed to its success, are at least two days lonthcan normally be
given more than once a year.

ASTM staff provides full administrative support in producingise
materials, developing publicity, obtaining necessaryifas| providing
course supplies such as copies of standards and other pobfica
establishing a budget, student registration, and on-sitena&iration. The
course instructors receive consulting fees for courselajgment and
instruction and are reimbursed for travel-related expenses.

Once a proposal is accepted, the TPT staff, working tivéttcourse
developers and instructors, is responsible for courseajaveint.
Instructors for past courses have been college professmsultants,
engineers, and recent retirees eager to stay active.

For more information, contact the Director, Technaad Professional
Training.

11



PROFICIENCY TESTING
In 1993, ASTM expanded its services through the establishoh@etv
programs on Proficiency Testing (PTP).

ASTM PTPs are designed to provide participating laboegawith a
statistical quality assurance tool enabling laboratooe®mpare their
performance in conducting test methods within their latooies against
other laboratories worldwide. The focus of the progranmithe use of
ASTM methods, the generation of data to assist AST Kirieal
committees in the review and updating of existing standaudishee
potential generation of new methods.

Technical direction for the programs is provided by the apjat&or
technical committees with ASTM providing the administratsupport,
including program marketing, coordination of obtaining testgam
material, issuing of contracts for sample preparadiwsh distribution, and
generating final test summary reports.

Program participants receive different samples foh ¢est cycle,
electronic data forms, and test instructions. Laboiegqrerform the tests
using specified ASTM methods or other methods normally caaduzy
their laboratory. Test results are returned to ASAnd final reports are
generated and returned to the program’s participants and sppgnso
technical committees. Final reports are providedeotebnic format.
The reports contain the following information:

Each participating laboratory’s test results (coded)

Statistical analysis of test data

Charts plotting test results versus laboratory code

Other pertinent information

The summary reports provide participating laboratorieB:wit

» a meaningful and useful quality control tool enabling tab®onitor
strengths and weaknesses of laboratory performance

 a periodic comparison of test results and calculstiststical parameters
with other laboratories worldwide

» a program enabling laboratories to demonstrate peofigiin the
specified analysis to meet proficiency testing requirgmef laboratory
accreditation

The programs have achieved worldwide participation. Haatits in the

programs are required to pay a fee to provide for findpaalf-
supporting programs.

12



Generation of Proficiency Test Programs

The generation of PTPs usually follows four basic steps:

1. Initial concept for a program that is presented toagpioved by the
sponsoring Executive Subcommittee.

2. Program pre-proposal that includes information to itiead by
ASTM in conducting a market study to determine the let/elterest in
the program.

3. Market study conducted by ASTM Headquarters.

4. Program proposal that provides detailed information daggall
aspects of the program.

For more information, contact the Manager, Proficyehesting
Programs.

CONTRACT AND PROJECT MANAGEMENT SERVICES

The ASTM Contract and Project Management Services (&PM
Department provides grant and contract administrationniesproject
management, management support for external standards degatop
and other related activities intended to enhance the gaalityimeliness
of ASTM products and services.

CPMS serves as an intermediary between the standatuig)
community and public and private sector agencies that couduct
appropriate research or supply funding for such resedaltlactivities are
financially supported by the activity stakeholders and msyltréen the
development of educational workshops, publications, relsekata to
support ASTM standards development, or other related products.

ACCELERATING STANDARDS DEVELOPMENT

At times it is necessary for ASTM committees to siewkling to support
an accelerated standard development program. Althougltiaapport
is not usually required for a committee to quickly gereesastandard,
several successful funding arrangements have beendaditaiten
between ASTM and a U.S. government agency, for the parpb
accelerating standards development to meet a specifigrgadt need.

For more information, contact the Director, Contraad Project
Management Services.

Aside from funding, there are sometimes reasons fwla@ting the
development and approval of a new standard, such as ya safation,
regulatory requirement, or promoting international carosa. ASTM has
a rapid balloting system in place for such circumstanddease consider
the following tips that will help expedite the rapidlbtihg process:

13



Is a new standard needed?

Before you begin working on the content of a new stahdasearch
should be done. An attempt needs to be made as to whethstandards
currently exist in this area. Research should noinfiged to just ASTM,
but other SDOs.

Discussion with Stakeholders

It is important to speak with key stakeholders in this.at@at their
opinion on whether the activity is worthwhile or irned@t. The key is to
garner support for the activity through the commitmeriteyf
stakeholders.

Create a Timeline

Creating a timeline places expectations out in the apdreliminates
confusion. Target dates set clear goals and provide adenof where
the task group is in the development process.

Standard Development Tools

ASTM has developed a comprehensive set of tools to asdmgiduals or
task groups in developing new standards. These tools agne@édo ease
the task of developing a standard and accelerate the denaib process.
Standard Templates

Collaboration Areas

Upfront Editing

Virtual Meetings

How-To Articles on the ASTM website

The Form & Style for ASTM Standards

The Regulations Governing ASTM Technical Committees

Please note, to issue a rapid ballot, certain reoneints need to be met.
An agreement of at least two-thirds of all official usten the
subcommittee needs to be reached, either by balldteomaeting.
Approval of the main committee chairman is needededk Wee section
11.7 of theRegulationdor more detailed information.

A detailed rationale shall be included in the ballotezdetter and must
explain the reason why rapid balloting is necessaryadifzhckground
information regarding the proposed ballot action.

For more information, contact your staff manager.

14



ASTM AWARDS PROGRAM

Recognition of outstanding contribution helps motivaimmittee
volunteers. Therefore, giving well-deserved awards islyignportant.
Each committee should have an active awards subcorarttitie works
with their staff manager and the ASTM awards coordinatsuitably
recognize distinguished committee members. Additionalmétion
regarding the ASTM Awards Program may be found on tB&M web
page atvww.astm.org

SOCIETY AWARDS

Award of Merit: The Award of Merit, which carries with it the hoaoy
title of Fellow of ASTM, is the highest award givem &ervice to the
Society. Guidelines for the award are distributed anntalgwards
subcommittee chairmen and are also available from ASTaff and from
the ASTM website. A template for the award nominatgalso available
from the ASTM website. Nominations made by technicahmittees are
reviewed annually by the Award of Merit Committee. Nortioras must
be scrupulously detailed and received by the ASTM awardslicabor by
November 1. Presentations are made by the Chairnthe &oard of
ASTM or a designated representative.

W.T. Cavanaugh Memorial Award: Established in 1987, this award
honors W.T. Cavanaugh. Mr. Cavanaugh firmly estaldigk®&TM as the
world leader in the development and dissemination afntaly consensus
standards during his service as Chief Executive Officer f®R0 until

his death in 1985.

The W.T. Cavanaugh Memorial Award is granted to a pessandely
recognized eminence in the voluntary standards systenmalgaor may
not be a member of ASTM. The title of Honorary Memisebestowed on
recipients of the award. No more than two award recip shall be
named in a calendar year.

Other Society Awards: Other Society awards include the Charles B.
Dudley Medal Award (which was established in 1925 and is in
commemoration of the Society’s first President, i@saB. Dudley), the
Journal of Testing and Evaluation Award, the Robert iht€&aMemorial
Award, the Richard L. Templin Award, the ASTM Interoaial
President’s Leadership Award, and the Walter C. Voss dw&ules and
procedures for all Society awards are available fronawerds
coordinator.

15



COMMITTEE AWARDS

Many technical committees have established additionaldsitarserve
their needs in regard to recognition of significant dbations of its
members. Technical committee awards represent the lamgeber of
awards within ASTM. This is appropriate due to the fadtitidividual
accomplishments within specific industries are mostatfely rewarded
by the technical committees representing those industiMesy of these
awards are also Society recognized.

AWARD SUPPLEMENT PROGRAM

ASTM recognizes the value of the committee awards prnogirad lends
financial support through a yearly supplement program. Therdo
amount of the supplement for each committee is basédeantal number
of committee members.

Many formats are available for the presentation tgreunts, including
walnut plaques, calligraphy certificates, acrylic awaaas, medals. The
committees can work with staff to determine the awarch& that meets
their needs and budgets. More information is availablehtacting the
awards coordinator or the staff manager.

16



MEETINGS

PLANNING MEETINGS

For all ASTM meetings, the Meetings Department ssaffie sole
authorized agent of the Society for researching siteg|umiing site
inspections, and negotiating and entering into contratksheiels. Under
no circumstances shall any committee officer or ma&mngbntact a hotel to
make arrangements for an ASTM meeting.

In order for the Meetings Department staff to effeglinbook a meeting,
meeting sites should be selected about one year in advdinis also
enables committee members to plan their schedules.

When planning committee meetings, it is important torede as
precisely as possible the number, type, and size of mgeetoms needed
and the sleeping rooms required. Estimates of the atteada any
special social functions are also needed. Staff masagkicoordinate
this information between the committee and the MestDgpartment.

Main committee meetings can be held at Committee Weeks
independent meetings outside of ASTM Headquarters, and as maldgpe
meetings at ASTM Headquarters.

Committee Weeks

A Committee Week is a gathering of several ASTM corteeg meeting
at the same site. Committee Week sites are chostme heetings
Department based on several factors:

» Hotel costs

» Availability of adequate meeting and sleeping rooms

» Transportation facilities

» Geographical location

Committee weeks are scheduled in January, April, May,JOctober,
November, and December of each year. Committeesnairaged to
hold at least one of their meetings at a CommitteeRV& he benefits to
the committee are many, including:

* Reduced sleeping room rates

* Meetings, editorial, and member services personne\aiéable

* No meeting room charges to committees

* No charge for audio/visual equipment to the committee

» Photocopying and typing service

* Morning and afternoon refreshment breaks

* Registration clerks

» Computers with internet access

* Wireless internet access
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Committees are asked to determine their meeting strateggheose the
month of their meeting. This ensures that proper sisgu®tected to
meet the committees’ meeting needs. Committee Week date
locations will be announced three or more years poidheé meeting.

Independent Meetings

Independent meetings may be held at ASTM Headquarter®ocatioh
chosen by the Executive Subcommittee. Committedsribat
independently are responsible for their meeting expendase 15 no
charge to meet at ASTM Headquarters. Support for medigldsn
international locations is available from ASTM Headgeiet Contact
your staff manager for details.

Independent Meetings Outside of ASTM HQ

After a city is chosen, a meeting manager will workhwiou to research
the specific location and then engage in all necessartyact negotiations
for the meeting. Usually none of the aforementionedrodtee week
services is provided by the Society for independent meatwigiseld at
Headquarters. Some services may be arranged if the ceemibvides
the funds.

Independent Meetings Held at ASTM HQ

Selecting Headquarters as the site for an independenngiegil provide
the committee with most of the services provided at cieenweeks.
Your staff manager can arrange for photocopying, typing, egidtration
help. There will be no charge for meeting rooms or dudiosal needs.
Sleeping rooms will be arranged at a nearby hotel. ¥tndards editor
will also be available.

CONDUCTING MEETINGS

The key to a successful meeting begins with the chairmaria or her
ability to use time efficiently, allowing for all intested individuals to
participate in the standards development process. Bechtlselargely
biannual nature of the typical ASTM committee meetings crucial that
the chairman use this time effectively.

Meeting Preparation

In order to accomplish this task, the chairman mugirepared for the
meeting. The main committee chairman is respon$iolthe main and
executive committee meetings. Each subchairman is rabfmftg their
respective subcommittee meeting. It is important to tiatethe
responsibility for preparing an effective meeting liggwhe chairman
regardless of whether that chairman will be in attanda
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Information Gathering

The first step in meeting preparation is information gatly. The
minutes of the previous meeting as well as any commitigespondence
should be reviewed. All negatives and comments receindshliots
issued since the last meeting are available in their apate@2losing
Reports. Closing Reports for all ballots are postechemebsite at
“View Closed Ballots/Closing Reports”.

Follow-Up with Task Group Chairman (Subchairman
Responsibilities)

The next step in information gathering is contacting &éis& group
chairmen to review the progress of assignments maderanale that the
task group chairmen have copies of the appropriate negatind
comments. If atask group chairman is unable to attenchdeting, it is
the chairman’s responsibility to ensure that somese\will be available
to make the task group report.

Agenda Preparation

After the information is gathered, the meeting agengaeipared. The
chairman should contact the staff manager to seedf Bae has any items
to be included on the agenda. The use of an agenda elogjicak
coverage of important business items while minimizing sEsges and
nonproductive discussion. The agenda is an indispensaarinational
tool for running a meeting.

The agenda should be prepared and circulated in advaroe meeting,
as well as posted to the “My ASTM” page of the webskhis is very
important because it enables the subcommittee membaitetol the
meeting prepared to make decisions on specific actionaddition, an
agenda may create a specific interest in attendinghdeting.

All agendas should include the background of each subjectdshessed
and the goal statement for that subject. To adequatelyrpripa
subcommittee members, it is important to include substaatidespecific
information. The length of time that will be sperdalissing each subject
should also be indicated. A sample agenda is shoWwigure 2.

Chairmen and subchairmen should utilize the “My Agendatfion on
the ASTM website. This tool will create an agenda byimmubppropriate
subcommittee data currently available on the websitee stibchairman
can delete/add any information to customize the agenda.

At this point in the meeting preparation, the chairmayukhanticipate the
procedures he or she will follow to resolve ballot setmat will be
discussed at the meeting. If the chairman is unsure #impblicies and
procedures that might be involved, the staff managarldhi® consulted.
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Other general information can be included as follows:

* Name of group and numerical designation

» Date, place, starting and ending time of meeting

» Call to order and call for proxy votes

» Approval of the previous meeting’s minutes and comesti

» Membership changes

» Special announcements

» Staff report on Headquarters activities of interest

* Report from liaison members

* Reports from chairmen of subordinate groups

 Ballot reports

» Consideration of negative votes and comments ouaeieSociety,
committee, and subcommittee ballot items

* Old business not resolved or completed at previous mgseti

* New business, such as action on negative votesmotectlated at the
previous meeting

* Announcement of the date and location of the nextimg

» Adjournment (include scheduled time)

» Attachments (any written reports to be considerebdeatneeting)
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Meeting Agenda
E52.06 on Terminology

Sub Chairman: Krapohl, Donald J
Date and Time: September 12, 2010, 10:00 AM - 11:00 AM
Place: Detroit
. Call to order and introduction of attendees
. Approval of Agenda
. Approval of Previous Meeting Minutes
. Membership Updates
. Ballot Results (since last meeting)
a) Main/Concurrent ltems
» E52 (10-01) 1 Items Ballot close date 08-02-10
ITEM 004 WK24794 REVISION of E2035 Technical Contact: Krapohl, Donald J

38 Aff 0 Neg 2 Abs
Negatives

*kk None *kk
Comments
Johnson, G. Jeffrey
Slupski, Charles E
Tovar, Robert M

O wWN B

b) Subcommittee Items
*k% None **k%
6. Outstanding Negatives Needing Resolution (prior to last meeting)
Main/Concurrent Items
**k% None *kk
Subcommittee Items
**k%k None **k%
7. Standards Requiring Review
**k% None **kk
8. New Standard and Reinstatement Work Items (Not Currently on Ballot)
» WK24680 New Standard Paired Testing (Technical Contact: Krapohl, Donald J)

9. Revision and Withdrawal Work Items (Not Currently on Ballot)
**k% None **k%
10. Task Group Reports (Other than Work Items)
11. Liaison Reports
12. Old Business
13. New Business
14. Administrative Deadlines
15. Future Meetings
Event Name: E52 September 2010 Meeting
Dates: Saturday, September 11th 2010 - Sunday, September 12th 2010
Location: Hilton Myrtle Beach Resort; Myrtle Beach, SC US

Event Name: E52 January 2011 Meeting
Dates: Sunday, January 23rd 2011 - Sunday, January 23rd 2011
Location: Golden Nugget Hotel and Casino; Las Vegas, NV US

16. Meeting Adjournment

FIGURE 2. Sample Meeting Agenda
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Directing a Meeting

If, for some reason, the chairman cannot attend tletingg the chairman
must find an appropriate replacement and brief that persoimeoprepared
agenda.

Always start your meetings on time. This ensures tgatilmes noted on
the agenda will be observed and encourages all meetingledieto be
prompt. It is not appropriate to call a meeting to ordexdvance of the
announced time.

If your committee has a secretary, ensure that pessarattendance and
is prepared to take the minutes of the meeting. In thergle of the
secretary, appoint someone to take the minutes. A chawha takes his
or her own minutes may find it difficult to excel inhegt function.

Robert’s Rules of Ordegovern all main committee, executive, and
subcommittee meetings, except when they conflict wetRibgulations
committee bylaws, or Society bylaws. A short synopkaften-used
actions is shown in Figure 3.

Questions on parliamentary procedure should be decided lbhairenan
of the meeting. The chairman should decide how foyntalor she will
run the meeting. Generally, when there are contralassiues to be
discussed, a more formal meeting is appropriate. Task gneapings are
usually more informal. Consult the staff manager wdnggstions arise
concerning policies and procedures. Regulationscommon sense, and
the spirit of fair play should provide guidance in miastances.

The role of the chairman is to remain neutral, to gece attendees who
wish to speak, and to maintain order. The chairman simmtldiscuss the
merits of a motion, and, although the chairman alwagsthe right, he or
she usually does not vote, except to cast the decidingf\sote were
ever to occur.

For more information on conducting a successful meeymg ,can access

“How-To” articles from the “Key Documents and Formisik on the
Technical Committees page of the ASTM website.
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USE OF MOTIONS AT ASTM MEETINGS

A motion is a proposal that the committee take adstartake action on some issue. Itis
in order to make a motion to:

Motion Requires a Secongd Debatable Vote Needed
* Approve agenda yes yes majority
*  Approve minutes yes yes majority
» Place an item on ballot yes yes majority
» Establish a task group yes yes majority
» Executive administrative decision yes yes majority
* Adjourn a meeting yes yes majority
* Not persuasive action yes yes 2/3 affirmative

>

* The person making the motig
must state specific reasons fq
the not persuasive action.

=

* Not related action yes yes 2/3 affirmative

* The person making the motig
must state specific reasons fq
not related action.

S

* The chairman must place the
item on the agenda as new
business.

* Amend a motion yes yes majority

It is not in order to make a motion to vote an item yp&s/e. An item is only persuasive
if a not persuasive motion fails (2/3 affirmative ig nbtained) or no one from the floor
offers the not persuasive motion.

FIGURE 3. Robert’s Rules of Order — Frequently UsedVotions
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Time Management

Since most committees have such a short time in whiacheet,
management of the meeting time is critical. It & tdsponsibility of the
chairman to ensure that repetitive or unrelated discussikept to a
minimum. The agenda is the chairman’s key tool foueng progress.
For example, if the time allotted for a specific itemalmost up, the
chairman can say “Ladies and gentlemen, our timestsajoout up for this
topic, we need to make a decision. Would anyone likeatkera motion?”
or “Ladies and gentlemen, may we now proceed with &xé agenda
item?”

Another key to effective time management is delegaifaauthority.

When a problem arises for which there is no immediaketion, the
chairman should appoint a task group to investigate and riegport
recommendations by email or at the next meeting. dppsoach can save
hours of fruitless discussion by the larger group.

For items not completed or delegated, the chairman cleestly note what
future work is needed and which members or groups are 1Ebffor
completing the tasks. Use of an action item lisslemvn in Figure 4,
may be helpful.

At the close of a meeting, the chairman should sunzaahe meeting by
stating the conclusions reached, the task groups assigmnkedcton
items. Following the meeting, the chairman must enghatthe minutes
are submitted to ASTM Headquarters to be posted to the wabsite
timely fashion.

Attendance

An attendance sheet for both members and visitors sheuldculated at
each meeting. Attendance sheets can be downloadedHeoRoster
Maintenance function on the ASTM website. At meammittee and
subcommittee meetings, members initial a pre-printed forrewisitors
complete an attached sheet. Member attendance atat giseets should
be kept for the minutes. At task group meetings, cireldadign-in sheet
to all present. It is proper to acknowledge the presehle¢eoarrivals,
indicating briefly which agenda item is being discussefyrbeasking
these people to sign the attendance sheet.
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ACTION ITEM LIST
H16.01 on Football Equipment

January 29, 2010

Action Person to Complete Completion Date
Begir;orreﬁ;wr:qif:;g:gpaign J. Namath February 15, 2011
Revision of H234 Helmets J. Paterno March 28, 2011
Initiate Round Robin Study J. Montana April 28, 2011

on Field Goal Kickers Using
Steel Toe Boots

FIGURE 4. Sample Action Item List
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ADMINISTRATIVE POLICY

Administrative Deadline Dates
Be familiar with the scheduling requirements for comeeitbperations
established by the staff manager.

Minutes

Minutes should be posted to the ASTM website so theyeaeviewed
before the main committee ballot and in time for rhers to complete
their obligations before the next meeting. ldeallytsleould be
submitted for posting within 30 days after the meeting. ‘btaff
manager will provide a deadline date.

Main Committee Ballot Items

Items for main committee ballot should be received St M
Headquarters by the deadline date established by the statferaat
least eight weeks before the next meeting. This alladequate time for
processing at headquarters, four weeks between issue datl®sing
date, and adequate time between closing date and the mééienigtter
period allows enough time for the subcommittee chairfaad technical
contacts) to receive all negative votes, distribute ttethe
subcommittee, and contact negative voters.

For more information on submitting ballot items, pleefer to “The
Balloting Process” section on page 65.

Subcommittee Ballots

Subcommittee ballots should be issued as soon as pasitédrleéhe
meeting and closed no less than two weeks before thgngned he
closing date cannot be any earlier than 30 days afterdsgae

Meeting Schedules and Agendas

Schedules should be posted to the website three mongksance of the
meeting to allow attendees to make travel plans. Agestuadd be
received at Headquarters no later than four weeks béfenmeeting for
distribution and posting to the web.

CORRESPONDENCE

As head of a committee, subcommittee, or task group hdiencan must
be prepared to respond to ASTM circular letters, gemagalries, and
other correspondence after appropriate consultationtivetimembership
or other committee officers and the staff manager.
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Circular Letters

ASTM circular letters are sent by staff to the exaeusubcommittees.
Required committee response varies according to themsrof the
specific circular letter. Request for input on proposexhgis to the
Regulationsand theForm & Styleare done by circular letter. The
committee chairman is responsible for coordinating thencitiee’s
response. Some circular letters announce changeSTivMAolicy and
procedures. The committee chairman and staff manageesponsible
for alerting all members of these changes by announceratnteetings
and statements in the minutes. Other circular leitetade yearly
publication schedules for tnnual Book of ASTM Standardsd
information of general interest to the committeeshaagthe Technology
Transfer and Advancement Act of 1995 on the use of valymonsensus
standards by the federal government. Any questions congezantent
or the required response to a specific circular lettey be directed to
your staff manager.

Official Statements

An ASTM committee, subcommittee, or task group maylneemake an
official statement or response to a government ageragulatory body, or
other organization regarding an issue related to theifMAST
standardization activities. TH&egulationover these situations.
Regardless of the origin of the decision to preparh austatement, the
procedure is the same. All such statements shall acbossznsus and be
prepared in writing by the appropriate group, approved by thaeiexec
subcommittee, and submitted to the staff manager. Ticgbfetter of
transmittal will be sent by the Board of Directorgloe President of
ASTM.

Inquiries on Standards

Questions concerning standards, committee activitiesopopals for
actions may be directed to a chairman or technicabcofitom time to
time. Suggestions for revisions to standards should beclan the
subcommittee agenda for consideration at the nextimgesthd processed
for ballot if necessary. The requester for the remishould be notified of
any ballot action as a result of the request or theorefor inaction.
Inquiries on ASTM standards may be handled informally by
subcommittee chairmen. It must be clear that thgorese is a personal
opinion and not a consensual view point. Do not use AStekbsery for
the response.

NOTE: It is important to remember that the ASTM membershig staff
are prohibited from providing official interpretations of M@ standards.
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DISTRIBUTION POLICIES

Distribution of Committee Rosters: ASTM maintains the name,
affiliation, mailing/email addresses, and telephonefi@xbers of the
members of all main committees and subcommittees. A83é&4 this
information for the distribution of committee minutésllots, meeting
information, and other technical committee information

ASTM will provide mailing labels or distribute informatioelated or of
interest to a committee upon approval of the informabipthe
subcommittee or main committee chair and the staff gemna

Posting of Ballot Results:For all main committee ballots and
subcommittee ballots tallied by ASTM, a closing repogererated that
summarizes the results of the ballot. This repottdes a tally of
affirmative, negative, and abstaining votes and a ligt@fmembers who
voted negative or submitted comments. Negative votesanthents are
also available in this report to members for review amickeration.
Closing reports are available on the ASTM website.eOitiformation on
the results of ballots, such as how an individual aasite, is not for
distribution. This practice applies to both technical administrative
ballots.
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MEMBERSHIP PROMOTION &
PUBLICITY

MEMBERSHIP PROMOTION
A focus on proactive membership promotion is vitally impatrta the
continued health and vitality of an ASTM technical coneeit

Membership Promotion can be used to:

» Attract new members who will be committee leadertbe future
* Increase technical expertise in a certain area

* Maintain or create a balance of interest

» Develop a new committee activity

The timing for the implementation of a membership proomois fluid.
When a need is identified and the promotion is properhgdesi anytime
is the right time. The goal of the promotion is t@& as specific an
audience as possible. This is often accomplished throtigir@ugh
review of existing sources such as conference/semirandaits,
professional and trade association technical committe@smittee
member contacts, and customer iSO TE: ASTM staff automatically
sends membership information to meeting visitors and TPTseour
attendees.

For additional ideas regarding membership promotion, coyptactstaff
manager.

PUBLICITY

The success of events, such as new standardizativitiesti
interlaboratory testing programs, symposia, and worksludes) depends
on adequate publicity. Prospective participants can becoskred only
if they are aware of the event. Furthermore, thecgles of ASTM, as
described in the Society bylaws, explicitly call fomigly and adequate
notice of’ and “opportunity for all affected interests totjggate in”
ASTM activities.

ASTM staff can assist in providing publicity. Availablergices include:

» Blast e-mailing of announcements to relevant ASTkhmattees and
subcommittees.

» Standardization Newarticles mailed bimonthly to ASTM members and
subscribers.

eNews is a monthly electronic newsletter providing quitkslto timely
news stories about ASTM and its technical committees.

* |Issuing press releases to trade and technical jowhaiserest; ASTM
Corporate Communications maintains a list of releypeniodicals for
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each ASTM main committee and employs writers to ereatvs releases
as needed.

» Symposium calls for papers are routinely e-mailespterialized lists of
ASTM customers and prospects keyed to subjects of interest.
 Staff approved postings to the ASTM website, whereasted
individuals will encounter upcoming committee meetingsmittee
listings, staff contacts, and other pertinent news armanrdtion
pertaining to ASTM committees and subcommittees.

These services can be utilized by completing a Publi@u@st form,
attaching a draft announcement of the activity, and submittto your
staff manager. When made aware of your needs your siatiger will
coordinate the services of the various ASTM staff membmiolved to
make sure that an adequate publicity plan is developed andpeffect.
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ASTM WEB PAGE: www.astm.orqg

The website is located atww.astm.organd contains many areas to aid in
the standards development process. Areas of intastste searchable
databases for ASTM standards, laboratories, equipmamguttants, and
expert witnesses as well as sections on technical @ateermembership,
training programs, and quality assurance programs.

COMMITTEE HOME PAGES

Each committee has its own page with specific informmadibout the
committee. Organized and maintained by ASTM staff, thages
include information such as the staff contact, the sobfige committee,
listing of the subcommittees under a main committgeisdiction,
schedules for future meetings, and links to related agsmts and
organizations. Sections detailing new activities, rdggniblished
standards, future symposia or workshops, and industry newalstabe
located here.

STANDARDS DEVELOPMENT TOOLS

The web page contains the most current tools for theepsoof writing
standards. These tools include current copies of the AB&dtilations
Form and Style for ASTM Standay@sd theStrategic Planning Manual
These living documents are updated as necessary to coitiplgtanding
committee- and board-approved modifications.
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COMMITTEE CHAIRMAN AND
VICE CHAIRMAN

CHAIRMAN'S DUTIES
Before reading this section, read the Introduction to ASTM section that
contains information relevant to the main committee chairman.

The committee chairman’s specific duties are as faiow

» Chairing meetings of the executive subcommitteeta@anain
committee

* Overseeing the standards development activities afdimenittee,
including five-year review, due process for negative voted aations on
standards

» With executive subcommittee approval, appointing sulbcibtee
chairmen, liaisons, and executive subcommittee task greupl as the
nominating committee and strategic planning

» Ensuring that the executive subcommittee perforinealired duties:
approving membership applications and affiliate memberssifying
members of classified committees, assigning voting stahasany duties
outlined in the committee bylaws

» Handling ASTM circular letters and other correspondenc

» With approval from the executive subcommittee, hagdeneral
administrative duties, such as planning future meetings, managi
committee funds, and approving proposals for symposia

» Providing guidance on regulations and procedures to othegrsfiind
committee members

ROLE OF THE VICE CHAIRMAN

Each committee’s bylaws provide for the number of viceroten and
their duties. Generally, a committee vice chairman

* |Is a member of the executive subcommittee

» Serves as chairman in the chairman’s absence

» Executes those duties as described in the bylawsignad by the
chairman

Vice chairmen are often assigned special duties asttherpermanent or
ad-hoc basis. For example, COTCO has suggested that@amittee
form a strategic planning subcommittee that is chairea dymmittee
vice chairman. Other special duties may include chairirgpsards
committee or the responsibility for updating commitbgkaws. Consult
your committee’s bylaws, policies, or recent minutegifetails.

If the committee chairman resigns, generally the gl@@rman succeeds
to the post. The vice chairman also presides over ctaimmittee and
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executive meetings if the chairman is absent. In ctt@es with more
than one vice chairman, the order of succession isdedl in the bylaws.
A vice chairman should be familiar with ASTM policiesdaprocedures
and the workings of the committee. Therefore, thérctzan should keep
the vice chairman advised of all activities.

CHAIRING EXECUTIVE AND MAIN COMMITTEE MEETINGS

The committee chairman must know the rules and proceduacks which
committees operate. The committee chairman mustrogidr with all
ASTM policies so that he or she can provide guidanceeadgtship to
the other officers as well as the committee membershife committee
chairman is responsible for chairing both the execuilgommittee and
main meetings. See page 18 for guidelines on conductingngeet
Agendas should be distributed to the members beforeebényg.

Reports from subcommittee chairmen should include bugfmaries of
action items and other important points of intereshéomain or executive
meeting. Detailed discussion of issues should be avaidiis time.

Ask the subcommittee chairmen at the beginning of tlegont whether
any committee action items will be included in their mpo

Know the ASTM Regulations

TheRegulationsand the committee bylaws provide the rules for
transacting committee business. The committee chaisnalliged to see
that these rules are followed at all the committegegtings. Be familiar
with them. When necessary, a training session giveheopASTM staff
manager will help educate new subcommittee officersgasidgroup
chairmen on the implementation of tRegulations Always consult your
staff manager regarding questions onRegulations

OVERSEEING STANDARDS DEVELOPMENT

The chairman must oversee the activities of all subdtews, ensuring
that they meet their responsibilities. The commitilegirman may also
participate in subcommittee and task group activities likecaher
member. Specifically, the chairman’s responsibiliies listed below.

Standards Maintenance

Ensure that subcommittees review standards within jtivesdiction in a
timely manner, balloting standards for reapproval, witiwdtaor revision,
within the five years as required by tRegulations

Requests for Standards Actions

Forward requests for new standards actions to the apgepria
subcommittee chairman. Recommend formation of new suinibees
when necessary to meet standards’ needs within the ettpemain
committee.
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Concurrent Ballots

Ballots for minor revisions or new standards and mgeisions that have
undergone at least one subcommittee ballot can be issnedreently.

On concurrent ballots, the main committee ballainmeserves also as the
subcommittee ballot return. A ballot of the subconmeeitind the main
committee may be issued concurrently when approved by time ma
committee chairman and either approved at a subcommige&ng or
requested by the subcommittee chairman. Each concbatwtt item
must include a rationale.

To meet a demand for more rapid issuance of specific sts)darch as
an emergency situation, regulatory requirement, or checial
circumstance, concurrent letter ballots for the ihit@loting of new
standards require an affirmative vote of at least twal$ of the combined
affirmative and negative votes cast by voting membgtiseo
subcommittee either at a meeting or by ballot and approyéide main
committee chairman.

COMMITTEE ADMINISTRATION

Future Meetings

The chairman, working with the Executive Subcommitteepshks the
dates and location for future independent committee ngeetiThe
chairman must ensure that the dates and locations@serca minimum
of one year in advance. It is important that davesymposia and
workshops be included in this preliminary planning. Future ctbeen
week sites and dates will be announced regularly by the hdseti
Department, generally three years in advance. Afeesite and date are
chosen, the staff manager will prepare an estimatteeaieeting
requirements and provide a detailed schedule by the deadlinbsted
by the meeting managers. The Meetings Department maragethe
only representatives of ASTM authorized to contact hatetsnegotiate
contracts for any meetings.

Appointing Subcommittee Chairmen

The committee chairman, with the consent of theetree subcommittee,
appoints the subcommittee chairmen. This is an impodigision
because a subcommittee’s success often relateslyli@the
administrative leadership of its chairman. Therefssbcommittee
chairmen should possess good leadership ability and maalegjells.
They do not have to be the committee’s foremost teahakperts
because the subcommittee members will guarantee th@cat
excellence of any committee documents by adhering to Aidedures.
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Nominations and Elections

The Regulationgequire elections for main committee officers everg
years. Specific details on nominations and electiom$oamd in the
committee bylaws. The chairman appoints a nominabmgnaittee. A
slate is reported at the spring meeting of the odd-numb&ars to the
executive subcommittee for approval before it is announcta anain
committee meetings. The chairman must call for natns at the main
meeting as prescribed in the committee bylaws. Thei@beistcarried out
by ballot from Headquarters and must close by December ik afdd
numbered year. Committee officers serve a term ofdaendar years
beginning in the even numbered years. Officers maysgmto three
consecutive terms in the same office.

Vacancies in Office

If a main committee office other than chairman be®waeant, the
executive subcommittee should appoint a member to fulélrémainder
of the term. The vice chairman designated in the citieenbylaws
assumes the chairman’s duties if the chairman’seofimcomes vacant.
See “Role of the Vice Chairman” page 32.

Strategic Planning

Strategic planning is one of the most important actwit@rried out by
ASTM technical committees. The standards developed by angitat
committee are its key product and are the reason fexigsence.
Strategic planning is a process that helps maximize timendtee’s
productivity in developing relevant and timely standards. huvit
adequate planning, the time committed by members may notlibediti
efficiently. For this reason, ASTM’s Committee orchirical Committee
Operations (COTCO) has prepared a manual to guide comsratsetbiey
develop their individual strategic plans.

The ASTMManual for Development and Implementation of Strategic
Plansis available from your staff manager or on www.astm.org.

Bylaws

The bylaws established by each technical committee, ordaace with
theRegulationsgovern a committee’s operations. When revisiornkdo
bylaws are needed, the chairman should appoint a task grpuggare

the revision. The task group should follow the Model Bylawthe
Regulations The proposed revision should be approved by the executiv
subcommittee and then submitted to main committee ballog¢.
requirements for bylaws ballots are less rigid thandsteds ballots.

Consult your committee’s bylaws for details.
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Liaison

It is important to keep your committees aware of thevities of other
related ASTM committees. Unintentional overlaps aacur between
committees, for example, materials committees anchatiees concerned
with the application of these materials. Such cote®g should exchange
liaison representatives to monitor and report on potectiaflicts. The
chairman, with executive subcommittee approval, appbaisons to their
committees. If a jurisdictional dispute does arisetact the staff
manager. Usually an understanding and working agreemebtcan
reached if the two parties meet together and franklgusis their needs
and concerns.

Committee Funds

Committees may raise funds through voluntary contmgtior through
other means approved by the ASTM Board of Directors adeteta the
Regulations The most common methods are voluntary activitg fee
collected at meetings or fees to attend social eassisciated with
committee meetings or symposia. Fees cannot be chiamgatiendance
at any meeting related to standards development becaus8Tihé
charter requires free access to ASTM meetings. Sadlmit of funds
outside the committee requires expressed prior approvaebgoard of
Directors. Your staff manager can supply guidelinesrfaking such a
proposal to the Board.

All committee funds must be forwarded to ASTM Headquart&isese
monies are deposited into the committee account. Therarg with
executive subcommittee approval, is responsible for appra¥ing
disbursements. The staff manager will handle theahtransactions. All
committee funds are invested and interest paymentsidegl@n a regular
basis. An account statement is forwarded to the comenithairman
annually. Any questions concerning committee accounts, ingjud
methods of fund raising and current balances, may betédit¢o your
staff manager.
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RECORDING SECRETARY

The recording secretary is the focal point for minutes;espondence, and
documentation. It is the responsibility of the seamgto maintain
accurate committee records. The secretary should sumkehat the
chairman, staff manager, and all appropriate individuatsivecopies of
important correspondence.

The secretary’s responsibilities may vary from aehhical committee to
another. Individual main committee officers’ respongibg are often
listed in the bylaws of the committee.

It is helpful to divide the tasks into those necessafgrbehe committee
meeting, those needed during the meeting, and those reqfigetha
meeting.

The secretary’s duties include:

Before the meeting:
» Help the chairman prepare the executive subcommitidzenain
committee agendas

At the meeting:

» Circulate attendance rosters and collect proxies
* ldentify voting members

» Approve minutes of previous meeting

» Take minutes

After the meeting:

» Prepare the minutes of main committee and executh@somittee
meetings

» Collect subcommittee minutes or have them uploadedtigitecthe
ASTM website by the deadline date

MINUTES

The accuracy, format, content, and distribution of n@awtre very
important. Preparing the minutes of the executive subctieerand the
main committee meetings is the responsibility ofdberetary. In some
committees, the secretary is also responsible foeaatly subcommittee
minutes, which are then posted to the “Minutes” link onMiyASTM
page of the ASTM website. Writing the subcommittee mmigehe
responsibility of the subcommittee chairman or gecye If tape
recorders are used or a virtual meeting is being recotdedst be
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announced at the beginning of the meeting, and a unanimous alppirov
all meeting attendees must be received.

Minutes should be written as soon as possible aftetings while the
actions and discussions are fresh in the writer's mifite staff manager
establishes a deadline date for submission of minuteke taadline is
not met, timely distribution of minutes may not occur.

Timely preparation and distribution cannot be overemphasized
Committee members may rely on receipt of the inforomeliefore they
implement promised actions.

Committee minutes are archived at ASTM Headquarterscordance
with the Society’s records retention policy.

Content

The minutes should begin with the committee numbettiladdate of the
meeting, and location. The body of the minutes shoutt st a
statement of what time the meeting was called to order.

The minutes should reflect concise statements aboufispeamns,
including a brief overview of pertinent discussion, digardicating what
decisions were reached and what future actions are reqiitiedites are
not intended to be a transcript of actual discussionskeNure that
minutes contain the membership changes, important adratnistmatter,
recommendations and actions, highlights of subcomnatteeities, status
of standards, actions taken on negative votes and comrhdate plans
for coordination, and the requirements for the next mgetFor a
thorough explanation of documenting negative votes, @lses page 70.
Lengthy lists or documents presented during the meetinddshot
appear in the body of the minutes but should be attached.

Minutes should conclude with the notice of the nexttingelate, time,
and location.
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Minutes of
Committee Z21 on Writing Instruments
30 April 2009, Wichita, KS

1. CALL TO ORDER - The meeting of Committee Z21 was called to order by Chairman
P. Mate at 4:00 p.m. on 30 April 2009.

2. APPROVAL OF THE MINUTES — The minutes of the 20 November 2008 meeting
were approved as posted. The reading of the minutes was waived.

3. REVIEW OF MEMBERSHIP
The membership as of 1 April 2009 is 220. The roster reflects the following:

Voters Non — Voters
Producers 100 15
Users 60 2
General Interest 35 2
Consumers 5 0
Unclassified 0 1

200 20

3a. INACTIVITY
The inactivity report was circulated. (See attachment|) Upon earlier review, the
Executive Subcommittee did not grant any exemptions for inactive members.

4. ITEMS OF INTEREST FROM HEADQUARTERS
A) Chairman P. Mate announced that Circular Letter 807, regarding proposed
changes to the Form and Style for ASTM Standards had been distributed to the
Main Committee Chairman and the Chairman of the Editorial Subcommittee, Z21.91.
The Circular Letter is attachment Il. Please review and provide any comments to
Chairman Mate before 2 August 2009. Comments will be compiled and sent to
Headquarters.
B) Staff Report — Manager T. Bic’s staff report to the Executive Subcommittee is
Attachment IIl.

5. LIAISON REPORTS
NPIA — The National Pen and Ink Association Trade Show will take place in
Washington, DC on 15 — 17 September 2009.
LPA — The Lead Pencil Association will hold its annual meeting 4 — 6 November
2009 in Las Vegas, NV. Contact E. Pentel for details.

6. SUBCOMMITTEE REPORTS
Z21.01 Ball Point Pens — J. Cross reported that the revision of Test Method Z 904
received one negative vote from R. Parker on the Main Committee Ballot. Mr.
Parker’s negative indicated that Section 9 of this test method did not adequately
cover the performance test for durability of the pen.

The subcommittee found Mr. Parker’s negative not persuasive on the basis that the
durability test had been conducted in an interlaboratory study of ten laboratories. It
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was concluded that the durability test contained in Test Method Z 904 is the most
rigorous and effective test available in the industry. Additionally, Mr. Parker did not
suggest an alternative test or language. The vote was recorded as follows: 50
affirmative, 2 negatives, 5 abstentions.

Ms. S. Flair motioned to have the main committee uphold the subcommittee’s action
to find Mr. Parker’s negative not persuasive for the reasons stated by the
Subcommittee. The motion was seconded. By a vote of 95 affirmative, 3 negative,
and 30 abstentions, the main committee upheld the subcommittee’s action.

A revision to Specification Z 9096 has passed subcommittee ballot and will appear
on the next main committee ballot.

Z21.02 Chalk — Inactive

Z21.03 Mechanical Pencils — No action to report.

Z21.04 Felt Tip Pens — Revisions to standards Z 2115 and Z 684 have passed
Subcommittee ballot and will appear on the next main committee ballot.

7. OLD BUSINESS - The Strategic Planning Subcommittee, Z21.93, continues to
evaluate and revise the long range plan. Suggestions should be submitted to
T. Scripto by [date].

8. NEW BUSINESS — The Publicity Subcommittee, Z21.92 is seeking ways to increase
Z21’s exposure in industry. A list of trade journals is attached as Attachment IV.
Please review the list and provide changes to Chairman J. Waterman by [date].
Possible article topics are also being sought.

9. EUTURE MEETINGS
18 — 19 November 2012 Orlando, FL (Committee Week)
14 — 15 May 2012 West Conshohocken, PA (Independent meeting)

10. ADJOURNMENT — The Main Committee meeting of Committee Z 21 was
adjourned at 5:05 p.m.

FIGURE 5. Sample Minutes
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MEMBERSHIP SECRETARY

The membership secretary has the overall responsitaitityandling
membership issues within the committee. These dutiasd@che
following:
* Maintaining a current and complete roster of membengoar
committee by working closely with ASTM Headquarters
* Reviewing the classification of members and recomingraktion to
the executive subcommittee to maintain balance
» Taking action to remove the official vote of in@etimembers as defined
by Regulations and the committee bylaws
* Reporting on membership changes and status to the exeecuti
subcommittee including affiliate members and honorary cataeni
members
» Ensuring that there is not more than one offieteing member
designated for each voting interest; any number of iddals may join
the committee from each voting interest, but only sim&ll be designated
as the official voting member
NOTE: all of the above duties can be accomplished via the
“Roster Maintenance” function on your My ASTM webpage
» Overseeing recruitment efforts

SOCIETY MEMBERSHIP

Before individuals can be added to committee rosteey, thust be
members of the Society. Society members who applgdomittee
membership are invoiced for Society membership. In gersdr&8ociety
members belong to one of the following classes ofeédpohembership:

A Representative(Rep) represents a company’s organizational
membership in the Society. This membership is transferable

A Member Tech (Member Tech) is an individual member of the Society
and participates on committees. This membership igadferable.

A Senior Member (Senior Mbr.) is an individual who has retired from
regular employment, has been a member for ten yeansma and elects
to continue participation at a reduced rate. The sersonber does not
receive a complimentary volume of thenual Book of ASTM Standards

COMMITTEE MEMBERSHIP

Classified Committee

On a classified committee, which is a committee Writes standards for
materials, products, systems, or services offered fer athimembers
must be classified by voting interest in accordance thithcommittee
bylaws. The four classes of members are as follows:
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* Producers— members who represent an organization that produces or
sells materials, products, systems, or services couetbd committee or
subcommittee scope.

* Users— members who represent an organization that purchasessor us
materials, products, systems, or services, other tharholds that are
covered in the committee or subcommittee scope, providedhe

member could not also be classified as a producer.

» Consumers— members who primarily purchase or represent those who
purchase products and services for household use within thaitee or
subcommittee scope.

» General Interests— members who cannot be categorized as a producer,
user, or consumer, for example government agency repatises,
academia, and regulators.

Members are classified in accordance with committeéesabcommittee
scopes. A member classified on any subcommittee asdager shall be
classified on the committee as a producer.

In classified committees and subcommittees, the nuwpfbefficial voting
producers shall not exceed the combined number of offiolaly users,
consumers, and general interests.

Official Vote

All committee members have access and are requiretuto i@l ballots.
However, members with an official vote are obligatecktarn ballots that
are counted in the percent return, percent affirmagad in the tally of
affirmative, negative, and abstaining votes cast. (S&=Regulationg

NOTE — Regardless of the voting status of the member, alegative
votes accompanied by a written explanation must be considered.

Affiliate Members

If a committee needs the expertise of an individual edrmot join the
Society, he or she may be given an affiliate mentiyetsy the executive
subcommittee. Affiliate members appear on the rostenaydvote on
committee and Society matters but do not pay Societyrfeereceive a
free volume of thénnual Book of ASTM Standard$he membership
secretary should submit the names of those approvedfilate
memberships to their staff manager or the Committedcgsr
Department at ASTM.

TheRegulationgequire that affiliate memberships be reviewed annually.
An annual report on affiliate members must be sentdAGTM

Committee Services Department with a copy to the staffager. An
affiliate membership is not transferable. Each one ipei$tandled
individually by the committee recommending affiliate ssat
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Honorary Committee Members

Some committees give members honorary committee niships in
accordance with the procedures described in the commitglaws.

These honorary committee memberships do not affect theads of
Society membership, and the honorary committee member must
maintain Society membership in order to be retained on the

committee roster. Do not confuse honorary committee membership with
honorary Society membership, which requires electioh®&ASTM

Board of Directors.

If an honorary member of a committee is not a Sgcember and the
committee wants to retain the individual on the rgdteror she may be
approved as an affiliate member of the Society or ¢mengittee may pay
the membership fee from committee funds.

ADMINISTRATIVE PROCEDURE

Applications

The most efficient way to join an ASTM technical cortige is online at
www.astm.org Once the application information is received at ASTM
the applicants are added to the roster as pending and tieatp is
forwarded to the committee Membership Secretary for apphroM the
same time, a welcome letter is sent to the applicant ASTM. The
applicant must be reviewed for approval by the executiveasuinittee or
as stated in the committee bylaws. All members asdi¢gma roster are
expected to actively participate by returning ballots. aileare in the
Regulations

The membership secretary works with the executive subciheamo
assign the classification and vote status for the mewber. Members
who do not receive an official vote must be assignedobtiee non-vote
reasons below:

PD PENDING — new applicants that have not yetnbeassified or
had their voting interest assigned

RN  REQUEST NO VOTE - special committee or individual rejue
for non-voting status

IA INACTIVE — assigned as a result of Executive Subcatesnior
Subcommittee Chairman action on members failing trmehree ballots

NV  NON-VOTER - members of committees but not authorired t
have a vote because of voting interest policy: ASTMfSCCRL, CPSC

WL  WAIT LIST- producers on the roster pending voting stdtiesto
committee balance

RI REDUNDANT INTEREST — member of a committee whose
voting interest is already represented on the comenlityean official voter
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When notification is received to add individuals to thenoottee who are
not Society members, they are invoiced for adminisedges. A
membership application is also forwarded to them sincedtieyot be
added to the committee until their Society membership rexs be
established. The membership secretary will receive aabine staff
letter to the prospective member.

Terminations

An inactive committee member can have their offie@tle removed by
action of the executive subcommittee. Inactivitgesined in the
Regulationsas failure to return ballots. ASTM staff will cespond with
inactive members to determine their current interestepalrt this to the
Executive Subcommittee. Membership secretaries andhainben can
access an Inactivity Report when logging in to their N§TM webpage.
Inform headquarters of action to remove the official vdtesome cases,
the terminated official vote may be reinstated if thesher demonstrates
satisfactory reasons for the inactivity. A member vehoficial vote has
been terminated may appeal to the executive subcommbitembership
can also be terminated for nonpayment of the annua¢&deke.

Changes in Company Representation

Change in company representation should be submitted dite&alSTM
for processing. These changes must be checked agaifisesbrds.
Contact with the individuals or companies involved manbeessary
since organizational membership is categorized as noted:

» Change of official representation of a company’s oigional
membership in the Society must be approved by the company

» Replacement of a representative—if the new reptatee is not a
Society member, an application form is sent withramoice for Society
membership

The Regulations require that when an individual member (Member
Tech) changes employment, the individual must reapply to &
committee for consideration of classification and voting stats

New Subcommittee Members
In general, subcommittee chairmen are responsibkaéomaintenance of
subcommittee rosters.

Individuals cannot be added to subcommittees unless theyeanbers of
the Society and have been approved for main commitéeeb@rship.
Should the staff receive names to be added to a subcommltteare not
members of the Society, the new subcommittee memiaibize invoiced
and sent applications for the main committee, inchgatinat they have
been approved for the subcommittee. When Society maimpas
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established, the application will be processed throughdhenittee. If
the staff receives names of individuals who are mentfdise Society
but not of the main committee to be added to a subconapitiese
individuals will be directed to the committee applicationthe ASTM
website.

Replacements on a subcommittee can be made immgdfdted new
member is on the main committee. If not, the new berwill be sent to
the website to apply for membership on the main commitiée. former
member will be removed immediately.

Additional Changes

A member has only one address for Society and commitédmgs; each
member chooses the business or home e-mail addresSTiv A
correspondence. Any changes to contact informatiobeampdated by
the member from their My ASTM webpage, using the link “Updéour
Information”.

Rosters

Rosters (Word and Excel formats) are available atiamy in the “Roster
Maintenance” section of My ASTM. Drop listings araaled monthly to
membership secretaries and all subcommittee chairmen.

Attendance Lists

Attendance lists can be downloaded on the ASTM websitednrding
secretaries and subchairmen in the Roster Mainterfancgon. These
are given to the subcommittee chairmen and the recordingtaey (for
the main committee and executive subcommittee meetir@fficers are
asked to circulate the lists with the request thatrtembers initial in the
appropriate boxes. Visitors are asked to sign thetadtheisitors’ sheets.
After the meeting, the officer can keep the membes &sid the visitors’
sign-in sheet for any follow-up action.

REPORT TO EXECUTIVE AND MAIN

Before the scheduled executive subcommittee meetimgsné mbership
secretary should prepare a written membership report (Boster
Maintenance area to create and print report) for agptmwthe executive
subcommittee. This report should be attached to the miaanteshould
contain the following:

» Resignations received from any source

» Changes in existing members’ classification and godtatus

» Transfer of organizational representation

* Presentation of new members with recommendatiahagtification
and their voting status or placement on a waiting disbfficial vote,
which can occur when producers join a classified comenitiat is
already in balance.
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» Tally of committee members
* Affiliate Members
» Balance Report

What is Balance?

Balance is defined in tiRegulationsand requires that on a classified
committee or subcommittee, the total number of offietding producers
must be less than or equal to the total number of combiffiecal voting
users, consumers, and general interest members oathatcommittee or
subcommittee.

With regard to placement of a new producer on a waitibgds
mentioned above), the following example is offered:

Producers Users Genertalést
Subcommittee 1 10 10 10
Subcommittee 2 20 10 10
Subcommittee 3 5 5 15

All of the above subcommittees are in balance, but Salycommittee 2
would require a waiting list.

The committee’s bylaws will indicate the criteria by ahthe newly

approved main committee members should be classifieldeon t
appropriate subcommittees.
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SUBCOMMITTEE CHAIRMAN

SUBCOMMITTEE ORGANIZATION

Subcommittees are the basic units of standards devetbpvoek. All
standards ballot items originate within subcommitteek te
subcommittees are responsible for handling negative vatbaltot items.

Subcommittees must have a chairman and should have ahagman
and a secretary.

Division of responsibility between the subcommitteéceffs is up to the

individual subcommittee. The chairman and secretavyldtkeep each

other informed of all subcommittee actions. This secivill refer only to
subcommittee chairmen for simplicity, since the chamnsaesponsible

either for performing the listed duties or seeing that tre done.

Each subcommittee typically meets twice a year mjuection with main
committee meetings. Figure 6 provides a broad outlineeof th
subcommittee chairman’s responsibilities, organized byigctype
(meetings, standards development, administration, or msipgand by
the time frame in which each duty is performed relaivihe
subcommittee meeting.

In most instances, subcommittee chairmen servé®executive
subcommittee.

Establishment

The executive subcommittee is responsible for théoksttanent of
subcommittees. The purpose of a subcommittee is dedarbts scope.
The scope is generally balloted within the subcommétekapproved by
the executive subcommittee as detailed in the comenityeaws. The
scope should be specific enough to be meaningful but nottes. The
scope should be reviewed periodically to ensure thatitrately reflects
the work of the subcommittee. To facilitate efficieperations,
subcommittees may be further divided into task groups.irtpsrtant
that subcommittee chairmen monitor the progress ofgaskps. This is
done through verbal or written reports and should berdeanted in the
minutes.

Task Groups

Task groups are small working groups responsible for a specific
assignment (development of a draft standard or impleatiens of an
interlaboratory study) within a given time period. Tgsup chairmen
may be appointed by the subcommittee or section chairi@ace
consensus has been obtained from the subcommittstatadigh a task
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group, the task group chairman asks for volunteersri@ s the task
group or the subcommittee chairman appoints membersasEmsance of
other experts in the field may be solicited. Experidra®shown that
fairly small task groups work best. Four to six memiseessmanageable
size. A balance of interests is recommended. Taskgrshould have a
clear mission statement as well as a realisticdidbeof target dates
leading to completion of the mission. Task group memdners
encouraged to meet between regular committee meetingsize other
means such as collaboration areas, teleconferencingwalvineetings to
accomplish their work. For information on how to stile and conduct a
virtual meeting, login to your My ASTM webpage and clicktbe
“Additional Resources” tabTask group members need not be members
of ASTM and no formal roster for task groups is mamgdiat ASTM.
Upon completion of the mission, the task group is didbdnunless the
subcommittee believes more standards can be created thihiask

group.

Discharge of Subcommittees

Subcommittees may be discharged, by action of the executiv
subcommittee, if their function is completed or if #h& no activity by
the membership. If a discharged subcommittee has jcticaiover
standards, action must be taken to withdraw the standatdmnsfer those
standards to another subcommittee of the same main ic@@or to a
different main committee.

Subcommittee Meetings

Subcommittees meet when there is business to battads Meetings
are normally held in conjunction with and prior to thaimcommittee
meetings. Special meetings of subcommittees may deahahy time in
accordance with the provisions in the committee bylaWse
subcommittee chairman’s responsibilities concerning mgeinclude the
following:

» Notify all subcommittee members of the time and ptHdbe meeting
with staff manager assistance according to the ps&tyorth in the
committee’s bylaws.

» Prepare and distribute agendas to all subcommittee me iaute
interested parties with staff manager assistance (geesR2 for a sample
agenda).

* Report to main committee on subcommittee actionss-stiould be a
concise reflection of the subcommittee meeting msthat will
subsequently be submitted to the secretary and posted t&iid A
website under the “Minutes” link.

* Write and upload minutes to the ASTM website.. Forrmtion on
writing minutes, see page 37.
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Before Meeting

During Meeting

After Meeting

MEETINGS e Submit room and | ® Chair meeting | ®* Review minutes
time requirements | « Report to main | of meeting, upload
to staff manager committee meeting On website
* Prepare agenda

STANDARDS * Submit * Preside over * Resolve negatives

DEVELOPMENT subcommittee and | subcommittee using the Negatives

main committee
ballot items to
ASTM via website

consideration of
negative votes

* Review request

& Comments link
on the website

U7

D

by deadline for standards
actions
* Review existing
standards
ADMINISTRATION |  Review * Review progress | ® Follow up on
subcommittee * Delegate tasks | assignments made

scope, organizatior
and objectives
* Correspondence

e Appoint or
dissolve task
groups
* Call for reports

at meeting
* Monitor progress
of assigned tasks

* Correspondence

MEMBERSHIP

* Review rosters fo
inactive members
* Review voting
lists for balance

* Review member
classification
yearly*

* Assign
classification and
subcommittee vote

r * Report on balanc
* Report on
membership
changes

¢ Introduce new
members

* Report on
inactive members

status

pe Correspond with
inactive members
to determine status
* Promote
membership, if
necessary

* Classified committees only

FIGURE 6. Subcommittee C

hairman’s Responsibilities
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SUBCOMMITTEE MEMBERSHIP

Rosters

Rosters in Word and Excel format are available froen“Boster
Maintenance” function on your My ASTM webpage. Task gnmsgpers
are not maintained by ASTM, as it is not necessaryve Baciety
membership to participate at that level.

Roster Maintenance

The subcommittee chairmen should work closely wighrtfain committee
membership secretary to maintain up-to-date rosterstiieanembers
may lose their official vote in accordance with contedtbylaws and the
Regulations. It is important that classification anting privilege be
reviewed periodically. Roster maintenance also inclaggsoving new
members, replacing organizational representatives, anly yggroval of
affiliate members.

Roster changes can be made via the “Roster Mainten&anuaion on
your My ASTM webpage.

New Members

Applicants cannot be subcommittee members unless theéySarsl
members and have been approved for the main committesorie
exception is in establishing new activities, where ASTM-neembers
may be carried on a new subcommittee’s roster fomsinths. Society
non-members submitted for addition to a subcommitteebeiihvoiced
and sent an application for the main committee inghgathat they have
been approved for the subcommittee. When the applicetieturned to
Headquarters, it will then be forwarded to the membersdpetary for
approval.

Replacement

If notice of a replacement on a subcommittee isivede this change can
be made immediately if the new member is on the n@mnnaittee roster.
If not, the new member will be sent an applicationtfe main committee.

Drops

Society bylaws provide for the removal from the rosteary member
who has not paid the Society membership fee by 1 Junem@imbdership
secretary of the main committee and all subcommadbedrmen are
advised of this by the “Drop Listing” sent by the end oy JUAll
members receive multiple reminders before being advisedtly tbkat
they have been dropped.

MEMBERSHIP RECRUITMENT

Technical committees or subcommittees may find it n@cggse recruit
new members, to enhance the level of participation, tease
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representation of one of the membership classes, tiractanew
expertise.

The subcommittee chairman can work with the stafhagear and
Corporate Development to develop a membership recruitoaenpaign.
Individual letters or e-mails can be sent to prospedthier materials can
be included such as committee activity reports, webpage ankise-
cards.

The committee should be canvassed for lists of companieames of
individuals with their complete addresses, e-mail addsesmse phone
numbers. Targeted promotions are usually more succéisafubroad
campaigns. The quality of the mailing list is more imaotthan the
guantity of the names.

STANDARDS EDITING AND PUBLICATION

A review is required for every new or revised standard dfteas been
edited. The review ensures that no technical informdtas been
changed inadvertently during the editing process, andredibhhanges
resulting from a ballot are correctly incorporated, andigadrom the
editor are answered. Experience has shown that parsmstdamiliar
with a standard, such as task group chairmen or technictats,
conduct the best reviews and should be included as reviewhesWork
Item Registration webpage includes a space for the aachaddress of
the technical contact(s). Supplying this information endinasthe
standards editor contacts the appropriate person(s).

The technical contact or task group chairman is askeonplete the
review within two weeks. If an extension is needed, ¢bbrical contact
should contact the editor. After a document has betm type, the
technical contact is sent a proof copy for informatialyo Only essential
corrections can be made at this point. All approved stdacae
available on the ASTM website and published in the nexibadf the
Annual Book of ASTM Standardsl new, revised, reinstated, and
reapproved standards are also published as separates.

All requests for editorial changes must be authorizedéwyppropriate
committee or subcommittee officer with proper docunténaand
rationale submitted to the staff manager. Contact yaumndards editor or
staff manager for guidance in determining whether a spetiéiage is
editorial.

Editorial Changes to Balloted Items
Requests for editorial changes to balloted items shouldreetel to the
staff manager. If an editorial change is agreed uporsporee to a
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negative vote, a marked-up copy of the balloted item imisiploaded to
the ASTM website when resolving the negative vote usiad\Ngatives
& Comments link. Do not retype the entire document.Contact the staff
manager if there are any questions about an editoriaeha

If an editorial change is omitted from the main cotheei or Society
Review ballot, the change can be included when the estéedard is
being reviewed.

Editorial Changes to Published Standards

Requests for editorial changes to published standards magd®eanany
time. To make the deadline for your committee’s voluh#he Annual

Book of ASTM Standardi is necessary to send in the request one month
before your committee’s publication cutoff. The cutidte is the last

date from which any standards actions will be includedearugftcoming
edition of theAnnual Book of ASTM Standard¥our staff manager or
standards editor can tell you what the cutoff dateri@hy volume of the
Annual Book of ASTM Standards

When a typographical error of substance is correctegjeidnedate of the
standards is changed. The exact date the correctiomades appears in
Footnote 1 as well as in the editorial note. A daggplaised next to
corrected values in tables to denote the editorial cbore

If editorial changes are made that introduce no changeshnical
content, the year date of the standard remains the sdowever, these
changes are noted by placing an epsilon after the déisigmamber with
an editorial note describing the change.

1. Editorial changes with year date changes

» Correction of typographical errors in significant valure tables or text.
» Correction of errors in equations.

» Reinsertion of inadvertent omissions (in typasgjtthat could cause
confusion or misinterpretation.

» Correction of errors in technical content that imaged in the technical
committee during retyping of a manuscript.

» Correction of errors in technical content that maged with the ASTM
staff or printer during the publishing process.

2. Editorial changes with addition of epsilon
Addition of metric equivalents.

Editorial correction of a title.

Replacement of obsolete units of measurements.
Rearrangement or renumbering of sections.
Addition of non-technical information for consistgn
Addition, deletion, or alteration of text notes.
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3. Editorial changes with no change in designation

Correction of typographical errors that cannot bentagpreted.
Update footnote and reference information.

Title changes to sections, tables, or figures.

Change in editorial style such as use of degree andmesymbol.

53



TASK GROUP CHAIRMAN

OPERATION

A task group is the beginning of any standards writing actiniSTM.

It is where the majority of the work is accomplish@dsk groups are
comprised of a small number of highly knowledgeable indiveltizdt are
brought together by their parent subcommittee to workpaeific
projects—new standards, revisions, reviewing comments ayatine
votes on ballot items, or specific administrativejgects. Each task group
should have a scope that specifies the objectivesdajritup to ensure
that the members are working toward a common goal.

Membership

Task group chairmen, appointed by the subcommittee chaiamathe
technical contacts for the standard(s) for which tkk tgoup is
responsible. The task group chairman generally ask®ofonteers from
the committee to participate on the task group. In axgithe task group
chairman may also request the assistance of expedtis freld. Task
group members are not required to be members of ASTMtbeof
committee in order to serve, but they should represeats# points of
view. It is important to keep the task group to a martaslgesze of four
to six individuals.

Meetings

There is not always time to accomplish all the wdrkhe task group
during the committee meetings. Task groups should mee&t mor
frequently. Task group meetings may be held at any time rgouest of
the task group chairman. The subcommittee chairmardhewadvised
of all meetings.Task groups are encouraged to meet via virtual
meeting or conference call between committee meetings.

Task group meetings should be conducted in the same maraer as
subcommittee meeting. Agendas should be circulated tas&ligroup
members prior to the meeting (see page 19) and minutesidteul
distributed after each meeting in a timely fashion (ssge 37). The task
group should report its progress either verbally or iningito the parent
subcommittee.

Publicity

After the need for a task group is recognized, it is extthg important to
promote and disseminate news of the activity to thoseta by the
proposed action. An ASTM news release form should be led@tpand
forwarded to the ASTM Corporate Communications Departrasd
Standardization Newafter assessing the general industrial, societal, or
public importance of the activity. In addition, the tgs&up should
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contact other relevant ASTM committees or subcomestte alert them
of any new activity and invite them to participate. Ann@ments should
include:

» Proposed standard undertaking

» Committee and subcommittee jurisdiction

* Need for the standard

* Intended or proposed use of the standard, including @f klkose who
could be materially affected by it

» Time, date, and place of next meeting

» Appropriate contact for further information

* Invitation to join and take part in the developmeithe standard

DEVELOPING A DRAFT STANDARD

The task group meets to decide on essential elemenssbeltter to assign
one member to prepare a first draft. After circulatmother task group
members, further drafts may be prepared as necessasynoltnecessary
to reach unanimous agreement on all aspects of the ddaondachieve
consensus. Remember that all ASTM standards can Isedeas often as
necessary.

Managing the Effort

In order to prevent duplication of effort, the task grolwpusd collect all
documents that may relate to the standard being preparédasecisting
ASTM, company, federal, or industry standards, and any o¢lerant
literature on the subject. In many cases, applicablardents can be
referenced in your draft standard. Task groups may ald$otavisdapt
various portions of existing documents as the basih@néw standard.
Actual reprinting from copyrighted works, including figuresguires that
ASTM obtain legal permission and that the correettioh is used.

Establish a timetable for work on drafts. Make allogenfor the
inevitable delay involved in volunteer work. Reminder enmaiésusually
effective. A task group chairman who is unable to detlgenecessary
time should recommend the appointment of a new chairman

Proper preparation will ensure that a document make®athrtransition
from rough to printed form. Deviations from ASTM styleisa delays in
standards development as well as in the publication.

The development of a new standard within a task group ofeates the
need to examine the state of the art within a parti¢atdmology. This
need can be fulfilled by sponsoring a workshop or symposiuthat
field. To sponsor a symposium, the task group chairmamamotify the
subcommittee chairman. A symposium planning guide isaaifrom
staff. (See section on ASTM Services and Productadditional
information).
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STANDARDS DEVELOPMENT
TOOLS

REFERENCES AND FORMS
The following materials are available from the ASTMbsie or your
staff manager, unless otherwise indicated.

Regulations Governing ASTM Technical Committees

Form and Style for ASTM Standards

ASTM Manual for Development and Implementation of Strategic Plans
Committee Bylaws

Guide for Appealing Actions on Negative Votes to the Committee on
Standards

» ASTM Standard Templates

Other policies and procedures developed by the Board oftDisg
Standing Technical Committees, or staff:

» Committee Fund Solicitation Guidelines

* Rules for Society Awards (including the Award of Mri

» Guidelines for Requesting Support from Contract and &troje
Management Services

Adjunct Proposal Forms

Research Report Format Guide

Guide to Symposium Planning and Publication

Virtual Classroom

Author Instructions for Books and Journals

* Guide to Book Proposals and Publishing Procedures fauMs,
Monographs, Handbooks, Data Series, Retrospective Puidntisa

* ASTM Directory

* ASTM Standards on Precision and Bias for Various isppbns

* E691 Practice for Conducting an Interlaboratory Studyedtermine the
Precision of a Test Method

» E177 Practice for Use of the Terms Precision and IBIASTM Test
Methods

o Compilation of ASTM Standard Definitions

Forms for use by officers
» Publicity Requests
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This chart will show you how to access the web-baséools
available on the ASTM webste.

Resource

From the main page at
www.astm.org

Go To This Link

Then, This Link

Ballot Results,
Comments and

Login

On the "My ASTM / My
Committee" page, on

Select link "Negatives
and Comments".

ASTM Technical
Committees

Committees", on left

Resources, select the
link Key Documents

Negatives the left under "My Locate subject ballot
Tools" designation
Regulations Governing | Select link "Technical In Committee Select the link for the

document

Form and Style for and Forms
ASTM Standards
Templates for draft Select link "Technical In Committee Select link "Draft

Committee" page,
select "Roster
Maintenance"

standards Committees”, on left Resources, select the Standard Templates"
link Key Documents
and Forms.
Work Item Registration | Login On the "My ASTM / My | Select link "Ballots &
and Ballot item Committee" page, on Work Items" then
Submittal the left, under "My “Submit/Edit”
Tools"
Register an Login On the "My ASTM / My | Select link “Additional
Interlaboratory Study Committee" page, on Resources” then
the left, under "My "Interlaboratory Study
Tools" (ILS)"
Rosters, member Login On the "My ASTM / My | There is a link for the
contact information Committee" page, roster of the main
select link "Rosters" committee, and all
subcommittees.
Member's name is a
link to their contact
information
Roster Maintenance Login On the "My ASTM / My | Use various functions to

maintain main
committee and
subcommittee rosters

Virtual Classroom

Select link “Training
Courses” on left

In the box “Member and
Officer” click the “more”
link

Register for the
sessions that interests
you.
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Outstanding ballots Login At the top of the My Use the drop down list
ASTM page there is a to select the subject
dropdown list of ballots | ballot
that you have not yet
voted on

Work items for which Login At the top of the My Use the drop down list

you are the Technical ASTM page there is a to select the subject

Contact or the dropdown list of your Work Item

Subcommittee Work Items

Chairman

Ballot Inactivity Reports | Login On the "My ASTM / My | Select link “Ballots &
Committee" page, on Work Items” then
the left, under "My "Inactivity Reports"
Tools"

Jurisdiction list for a Login On the "My ASTM / My | Select link for the

Subcommittee and Committees" page, subject subcommittee

status of all standards select link "Standards
Tracking"

Create My Agenda and | Login On the “My ASTM / My | Select “Additional

Create My Schedule Committee” page, on Resources”
the left under "My
Tools”

Launch a Collaboration | Login On the “My ASTM / My | Select “Ballots & Work

Area

Committee” page, on
the left under "My
Tools”

Items” then “Launch
Collaboration Area”

On-line Registration for
meetings

Go to Committee home
page.

Select link "Next
Meeting"

Select link "Register
Now"

FIGURE 7. Chart of Web-based Tools
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STANDARDS DEVELOPMENT

LIFE CYCLE OF A STANDARD

Standards development work begins when a need for dasthis
recognized. Drafts are prepared by task groups whose mengleersiot
be ASTM members. The balloting process begins withan th
subcommittee. Before review by COS, a standards actish pass
successive subcommittee and main committee ballots anetysReview.
All negative votes cast on standards at all levelsabiatain written
explanation of the voter’s objections must be consuiéry the originating
subcommittee. A technical change made to the ballotedasté requires
re-balloting. Final approval depends on COS concurrdratedSTM
procedures were followed; negative voters received duegspand
consensus was achieved in the standards action. Railaohieve COS
approval will require additional work by the sponsoring suhitee.

After publication, suggestions for revision may be madmgttime.
Editorial changes may be made at any time. Substaetiaical changes
must go though the entire balloting process. All publisheadstrds must
be reviewed and balloted for reapproval, withdrawal, wisi@n within

five years of the last publication date.

Document Types

The type of an ASTM standard is based on its intended AISASTM
standard may be one of the following types: specificatest, method,
practice, classification, guide, or terminology. 8e=Regulationsor the
Form and Style Manudbr definitions of types of standards. Use of such
forms and types of documents should be decided upon by theospw
technical committees.

Standards Actions
Standards actions may be one of the following:
» Development of a new standard

* Revision of an existing standard; this involves substai¢chnical
changes such as adding, deleting, or altering technicaimaf@mn in any
portion of the standard.

* Reapproval of an existing standard; this action affitmas the standard
is technically up-to-date and needs no substantive tecluhiaage. When
a standard is balloted for reapproval, the entire docum@nen to
comment or criticism.

» Withdrawal of a standard, with or without replacemdha standard is
withdrawn, a single page will appear in the respectivamelof the
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Annual Book of ASTM Standariiisting title, scope, date of withdrawal,
and replacement, if any, for three years. The deSggnand title of the
withdrawn standard will also appear in the contentb@fblume and on
the ASTM website. A ballot for withdrawal shall inde a rationale and
cover letter.

To begin a standards action, a draft is usually preparaddmsk group
constituted for that purpose. Draft templates forsikeypes of ASTM
standards are available from the ASTM website. Rewsare developed
with a Word version of the standard supplied by ASTM. émdraft has
been formatted in accordance with fr@m & Style Manuabnd has
achieved task group consensus, the official ASTM ballotioggss
begins. The process includes subcommittee and main iti@@rallots
and Society Review. Final approval for publication iegiby COS,
which rules on procedural correctness of the ballotingge® Following
COS approval, notice of the standard’s action is publighed
Standardization NewsThe new, revised, or reapproved standard is then
published by ASTM in the applicable volume of thenual Book of
ASTM StandardsNew and revised standards are also published as
separates and made available for purchase on the ASTHitaieb

Standards are assigned a designation consisting déaftdtowed by a
number. The number immediately following the desimgmaindicates the
year of original adoption or the year of the most mecevision. A letter
following this year date indicates more than one rewign a calendar
year, for example, 07a (second revision in 2007). A yearida
parentheses indicates the year of last reapproval.

A request for a standards action may come from many esufequests
should be presented in writing to the subcommittee claairnThe
subcommittee chairman will then present any requeststdmdards
activity at the next subcommittee meeting. If a neatdkiermined, a task
group chairman will be appointed. Often, the task groar e¥ill be the
person bringing the request to the subcommittee. lieis the
responsibility of the task group chairman to organizedhk group and to
produce a draft document for subcommittee ballot.

FORM & STYLE MANUAL

ASTM requires that every standard comply with Feem & Style for
ASTM StandardsThe overall purpose of tidanualis to promote
uniformity of form and style in ASTM standards. Tham & Style
Manualis organized as follows:

Types of Standards

Part A—Form of ASTM Test Methods
Part B—Form of ASTM Specifications

60



Part C—Form of Other Types of ASTM Standards

Part D—Use of the Modified Decimal Numbering System
Part E—Terminology in ASTM Standards

Part F—Legal Aspects in Standards

Part G—Standards Style Manual

Part H—Use of Sl Units in ASTM Standards

Parts A, B, C, andE are devoted to the six major types of ASTM
standards: test methods, specifications, classificgtnactices, guides,
and terminologies. The definitions of these standaredisted, as are
their mandatory section headings. Descriptions of oimtetit and purpose
of the mandatory sections and other commonly used seetieradso
included. Mandatory sections for each type of standardsamlews:

» Test Methods require a scope, significance and usegquioe, precision
and bias, and keywords.

» Specifications require a scope and keywords, unless Hictgmn
includes a complete test method. In that case, théispgon shall
include the sections required for a test method.

» Practices and Guides require a scope, significartess) and
keywords.

 Classifications require a scope, significance andhasas of
classification, and keywords.

* Terminology requires a scope, terms and definitiand,keywords.

Terminology

Part E provides guidance on the policies, rules, and recommendatio
governing the principles, form, and presentation of defimst
Terminology presents unique challenges to standards writigpgr The
following sources can help with writing both terminojogfandards and
definitions that are contained within technical standards.

» Terminology Dictionary lists all of the definitions that currently appear
in ASTM terminology standards as well as technicaldsess. (Available
online on the My ASTM webpage free of charge for menjbers

» STP 806 Standardization of Technical Terminology: Kylas and
Practices.

» STP 991 Standardization of Technical Terminology.

Legal Considerations

Part F contains special instructions concerning legal considesatio
standards. Examples include caveats, commercial-cturiatatements,
and patents. Guidance from ASTM Headquarters is requirgtido
inclusion of any such legal statements.
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Sample Manuscript

Part G includes a sample manuscript. When preparing a new or
extensively revised document, it is helpful to constltezithe sample
manuscript or a similar standard. The committee edity also provide
additional guidance.

Sl Units

Part H provides guidelines for the inclusion of Sl units in ASTM
standards. Sl is a French mnemonic that stands fontiémmational
System of Units. In accordance with ASTM Board ofediors policy, Sl
units must be included in all ASTM standards.

Additional Sources of Information

In conjunction with thd=orm & Style Manualan editorial subcommittee
provides assistance with document preparation. If a doduseviewed
by an editorial subcommittee before it is balloteghibuld flow through
the balloting process with a minimum number of negatotes related to
editorial matters.

Committees E11 on Quality and Statistics and E43 on Sti€eaffer
specialized information and may be called upon for assisthy any
committee.

The ASTM website holds the most recent ASTM publiceioASTM
Customer Service Department may be contacted for questigasding
out-of-print ASTM publications or obsolete standards. t&cn
information for associations and copies of researcbrte@re also
available.

PREPARING REVISIONS FOR BALLOT

Revisions to standards may be prepared for ballot in bt dollowing
formats:

1. Underline additions and strikethrough deletions respégtiveing a
word processing program, such as Track Changes.

2. Type up a list of only those sections being revisedh, mdtructions
that clearly state the additions, substitutions, or aelstio be made.
3. Make a two-column comparison of current text ondfieside with
proposed revisions on the right side of the page.

4. With a complete top-to-bottom revision of a standaist,indicate in
the cover letter that the entire standard has beesectvi

If less than 25% of a document is changed, use Format d32ifanore

than 25% of the document is changed, it is advisablaype@ new draft
using Format 4.
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Interlaboratory Studies and Research Reports

Statements on precision and bias are mandatory f&SdIM test
methods whether or not data has been generated. Astdten precision
allows potential users of a test method to assessafslnsss in proposed
applications. To generate data for such statementsaskeroup should
conduct an interlaboratory study. ASTM has establish&dServices to
assist members with the administrative tasks involvemnducting an
Interlaboratory Study. Refer to page 8 for additional infittom. Where
no data are available, a statement explaining why trerao data is
included in the standard. See Precision and Bias inAR&rthe Form &
Style Manual

Two standards that are recommended for use are E691cPracti
Conducting an Interlaboratory Study to Determine the Roecaf a Test
Method, and E177, Practice for Use of the Terms Pogtand Bias in
ASTM Test Methods. Both were developed by ASTM Commig#g#& on
Quality and Statistics.

MAINTENANCE OF STANDARDS

Each subcommittee is responsible for maintenandeeodtaindards under
its jurisdiction. The subcommittee should review esteimdard during the
fourth year after the last approval date and recommdad riévision,
reapproval, or withdrawal. THeegulationgequire that standards should
be balloted for reapproval, revision, or withdrawal witfiue years of
their last approval date. When a standard is due for @digereview, the
technical content is still current, and a few editarfaanges are needed, it
should be balloted for reapproval with editorial changéso ballot

action is in progress to update a standard as of Januathd sikth year
since last approval, a ballot for withdrawal will autadiclly be initiated
by ASTM Headquarters. If the standard has not receiveshaapproval
date by December 31 of the eighth year since the last\aplate, the
standard will be withdrawn from publication.

Jurisdiction Lists

To aid in monitoring the status of standards, online jwigth lists are
provided in the Members Only area. This provides a listefyestandard
under the jurisdiction of a subcommittee, the alphanienaesignation,
the date of approval of the most recent revision org¢hpproval date,
title, and type of standard.
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THE BALLOTING PROCESS

BASIC PRINCIPLES

To be approved for publication by ASTM, a standard’s actiostrpass
subcommittee, main committee, and Society Review o m@mmittee
ballot items, and review by the COS. Procedural req@nésnare detailed
in theRegulations Basic principles of all ASTM ballots are as folw

* All ballots are posted on the ASTM website “MglBts” link. All
ballots must be conducted via the ASTM website, ensureatigetrery
member has an opportunity to vote

 All ballots must be issued for a period of not léest30 days allowing
members adequate time to critically review the ballotezlichents

 All negative votes shall be accompanied by a wrgtatement and must
be considered by the originating subcommittee

* Whenever a ballot leads to substantive changeslatament, the
revised version must be reballoted at all levels, to erthat the technical
changes to a document are made on a consensus basis

The responsibilities of the subcommittee chairmaraar®llows:

» See that all standards are reviewed for revisioppreaal, or
withdrawal at least every five years

» See that the subcommittee properly considers all negaites and
comments cast on ballot items originating from theceuatmittee, whether
the vote is cast at subcommittee, main committeepoiefy Review

The following sections outline the procedure for conductiSg M
ballots. These procedures are summarized in Figure f&iaDf
procedures for balloting actions are contained irRégulations

WORK ITEM REGISTRATION

Before an item can be placed on ballot, it must Bestegistered as a
“Work Item.” Work Item registration is required formelraft standards
and revisions to existing standards; they are not reqfaragapprovals
with or without editorial changes. Work Item registrtis the first step
in submitting an item for ballot. The link for worlein registration is on
the My ASTM webpage under the My Tools section. ClioK®allots &
Work Items” then “Submit/Edit” and follow the instruatie. Four
important pieces of information that you will need to pdevior the
registration are the title; the scope section; thiemale for why the
standard is being developed or revised; and the keywords tedenus
search for the standard.
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SUBCOMMITTEE BALLOT

A subcommittee ballot may be authorized by either acsubuttee
chairman or by a motion passed at a subcommittee rge€efim submit an
item to subcommittee ballot, the subcommittee chairsteuld refer to
the “Ballots & Work Items” link under the My Tools samtion the My
ASTM web page, then click on “Submit/Edit”. The balttist contain a
letter explaining the reason for the proposed actioranples of such
reasons are the following:

* Request by an organization or individual for a newdsteh

» Substantive changes made in response to negative va@sorents on
a previous ballot

» Request for revisions to a standard

* Any other circumstance prompting a subcommittee ballot

Subcommittee ballots are conducted by Headquarters. Tberesults,
negatives, and comments are included in a closing reporh\ahic
subcommittee members can access via the ASTM websietibadallot
is closed.

Sixty percent of the official voting members must retballots before the
ballot can close. Abstaining votes are counted forefairement.

An affirmative vote of at least two thirds of the comiradfirmative and
negative votes cast by the official voting membersamhdallot item is

required for a successful ballot of that item. Absterstido not count in

the calculation.

Negative votes received on subcommittee ballots @meidered by the
subcommittee that initiated the item. If substantivenges to the
document are made in response to a persuasive negatiyéheotem
must be reballoted. If, however, all negative voteswathdrawn or ruled
not related or not persuasive, the item may go on to coanmmittee ballot
assuming all other ballot requirements are met. Seadkt section for
details on how to handle negative votes.

SUBMITTING ITEMS TO MAIN COMMITTEE BALLOT AND
SOCIETY REVIEW

Items that have passed subcommittee ballot withouhaggtives will
automatically be forwarded to main committee ballat S8ociety Review.
All other ballot items need to be submitted to ASTM Headgus: for
ballot of the main committee and Society Review viaAB& M website.

Negative votes from the subcommittee ballot thatewated not
persuasive by the subcommittee must be forwarded witbuliission
for distribution with the main committee ballot anolctety Review. Vote
counts and rationale for not persuasive motions musicheded.
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It is essential that the name of the subcommitteerlaai or the task
group chairman to whom the edited document is to befeergview be
listed on the submittal form. The reviewer should reyeed to return
the proof copy within the time prescribed by the editor.

MAIN COMMITTEE BALLOT AND SOCIETY REVIEW OF

MAIN COMMITTEE BALLOT ITEMS

Each main committee ballot should include the following:

» The text of the proposed action

* A cover letter explaining the rationale for thegmeed action

» Tally of the subcommittee ballot results

» Documentation on any subcommittee negative votes roled n
persuasive, not related, or previously considered; ratipvate count;
date of the not persuasive motion; and the text of thative vote

At least 60% of the official voting members must retoafiots before a
main committee ballot return is valid. Abstentioonsiat in this
calculation.

Approval of each main committee ballot item requiresiinmative vote
of at least 90% of the combined affirmative and negatbtes/cast by
official voting members. Abstentions do not count in dakculation.

The number of affirmative, negative, and abstaining voesach ballot
item is reported to the committee in the closing repGopies of negative
votes are posted to the link “Negatives and Comments']itik is located
under the “My Tools” section on the My ASTM page.

ASTM posts copies of negative votes to the website amissemails
notifying the subcommittee chairman and the task groupncaa (or
technical contact) if one is identified. After a balioses, negative votes
can be resolved by accessing the Negatives & Commiekitthén
selecting the appropriate ballot.. (See “Handling of Nega/otes”)

Negative votes are considered by the subcommittee fametassary, by
the main committee at the next meeting. If substamthanges are to be
made to the text of a ballot item in response to a pgrs®iaegative vote,
the item is removed from ballot for further study and negua new
subcommittee or concurrent ballot. (See “Handling ej&tive Votes”)
Copies of negative votes are posted to the link “Negatines
Comments”; this link is located under the “My Tools” secton the “My
ASTM” page.

Society members have an opportunity to participate in thating
process during the main committee ballot. Society Rewngtification is
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now on the ASTM website. The link to Society Revievoisnd on the
“Technical Committees” page in the “Committee Resourbes’
Members can request copies of documents of interestyw¢vie
documents, and submit comments to ASTM. Negative vetesved on
Society Review of main committee ballot items aresidered by the
originating subcommittee in the same way main commitegative votes
are handled. (See section on Handling of Negative Yotes

Concurrent Ballots

A concurrent subcommittee/main committee/Society Revwallot may

be issued when approved by the main committee chairnthaitner
approved at a subcommittee meeting or requested by thensuorittee
chairman. Concurrent ballots for a major revisioexisting standards or
the initial ballot for a draft standard are not perndittd he decision on
whether a revision is major can be made by the subuctie® chairman
and the main committee chairman. All concurrent lbdtdoms must
contain a cover letter. The cover letter should inchadienale for
balloting concurrently and background information on tHebhem.

The ASTMRegulationsdo allow for the initial balloting of a new standard
concurrently. If a demonstrable demand exists, a twd4dlaffirmative

vote cast by the voting members of the subcommitteerendpproval of
the main committee chairman will enable the initialfidocda new

standard to be balloted concurrently. Please see Bd(dti@ of the
Regulationdor complete balloting requirements.

COMMITTEE ON STANDARDS REVIEW

Following a successful main committee ballot and Sgpéview, a
ballot summary detailing returns and handling of negativesvist
submitted to the Committee on Standards (COS) by the Stienda
Coordination Department. COS determines whether all proakedur
requirements have been met. Should an appeal be requeat€D&
member find fault with the action of a technical contest
representatives of the committee and other individualg be present and
participate in discussions on controversial itemI S approves the
standards action, the document is published by ASTM.
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Level To Initiate To Complete Successfully
and Proceed to Next Leve
TASK GROUP No formal requirements No formal requirements

SUBCOMMITTEE
BALLOT

* Subcommittee chairman
approval or motion passed
at subcommittee meeting
* At least 30 days between
issue & closing date

* Cover letter explaining
reasons for ballot

* 60% of ballots returned

* 2/3 affirmative votes (of
total affirmative & negative
votes cast on each item)

* All negative votes
considered

* No negative votes are
persuasive

CONCURRENT
BALLOT

* Main committee chairmar
approval or motion passed
at subcommittee meeting
* Minor revisions and
withdrawals or new
standards and major
revisions that passed a
subcommittee ballot

1* 60% of ballots returned
* 90% affirmative vote (of
total affirmative & negative
votes cast on each item)
¢ All negative votes
considered
¢ All negative votes
resolved via Negatives &
Comments link
* No negative votes are
persuasive

MAIN COMMITTEE
BALLOT/SOCIETY
REVIEW

¢ All subcommittee ballot
requirements completed
¢ All main committee
ballots are issued by
Headquarters

* 60% of ballots returned

* 90% affirmative vote (of
total affirmative & negative
votes cast on each item)

¢ All negative votes
considered

¢ All negative votes
resolved via Negatives &
Comments link

* No negative votes are
persuasive

COMMITTEE ON
STANDARDS REVIEW

¢ Staff submits item to
Committee on Standards
after successful Main
Committee Ballot/Society
Review

* Committee on Standards
agrees that procedures we
followed correctly

APPROVAL AND
PUBLICATION

re

68

FIGURE 8. Balloting Sequence and Requirements



HANDLING OF NEGATIVE VOTES

COMMUNICATION

A commonly held misconception in the negative vote regolyirocess is
that all communication between a committee and a negeabiter must
take place at a committee meeting. This is not trn@rder to expedite
the resolution of negative votes, subcommittee chenrand technical
contacts are encouraged to contact negative voteryameel of the
committee meetings. This type of one-on-one commuaitaan often
result in the establishment of a common ground, which pnayide the
necessary incentive for the negative vote to be wathdr

Should this type of communication result in the withcabef a negative
vote prior to a committee meeting, the subcommittegrman should
immediately inform their staff manager. The remafahe negative vote
will then enable the ballot item to proceed through tHietirag process
toward approval.

CONSIDERATION OF NEGATIVE VOTES

The Regulationgnandate that all negative votes must be considered, and
proper consideration of negative votes cast througlheuballot process
demands that due process be afforded to all negativesvdtiegative
votes received on subcommittee ballots are congideye¢he
subcommittee that initiated the ballot item. Negatiwees received on
main committee ballots are considered by the subcdswtihat initiated
the ballot item and, if necessary, by the main coneittThe
subcommittee chairman’s report at the main meeting repstrt on these
negative votes and the subcommittee’s consideratitimentf, including
rationales for any action taken and vote counts onomsti At the main
meeting, the committee chairman must allow discusgefore taking a
vote on any motions to uphold the actions of the subdteen A hand
count of official voting members must be taken on timesgons. The
votes are recorded, along with the reasons for theomati the minutes.

Resolution of Negatives Online

Before the item can proceed to publication, all negatites must be
resolved via the Negatives & Comments link on the ASTabsite.
Depending on the type of resolution, vote results andnaggs) or
editorial changes must be included.

DOCUMENTING NEGATIVE VOTES

TheRegulationgmandate that due process be accorded to negative voters.
Thus, the minutes should fully reflect the consideratjven to negative
votes. When not persuasive or not related actionskea on negative

votes, it is very important that the minutes record:
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* Name of the voter

» Content of the negative vote

» Action taken on the negative vote with detailedoratle (address each
portion of the negative vote)

* Subcommittee and main committee vote tallies refigahe count of
affirmative, negative, or abstaining votes by voting memibe

It is important that the rationale for finding a negatvote not persuasive
or not related addresses each portion of the negativeamdtthat the
rationale is thoroughly recorded. Such complete recomsda a
detailed explanation to the negative voter and alsinmze the potential
for additional negatives.

If the ballot item is progressing to the next level, hkgative voters ruled
not persuasive or not related shall be notified as tdigp®sition of their

negative votes. This notification may occur in therdbution of meeting

minutes or by way of personal contact with the negatbter.

If negative votes are withdrawn by the voter, simpliertbis in the
minutes. If negative votes are withdrawn subject todsioral change,
note this as well as the editorial changes that wage to the ballot item.

DISPOSITION OF NEGATIVE VOTES
The following dispositions are possible for subcommitieg main
committee negative votes:

WITHDRAWN: A negative vote that is withdrawn is changed to an
abstention (or affirmative vote, if the voter so irad&s) and requires no
further consideration. If a negative vote is withdrasubject to an
editorial change, or if editorial changes are madafmther reason,
indicate the changes on a marked-up copy of the ballotaciten a
separate page and upload it via the Negatives & Commektalien
finding the vote “Withdrawn with Editorial Change”.

NOT RELATED: A finding of not related means that the negative voter’'s
comments relate to material that was not part obtileted item. The
subcommittee cannot rule a negative vote not related bedaieels the
voter misunderstands the intent of the ballot itémsuch cases, it is best

to contact the voter to try and reach a resolutiora nffotion is needed, a
not persuasive motion is in order. A motion to fincegative vote not
related to the item balloted requires a two-thirds affirveavote of the
affirmative and negative votes on the motion eithex meeting or by a
ballot. At a meeting, a hand count must be taken. Offilial voters or

their proxies are eligible to vote.
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If the motion passes, the negative vote is recordat abstention on the
subcommittee ballot tally but must be considered asamatf new
business. Record the vote count and reasons for thersoiitee’s
action in the minutes. This information and the texhefnegative vote
must be sent to Headquarters when the item is subnuttedin
committee ballot.

If a two-thirds affirmative vote is not obtained on ation to find a
negative not related, then the motion fails and tlyatiee vote must be
considered further.

NOT PERSUASIVE: Action to find a negative vote not persuasive must
begin with a motion specifying reasons for the actidnmotion to find a
negative vote not persuasive requires a two-thirds affiven&ote of the
affirmative and negative votes cast by subcommittéersmn the motion
either at a meeting or by ballot. At a meeting, hancht®must be taken;
only official voters or their proxies are eligible tote.

If the motion passes, record the vote count and redsothe
subcommittee’s action in the minutes. This informatiod the text of the
negative vote must be sent to Headquarters when thesiteumitted to
main committee ballot.

PERSUASIVE: If a two-thirds affirmative vote on a motion to find a
negative vote not persuasive is not obtained, the negattedas
considered persuasive and the item is removed from batlddrther
work and deliberation. If the subcommittee makes sutmgachanges,
the item is re-submitted into the ballot process.

Sometimes the negative voter’s rationale for modifan to the balloted
document is apparent to all present at the subcommitteanmedn such
cases, the chairman not hearing any motion and by unanewcasd of

the subcommittee, may declare the ballot item reméveflirther study.

PREVIOUSLY CONSIDERED: If a negative vote is submitted for the
same reason as one previously considered by the comivatieey
jurisdiction, the appropriate subcommittee chairman affayn that the
negative has been considered and submit written docatizantincluding
the negative vote, consideration given by the subcaeejiand the
subcommittee and main committee vote counts on thenackiarther
consideration by the committee is not required.

APPEAL MECHANISMS

Confirming Ballot

A negative voter, whose vote was found not persuasieat t
subcommittee meeting and the main committee meetingyeoayest a
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confirming ballot of the subcommittee. The written resjurust come to
ASTM Headquarters within 30 days after the negative votebdas
notified of the committee action. A two-thirds affiative vote of the
affirmative and negative votes returned by subcommitbéieg members
in favor of the not persuasive motion is required tdicmrthe action.

Appeal to the Committee on Standards

Negative voters who feel they have not received due @onayg appeal
during COS review. Refer tbhe Guide for Appealing Actions on
Negative Votes to the Committee on Stand&rdappeal requirements.
This pamphlet provides an overview of the entire stand#dslopment
process.

NOTE - It is important to remember that COS will only adgadée issues
of a procedural nature. Issues of a technical naturadairessed within
the appropriate technical committee.

COMMITTEE ON STANDARDS
Following successful completion of Society Review, riggults of the
ballot are submitted to the Committee on Standards (COS)

If any not persuasive, previously considered, or not reladgdtive votes
were generated by the ballot item, it is forwarded to @D $%eview. The
COS consideration includes the complete text of thetivegeote(s), the
reason(s) for being found not persuasive, previously consider&ot
related, and the vote count(s) on the motion(s). Ang @@mber who
feels a negative voter was not accorded due process lsctiredal
committee may cast a COS negative vote. A COS neghéilis all action
on the ballot item until it is resolved.

The subcommittee chairman is encouraged to conta@@% member to
provide further explanation of the action taken. O#&DOS negative is
withdrawn on the basis of a telephone call or e-fnarh a subcommittee
chairman.

If the COS negative is not withdrawn, the item is guthe agenda of the
next COS meeting. At that meeting, COS may pass ambtiding
procedural error and return the item to the subcommittee f
reconsideration.

AVOIDING COS NEGATIVES

COS negative votes on ballot items may mean delagroval from
ballot. To avoid them, reasons for not persuasive oratated motions
must be complete and well documented. COS does eotlatt
subcommittee meetings and they base their decisiorny sol¢he written
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record. Here are some guidelines to help satisfy tnareaments of COS
procedural review:

* |If a negative vote consists of several parts, egfdeach part separately
in the rationale.

» Give significant reasons for action. Cryptic omelanswers to
extensive negative votes may not be considered due ptoc€$3S. For
example, to merely note that “the negative was dssmisor “we disagree
with the voter” reveals little to the outsider abthé subcommittee’s
thinking.

* It is more expeditious to have negative votes wéhalr than to rule
them not persuasive. Therefore, work directly withribgative voter
whenever possible.

* If a negative voter requests an editorial changeithaccepted as
editorial, make the change and have the negative vdtenait/n.

* Distinguish clearly between negative votes thatrent persuasive and
not related. Not related negative votes must be intrablaseew
business at the subcommittee’s next meeting.

73



INDEX
A

Action item list, 25
Administrative policy, 26
Affiliate members, 42
Agendas, 19
Applications, 43
Attendance Lists, 24, 45
ASTM history, 1

ASTM staff, 5

Awards, 15

B

Balloting
concurrent, 67
main committee, 26, 66
subcommittee, 26, 66
Balloting process, 64
principles, 64
sequence, 65
Board of Directors, 1
Standing committees, 1
Bylaws, 35

C

Change of company representation, 44
Chart of web-based tools, 57
Classification, 41
Committee chairman and vice-chairman, 32
duties, 32
chairing meetings, 33
committee administration, 34
Committee correspondence, 26
circular letters, 27
official statements, 27
inquiries, 27
Committee membership, 41
promotion, 29
Committee weeks, 17
Concurrent ballots, 67
Confirmatory letter ballots, 71
Contract and project management, 13

74



COP (committee on publications), 2
COS (committee on standards), 2, 67, 73
COTCO (committee on technical committee operations} 1,

D-F
Discharge of subcommittees, 48
Distribution policies, 28

rosters, 28, 45
Document categories, 59, 60
Draft standards, 55, 59, 65
Editing of standards, 51, 52
Editorial changes, 51, 52
Elections, 35
Establishment of subcommittees, 47
Executive subcommittee, 32, 33
Form & style manual, 60
Funds, 36

H-L

Honorary members, 43
Inquiries on standards, 27
Interlaboratory studies, 8, 63
Journals, 9

Jurisdiction lists, 63

Legal considerations, 61
Liaison, 36

Life cycle of a standard, 59

M-N
Main committee ballots, 66
Maintenance of standards, 33, 63
Meetings, 17
agendas, 19
committee weeks, 17
conducting, 22
follow up, 19
independent, 18
planning, 17
preparation, 18
task group, 54
subcommittee, 54

75



Membership promotion, 29

Member tech, 41

Membership secretary, 41

Minutes, 37

Motions, 23

Negative votes, 69
appeal mechanisms, 72
disposition, 70
documentation, 69

O-P
Official vote, 42
Organization of subcommittees, 47
Precision and bias, 63
Preparing revision for ballot, 62
Proficiency testing, 12
Publication of standards, 51
Publicity, 29

Task groups, 54

R

Recording secretary, 37

Recruitment, 50

Regulations governing ASTM technical committees, 33
Representative, 41

Research reports, 63

Robert’s rules of order, 22

Rosters, 45, 50

S

Senior member, 41

Sl units, 62

Society awards, 15

Society membership, 41

STPs (special technical publications), 9
Standards actions, 33, 65

Standards development, 13, 31, 47, 51, 55
Standards development tools, 14, 56
Strategic planning, 35

Subcommittee ballots, 26, 65
Subcommittee chairman, 47
Subcommittee membership, 44, 50

76



Subcommittee meetings, 48
Symposia, 9

T

Task groups, 47, 54

Chairman, 54

Membership, 54
TPT (technical and professional training), 11
Termination of membership, 44
Terminology, 61
Time management, 24
Types of standards, 60

V-W
Vacancies, 35
Web-based tools, 57
Web page, 31
Committee home pages, 31
Standards development tools, 31
Work item registration, 64

77



