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Hello and welcome to the joint TCO /Editorial Module “ Developing and Revising an ASTM Standard.”



Sean Bailey 
Senior Editor 
Tom O’Toole 
Staff Manager
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My name is__________________ and I am an editor at ASTM International. With me today is _____________a staff manager from the TCO Department.



 You should have in front of you three handouts:

One that contains all the slides from today’s presentation, 

A reference template packet that explains the functions of our standard template which I will review later,

And finally there is an evaluation form that I would please ask you to fill out at the conclusion of the module. 
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Our objectives for our module today are to run through the basic steps of writing, revising, and publishing an ASTM standard: 

We will review: The Development and Writing Tools available to you, the Revision and Balloting Process, and the Review and Publication of your standard.

[Transition to Staff Manager]

At this point I am going to hand things over to _________ and he/she will go through the development tools to help you begin the standard’s writing process.



New Standard Activity


 

Determine if new standard is needed


 
Identify and gather key stakeholders


 

Identify Subcommittee


 
Register a Work Item
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
 

Register Work Item at 
http://myastm.org:
What is needed?



 

Title


 

Scope


 

Keywords


 

Target date for first ballot


 

Expected target date for approval

Work Items
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http://myastm.org/



 

Provides tracking number - WK25321


 

Alerts those on the Standards Tracking 
Service and those searching the 
website


 

Stimulates participation from outside of 
task group

What does a Work Item do?
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Development Tools
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Standard Development 
Tools:

Virtual Meetings
Collaboration Area
Writing Tools
Draft Templates
Developmental Editing
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

 

Online document viewing and editing during the 
meeting



 

Arranged through your Staff Manager or through 
the MyASTM Section of the website



 

Saves time and expenses on meeting face-to- 
face



 

ASTM uses WebEx Meetings, an excellent 
vehicle for these meetings

Virtual Meetings
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Collaboration Area



Writing Tools

Presenter
Presentation Notes
Editor:

Now that you are ready to begin writing your standard, there are a few writing tools that we would like you to be aware of. 



Submit your draft in WORD


 

ASTM requests WORD for balloting purposes 
because it is the most common word 
processing program.



 

TCO takes your WORD file and converts it to 
PDF for the ASTM website online balloting 
area.



 

Developmental editor works directly with you in 
WORD to develop your draft.



 

Committee editor converts the WORD file into 
SGML (Standard Generalized Markup 
Language) for composition and electronic 
publishing purposes.
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

 

On www.astm.org under:


 

Technical Committees


 

Standards Development


 

Form and Style for ASTM Standards “Blue Book”



 

Gives guidance and answers to most questions 
you may have while writing your standard



 

Your editor is available to answer
questions you may have about the manual

Form and Style Manual

Presenter
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Editor: One of the most valuable resources available to committee members is the ASTM Form and Style Manual. The answer to just about any question you may have while writing a standard can be found in the manual. 



Explain where it is on the website. Review first bullets.

http://www.astm.org/


Form and Style Contents
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EDITOR: Here is a screen snap of the Form and Style’s Contents page:

Parts A-C: Gives detailed descriptions and definitions of the 5 types of ASTM standards (Test Method, Specification, Practice, Guide, and Classification). Here you will find the mandatory sections required for each type of standard, as well a suggested headings.

Part D: Describes correct numbering of a standard’s sections.

Part E: Provides information about terminology in ASTM standards and how to set up a main terminology standard.  

Part F: Includes information about Legal Aspects in standards, such as how to cite a patent, and our footnotes for sole source of supply.

Part G: Is the section your editor refers to most. Here you will find a list ASTM’s preferred spelling of troublesome words ASTM’s accepted abbreviations and unit symbols for scientific measurement, as well as how to set up footnotes, tables and figures. 

Part H: describes the use of SI units in our standards. All ASTM standards are now required to include SI units, but the SI units do not have to be the primary source of measurement. 



About ASTM Templates



 

Available at www.astm.org on Technical       
Committees page under the tab  “Standards 
Development”



 

Templates for: Test Method, Specification,     
Guide/Practice, Classification, and Terminology



 

Detailed instructions are provided with the 
template
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Another tool that is invaluable to use while drafting your new standard are the ASTM templates. They are [read slide]









ASTM Templates Features


 

Suggested and mandatory headings are 
provided; mandatory headings are in RED



 

Dialog box prompts to insert Title and 
Footnote 1



 

Ability to insert tables, figures and 
equations



 

Auto Numbering (this is a limited but helpful 
feature) 



 

Layout in one column format for 
ballot/editing purposes

Presenter
Presentation Notes
EDITOR: 

A few of the important template features include :



[read from slide]



Before the third bullet say: The templates were created in Microsoft Word, and just like a word document you have the ability to insert: 



Forth bullet say: The most important feature of the template is the Auto Numbering feature. This is very helpful when writing a new standard because should you forget a section in the middle of the standard, you will be able to insert that section and the template will renumber all the subsequent sections for you. 





Screen Snap of Template
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This is a screen snap of how the template will appear after you download it. The first thing you will notice is this macro dialog box that will pop up for you:

The dialog box prompts users to enter the work item number, date, title, and the Committee and Subcommittee titles. This information will then be placed in header of the standard and footnote 1 after clicking okay. 





***If you get a dialog box about enabling macros, that’s a security setting on your PC.  Please check your security settings or contact ASTM’s Help Desk if you have trouble using the template.  



Screen Snap of Template
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Here is a screen snap of the template with the information in the dialog box populated. Notice that the:

1.Title has been inserted for you, along with the date and the Work Item Number. 

2. Mandatory sections are highlighted in red,



You might want to number your drafts of your new standards so that you can be sure that every one is working on the same version of the document.



Screen Snap of Template
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Here is footnote 1 that has been populated with the information that you entered in the dialog box. Notice that the approval date and the publish date have Xs as placeholders. This information will be filled in by your editor once your standard receives an approval date. 



ASTM Template Toolbar
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A shortcut bar streamlines the entire process by placing the template’s tools in one easy-to-use location. If you have any questions about the template or the shortcut toolbar, your packet, Reference Test Method Template, contains a complete walkthrough and description of the buttons. It makes a handy reference when you’re actually working with the template itself. 



Figures and tables can be inserted quickly and easily. Keep in mind they’ll be placed at the end of the document, regardless of where they should actually appear in the standard.



You also can see here further down in the template that there are suggested headings shown in black. These sections can be deleted if you do not want to use them. So for instance, if you do not want Section 8, Reagents and Materials, in your test method, you can delete this and Section 9, Hazards, will renumber to become the new Section 8.



ASTM Template Toolbar
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A new feature of the ASTM toolbar is the ASTM Standards Units button. This button will automatically place the correct Form and Style Manual Units statement into your standard. Place your cursor in section 1.2 and click on the ASTM Standard units button. A dropdown menu will appear and you may select the appropriate units statement for your standard. 



ASTM Template Toolbar
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Once you have pick the appropriate statement for you standard. A dialog box will appear and ask you if you want to place your statement here.





ASTM Template Toolbar
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When you click O.K., the units statement will overwrite the explanatory text. 



Developmental Editing 


 

If you have questions while writing a draft 
standard, contact the developmental editor. 


 

Developmental editor can be reached by phone 
or e-mail.


 

kpeters@astm.org (Kathy Peters)/ 610-832- 
9650



 

Developmental editor can help you with:


 

Answering questions about the Form and Style 
for ASTM Standards and how to apply our style 
to standards



 

Upfront editing of new, revised, reinstated 
standards



 

Assisting with artwork issues
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As I mentioned before we have a developmental editor on staff that can help with writing the draft of your new standard.

Her contact information is listed here. I also have her business card with me in case anyone would like to pick that up.



Read the rest of the slide.



Figures and Artwork



 

Submit clean, readable 
figures


 

If revising an existing 
figure for ballot, submit 
changes to our 
Developmental Editor



 

TIF, JPG and 
AUTOCAD formats are 
acceptable


 

Graphics department 
will work with what you 
have
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Speaking of figures and artwork, here are some guidelines for a good quality figure. [Read slide]



Color Figures 



 

Only available:


 

PDF 
Downloads



 

CD version of 
the Annual 
Book of 
Standards



 

Online 
Volumes

Presenter
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Editor: We are now printing color figures in our electronic versions of our standards. The color figures will not appear in the hardcopy version of the Annual Book of Standards.

[Transition to Staff Manager]

I am now going to turn things back over to ___________ and he/she will explain the revision of an existing standard and the balloting process.



Revisions
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Registering Revisions



 

Register new work item


 

Registering generates a request for WORD file of 
the latest version of the standard from ASTM 
International


 

An email with a link to the WORD version of the 
standard will be sent to the technical contact



 

If you are the technical contact, you will have access 
to a WORD version of the standard on the work item 
summary page after you log in to MyASTM
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My ASTM Work Items
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My ASTM Work Item
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My ASTM Work Item Summary
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Electronic Revision Preparation



 
Always keep a clean copy of standard



 
Determine if entire document is to be 
balloted, or just sections
Determine which sections need revision
Determine how much context is needed 

for a revision to make sense to the voter


 
Use Track Changes to make revisions
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Here are some tips about electronic revision preparation:



[read from slide]



(be prepared for someone to ask “what do you mean?” about ballot entire document or just sections.  If they ballot the entire document, then the entire document is up for debate when it comes time to vote.  Best answer is “use your best judgment.” )



Example of Ballot Item 
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Now, here’s an example of a ballot that used the Track Changes feature.  

[turn on the pointer function in PowerPoint by getting the transparent arrow at the bottom left side, and then choose your pointer option]



Notice here [circle], additional text is highlighted in red and is underlined.

Notice here [circle], deleted text is highlighted in red and has a strikethrough.

And notice here [circle], this vertical bar appears next to any line that has changed text.  This is something your voters, and your editor, will look for when reviewing your revision.



Finally, please put a header on all balloted information. [circle]  include the date, the draft number, and the designation of the standard you’re revising, including the year-date. Should also include the work item number.







Balloting
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Submitting Item for Ballot Online 
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Return to the same area on the ASTM website, My ASTM, to submit an item for ballot, only use the right hand section of the page for this.





Balloting



 

ASTM has three levels of ballot


 

Subcommittee


 

Main Committee


 

Society


 

Ballots are open for a minimum of 30 days, 
all ballots are done online

Presenter
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Staff Manager: ASTM has three levels of balloting, sub, main, and society.  All ballots are done on the web and are open for a minimum of thirty days.  All new standards need to pass sub, then main, and then society ballot before being approved.  A negative on a standards will stop the ballot process.  For more information on this, please attend the training module tomorrow, or see me after this module is completed.





Subcommittee Ballot



 
Ballot item submittal



 
Develop a strategy for considering ballot 
results



 
Task group chairman calls/emails negative 
voters before ballot closes



 
Task group may decide to revise draft and 
reballot before Subcommittee meets
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Main Committee Ballot


 
Items that pass subcommittee ballot with 
no negatives move automatically to main 
committee ballot



 
Drafts that have been through at least one 
subcommittee ballot can be balloted at 
main
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Concurrent Sub/Main Ballot



 
During the balloting process:
Editor begins working on item with the start of the 

balloting process
Technical contact should contact negative voters 

while ballot is open in order to resolve the 
negative

Discuss strategy for how to resolve negative 
votes with your staff manager

Contact your staff manager with your negative 
ballot resolutions
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Negative Resolutions



 
Five possible resolutions:
Withdrawal
Withdrawal with Editorial Changes
Persuasive
Not Persuasive
Not Related
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Online Negative Resolutions



While the Standard is Balloting…



 

The Editor begins the editing process, which 
includes:


 

Typesetting/converting Word document to SGML


 

Scanning and placing artwork 


 

Ensuring the standard matches balloted draft


 

Ensuring that tables and figures are cited and 
numbered correctly



 

Verifying titles of ASTM standards in the Referenced 
Documents section and verifying that they are all 
cited in the text

Presenter
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Read slide.





 
The Editor will also:
Ensure that section and cross-references 

are correct (for example, See Table 1)
Confirm that all mandatory sections are 

included and in the correct order
Review supplier footnotes for compliance 

with Part F in the Form and Style for 
ASTM Standards manual

While the Standard is Balloting…

Presenter
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Read slide.



Typical Corrections



 

Grammar 


 

Typographical errors


 

The editor will ensure that:


 

Certain formats or spellings appear consistently 
throughout the standard



 

Trademarked terms are replaced with generic 
terms (for example: “Pyrex” becomes “borosilicate 
glass”)



 

Technical terms are spelled in accordance with 
ASTM Form and Style. A few of the most 
corrected terms are: metre and litre

Presenter
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Read slide.





Editorial vs. Technical 
Changes



 
Editorial changes do NOT change the 
meaning or intent of a standard and do 
NOT require balloting. 
Changes can be made during review process



 
Technical changes CHANGE the meaning 
or intent of a standard and REQUIRE 
balloting.
Changes must be made on the next ballot
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During the review process you might have a conversation with your editor about technical vs. editorial changes. Here are some guidelines: [Read slide]



New Standard Receives 
Approval



 

A standard will receive official Society approval 
on the 1st and 15th of the month.  



 

Once a standard receives society approval, the 
editor is notified and prepares the standard for 
review by the technical contact (reviewer) listed 
on the ballot. 



 

If editorial changes were provided during the 
balloting process or as the result of negative 
vote resolution, the editor includes those 
changes in the standard sent for review.

Presenter
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Read slide.



Review
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Now that your standard has gone through the balloting process and received an approval date, the review period begins:



Review Process



 
The editor e-mails a licensed PDF and 
redlined PDF of the standard for 
review.



 
This email: 
Will provide a link to the online ballot 

item. 
Will note if the “Units of Measure” 

statement in the Scope does not follow 
Form and Style and requires correction. 

Presenter
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Add to first bullet: Some people refer to this review copy as the “galley proof.” 







Review E-mail
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Here is a sample review letter that you will receive from your editor. This letter contains a link to the actual ballot item, and attached should be your PDF or redlined PDF of the standard that indicates those changes. You will notice that the due date is also circled. 



Reviewer’s Checklist


 

The reviewer should ensure that all balloted 
information appears correctly in the printed 
standard



 

Address any questions the editor may have 
posed in the cover letter


 

Typical questions include:


 

Citation of Referenced Documents in the text


 

Addition of Keywords


 

The reviewer should respond to the editor by the 
stated deadline. This ensures the timeliest 
publication of the new standard. Contact the 
editor immediately if an extension is needed.  

Presenter
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Editor: These are the key responsibilities of the reviewer once you receive the review e-mail from the editor:

Ensure that the edited manuscript matches the latest balloted draft. If a standard has been under development for some time, there could be several drafts. 

Address any questions that the editor may have asked in the review letter. Confirm that the referenced documents listed in Section 2 are appropriately cited in the standard. Add Keywords if necessary. There may be also be questions regarding figure quality/placement, term usage, equation setup, etc. 



The last item is important in upholding ASTM International’s mission to provide the latest standards in a relatively short time after they are approved. The typical review period is one week.





Add to third bullet : If you know that you are going to on vacation, or away for work just let us know and we can accommodate that. If we don’t hear from you the standard will be published by the due date. 









Publication
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Editor: When the technical contact signs off on the standard, a final copy will be sent and the publication process commences.



Final Publication


 
Editor sends final approved document 
to ASTM website team



 
Within a week the standard is 
available online as a separate



 
The printed Book of Standards is a 
snapshot of what was completed at 
the time the book published, but the 
ASTM website will always have the 
most updated version of the standard
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Within a  week after the reviewer gives his or her final approval, the standard “goes live,” meaning that it’s available as a separate from ASTM’s website. The Book of Standards prints once a year, and acts like a snapshot in time of whatever standards were completed when it went into production. It’s a very handy hard copy resource, but to be sure you’re getting the most up-to-date version of a separate, it’s always best to check the web.
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So as a quick review of  today’s module: We learned about the many development and writing tools that are available to you, from the standard templates and the form and style manual, to our developmental editor and virtual meetings. We covered how to revise an existing standard and how to ballot both a new and revised standard. We also covered the review process of the standard as well as the publication process. We hope this information makes it easier for you to continue writing and revising ASTM standards. 





Contact ASTM International 

Web : www.astm.org
phone : +1 610/832-9585
fax : +1 610/832-9555
address : ASTM International 

100 Barr Harbor Drive 
PO Box C700 
W. Conshohocken, PA 
19428-2959 
USA
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Please feel free to contact ASTM, your staff manager, or your standard’s editor with any questions you may have as you develop and revise your standards. 

http://www.astm.org/


Thank you for attending!

Enjoy the rest of your 
week!
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Thanks for attending. Don’t forget to fill out our evaluation forms, and we do have some CDs of the workshop available for you should you want an electronic copy.

Have a good afternoon! 
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