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


Sean Balley

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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st Objectives
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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

m Determine if new standard is needed
m Identify and gather key stakeholders
m [dentify Subcommittee

m Register a Work Item
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.| Work ltems

ndards Worldwide

m Register Work Item at
http://myastm.orq:

OWhat is needed?
= Title
= Scope
= Keywords
= Target date for first ballot
= EXpected target date for approval
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http://myastm.org/

=mroe | \NNat does a Work Item do?

m Provides tracking number - WK25321

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

m Stimulates participation from outside of
task group
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Development Tools
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Standard Development
Tools:

m Virtual Meetings

m Collaboration Area

m Writing Tools

m Draft Templates

m Developmental Editing
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—wreu| \/IrtUal Meetings

® Online document viewing and editing during the
meeting

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

m Saves time and expenses on meeting face-to-
face

m ASTM uses WebEx Meetings, an excellent
vehicle for these meetings
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114 ollaboration Area

Standards Worldwide

Lifespan - About Collaboration Area - Back to MyASTM - B10 Meetings - Tech Support - Log Out

ASTM Collaboration Area

Collaboration on WK34871 - Revision of B265 What's New?
Created: Target Date: 2012-05-01 Technical Contact : James McMaster
Drafts L[ Discussion U Files U Members U History Administration

£~ Remove Drafts

Work Item Description:
= & Invite/Remove Members

This revision will add a lot definition to B265. It is expected that this work will lead to adding or modifying lot definitions L .
in other titanium (and possibly zirconium) specifications. Add/Remove/Edit Timeline

Edit Work Item » @ Remove Files
[¢¢ Remove Comments

/' Draft Standard Upload New Draft [ Remove Discussions

Add/Update Message
Learn More -

The technical contact for this collaboration area has not yet posted a draft.

Related Links

X L, Edit Work Item

Submit Item For Ballot
Schedule Online Mtg/Conf. Call

Collaboration Video Demo
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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. 


ﬁglp)

- | SUDMIt your draft in WORD

m ASTM requests WORD for balloting purposes
pecause It Is the most common word
orocessing program.

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

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

m Committee editor converts the WORD file into
SGML (Standard Generalized Markup
Language) for composition and electronic
publishing purposes.
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-~ Form and Style Manual

Standards Worldwide

@ On www.astm.org under:
1 Technical Committees

0 Standards Development
00 Form and Style for ASTM Standards “Blue Book”

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

m Your editor is avallable to answer
guestions you may have about the manual
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Explain where it is on the website. Review first bullets.

http://www.astm.org/

AEJI!%” Form and Style Contents
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Part A. Form of ASTM Test Methods ... e A-1
Part B. Form of ASTM SPeCifICationS. ....ooviiii i aee e ee e B-1
Part C. Form of Other Types of ASTM Standards .........ccooveviieniiiiiiiinieeeeiineee e C-1
Part D. Use of the Modified Decimal Numbering Systeill .......coovvvvvvverrieesivireeeee e D-1
Part E. Terminology in ASTM Standards..........coooiiiviiiiiieeeceeceee e E-1

Part F. Legal Aspects in Standards—Special Instructions ..........occocecvvevvvevecereeeeceecenen =1
Part G. Standards Style Manual..........oooooiiii e G-1

Part H. Use of ST Units 11 ASTM Standards. . ...oo e e e e e H-1
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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. 


QQEIF/” About ASTM Templates

IN TERNA TIONAL

= Available at on Technical
Committees page under the tab “Standards
Development”

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

m Detalled 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]
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ASTM Templates Features

INTERNATIONAL
ndards Worldwide

m Suggested and mandatory headings are
orovided; mandatory headings are in RED
m Dialog box prompts to insert Title and
—Footnote 1

m Abllity to insert tables, figures and
equations

m Auto Numbering (this is a limited but helpful
feature)

m Layout in one column format for
ballot/editing purposes
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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. 




7| 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.  
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1
2
3
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11

12
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Screen Snap of Template

Work Item Mumhber: WE12345

il

Include Ballot Rationale Here (Required for all Ballots)

Standard Test Method for
Testing Cellular Insulation Block!

This standard 15 »med under the foced designation £ XXEEXE, the mumber inmnediately follwnng the designation
mdicates the ywear of origmal adoption or, m the case of wvison, the wear of last revision. 4 rmmber m parertheses
mmdicates the vear of last reapprooral. & supersamt epsibn (5) mdicates an ediorial change since the last revision or
reapproval

1. Scope
1.1

1.2 Inelude in this section the system af units to be usad., Hafer fo the above ASTM Standards

Ulnits toalbar button for a dropdows meni of ASTM s Form and Stvle Marnual staiemenis.
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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.


ui’ [ Screen Snap of Template
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17
18

149

20
21

22

2. Referenced Documents

21 ASTM Sitandards:

3. Terminology

21 Definitions:

Thiz test method is under the jurisdiction of ASTR Committee CI G ox Thermeal biswlafion and is the direct
responsibility of Subcommittes O 672 on Mechardcal Froperfies.
Current edition approved X500 30T, Z0E00. Published BOX ERIEEL

1

Tl decmons it wtan A ST stvpelanl oy mler corealaaton wilman A ST ®eloac aloemanites bt by ot s isd allappoewk eqmmed o Tscone sn A ST clazd. e e 10t
o sjaedne excionlak o1 qmek, mowlek o3 mpart Ao dec it e nrdls of ANIL Comanttes s b activites, oI smilanit i o a1 oo erpaumstiones rhzelanls belies §whe e watoznl
et tensl o o e sxe pt with e appaemlef de Clamusnef §e Comanites Laving) miodic ten szl e witenamleimation of e Peialewdof e focktr. vende wtapes wih dere
colrlitoi pleass Tuuedbtl destroy allcopoes of fe Lo o1t
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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. 
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28 S, Significance and Use
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24 T. Apparatuas

25 7.1

36
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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.


w

~.| ASTM Template Toolbar
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Hd B = %« w §) [ sy [jasstandards Uniesw L
ﬂ i | 2 @ Solely 51 Standard | c | B A
@J Combined Standard
10 1 SLD]}E @ Inch-pound Standard
fll Mo Linits
11 I.1
12 1.2 Include in this section the system of units fo be used. Refer to the above ASTM Standards

13 Units toolbar button for a dropdown memu of ASTM's Form and Stvle Manual statements.

14 1.3 This standard does not purport to address all of the safety concerns, if any, associated

15 with its use. It is the responsibility of the user of this standard to establish appropriate safety and
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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. 
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INTERNATIONAL
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ASTM Template Toolbar

¥, |ch“.?; ide i this section the svsteni of units fo be used. Refer to the above ASTM Standards

Units toolbar button for a dropdown memnt of ASTM s Form and Stvle Meanual statements.

1.3 This stemdard does not purport to address all of the safety concerns, if any, associated

So1ELy S Stantand

[x)

with its use. It is the responsibilii

health practices and determine i

' E Insert Solely 51 Standard units statement here?
L3

Yes Mo

2. Referenced Documents

establish appropriate safety and

ntations prior fo use.
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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.




AEJI!%” ASTM Template Toolbar
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10 uL Scoﬁe |

11 1.1

12 1.2 Units - The values stated m SI units are to be regarded as standard. No other units of
13 measurement are meluded m this standard

14 1.3 This standard does not purport to address all of the safety concerns, if cn, associated

15 withifs use. It is the responsibility of the user of this standard to establish appropriate safety and

1

L=

health practices and determine the applicability of regulatory limitations prior fo use.
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When you click O.K., the units statement will overwrite the explanatory text. 


ﬁﬂ?f Developmental Editing

INTERNATIONAL
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m |f you have questions while writing a draft
standard, contact the developmental editor.

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

O (Kathy Peters)/ 610-832-
9650

m Developmental editor can help you with:

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

00 Upfront editing of new, revised, reinstated
standards

0 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

Standards Worldwide

m Submit clean, readable

figures
O If revising an existing
figure for ballot, submit

changes to our
Developmental Editor

m TIF, JPG and
AUTOCAD formats are
acceptable

0 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]
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Pore Scale
Schematic

Vadose Zone

with Residual LNAPL

Water
Piezometric
Table
Sand Grain
Ar.
Water- -
LNAPL

Mixed Capillary Fringe
with Residual LNAPL

Ground Surface

Vapor Phase Hydrocarbons
A

| Release

™ .« Area

A
|

Source Zone
(LNAPL/water/air)

Lower Limit of

o

Smear Zone

Pore Scale
Schematic

Free LNAPL Zone
(High LNAPL Saturation)

‘Residual LNAPL Saturation
(Low saturations)

QQ}
N CD

Water-only Zone containing
Dissolved Hydrocarbons

= Only available:

1 PDF
Downloads

01 CD version of
the Annual
Book of
Standards

1 Online
Volumes
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[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.
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INTERNATIONAL
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Revisions
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AHIFM,, Registering Revisions

m Register new work item

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

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

O 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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INTERNATIONAL

Standards Worldwide - Home M yASTM

ASTM Home

MyChoices

MyCommittees

Digital Library Home
Change Password

Update Your Information
Invite A Colleague

Join Additional Committees

Drop Subcommitiees

Help

My Tools
Ballots & Work Items >
Meetings. Minutes & >
Agendas
Additional Resources -4

Roster Maintenance g

MNegatives & Comments Jglek!

Account#: 000227338

Order History
Jeffrey Adkins

Order History  Site Map  Support

MyASTM/MyCommittees

Welcome, Jeffrey Adkins - Recent Activity

Please check your contact information and update if needed.

My Outstanding Ballots My Next Meetings

Contact

Web/IP Policies

My ASTM Work Items

Copyright/Permissions

My WK (Work ltems)

| Select ballot [~ | Select meeting

=

Select work item

=

My Collaboration Areas

| Select Collaboration Area

MyCommittees
Committee B02 on Nonferrous Metals and Alloys
Main Page Ballots Minutes Rosters Meetings &
Symposia

Committee B10 on Reactive and Refractory Metals and Alloys

Main Page Ballots Minutes Rosters Meetings &
Symposia

Committee C18 on Dimension Stone
Main Page Ballots Minutes Rosters Meetings &
Symposia

Select work item
E| View All
B10
c18
D01
EO8
F18
Agend F20
G003
oo oy
Agendas Committee Standards
Documents Tracking
Agendas Committee Standards
Documents Tracking

Committee D01 on Paint and Related Coatings, Materials, and Applications
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TG

e | My ASTM Work Item

Order History  Site Map  Support Contact Web/IP Policies Copyright/Permissions

11 K4

INTERNATIONAL

Standards Worldwide - Home [JIUATFSSR N

ASTM Home
MyChoices
MyCommittees

Digital Library Home
Change Password
Update Your Information
Invite A Colleague

Help

MyASTM / My B10 Work Items
Jeffrey Adkins,

You are a task group member on the Work tem(s), or WKI(s) listed below. Where you serve as the Technical
Contact, the WEK(s) are shown in red.

B10.01 on Titanium

Proposed: WK24363 Technical Contact: David Tripp

== slerr Specification for Titanium Sponge
WK31135 Technical Contact: David Tripp
B338-09 Standard Specification for Seamless and Welded Titanium and Titanium Alloy Tubes for
Condensers and Heat Exchangers
WK24604 Technical Contact: James McMaster
B348-09 Standard Specification for Titanium and Titanium Alloy Bars and Billets
WE26972 Technical Contact: Chris Wilson
BG00-09 Standard Guide for Descaling and Cleaning Titanium and Titanium Alloy Surfaces
WWK33804 Technical Contact: James Grauman
B862-09 Standard Specification for Titanium and Titanium Alloy Welded Pipe
WWK25838 Technical Contact: James McMaster
B863-10 Standard Specification for Titanium and Titanium Alloy Wire
WWK32367 Technical Contact: John Mountford Jr.
B891-98(2004) Standard Specification for Seamless and Welded Titanium and Titanium Alloy
Condenser and Heat Exchanger Tubes With Integral Fins
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iy
wtibon| My ASTM Work Item Summary
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INTERNATIONAL
Standards Worldwide - Home \ ,_."-;1 [andard

ASTM Home

MyChoices ASTM WK30879

MyCommittees

(What is a Work Ttem? / How to Input to a Work Ttem)

Digital Library Home
Work ltem: ASTM WK30879 - Revision of B265-10 Standard Specification for

Crenge Passeo Titanium and Titanium Alloy Strip, Sheet, and Plate

Update Your Information

Invite A Colleague Active Standard: B265-11

Help Developed by Subcommittee: B10.01 | Committee B10 Home | Contact Staff Manager

Work Item Status:
- Date Initiated:11-06-2010
Copyright/Permissions | Technical Contact: Motomi
Masaki

More B10.01 Standards . Related Products

1. Rationale

Status: Draft Under Development
Our request is that in ASTM B265-10, in the definition of plate,
the size range be extended up to 3.71mm in thickness.
Specifically, it is requested that in section 3. Terminology, the
lower limit of thickness should be changed from 0.187 in.
(4.76mm) to 0.146 in. (3.71mm), and that in TABLE 13,
0.187(4.76)t00.375(9.52), excl. should be changed to 0.146
(3.71)t00.375(9.52), excl. We ask this because while plate is
ordinarily manufactured on a plate mill, with the plate mill, it is

Standards Tracker

Standards Subscriptions
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QQJEJI” Electronic Revision Preparation
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m Always keep a clean copy of standard
m Determine If entire document is to be
balloted, or just sections
O Determine which sections need revision

1 Determine how much context IS needed
for a revision to make sense to the voter

m 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.” )


1/

-~ Example of Ballot Item

Standards Worldwide

WKA17530

Date: April 20, 2010

To: ASTM DO7 Main Committee and D07 .02 Subcommittee Members
From: B .J. Yeh, Subcommittee DO7 .02 Chair

Revisions to ASTM D5456 -- SCL

At the last DO7.02.03 SCL section meeting on October 16, 2008, a question was raised
on Section A2.7 .5 for the evaluation of equivalent specific gravity of bolts for SCL. This
ballot items addresses that change.

Should you have any questions concerning this ballot, please don't hesitate to contact
me by e-mailat borjen yeh@apawood.org or phone 253.620.7467.

A2 75 Equivalent specific gravity values for design use with bolts shall
be the average of individual equivalent specific gravity values for all bolt

fer—eaeh—e;&ntaaan—(jne equalent sue:::nfu:: qraww is t-:: be spec:fned fnr
both ¥ and X orientations then it shall be the lower of the two individual
values.
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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.
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Balloting
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g Item for Ballot Online

s Hoe B 2 dEm Ara .

MyChoices MyASTM/MyCommittees

MyCommittees
; Welcome, Jeffrey Adkins - Recent Activity
Digital Library Home

Please check your contact information and update if needed.
Change Password

oA Vol orhon My Outstanding Ballots [l My Next Meetings My WK (Work ltems) -
Select ballot [~ | | Select meeting [~ BN -
Invite A Colleague i
My Collaboration Areas -
Join Additional Commitiees  Select Collaboration Area [l
Drop Subcommittees
MyCommittees
Help
Committee B02 on Nonferrous Metals and Alloys
My Tools
Ballots & Work ftems SubmitEdit Minutes Rosters Meetmgs.& Agendas  Committee Standgrds
Symposia Documents  Tracking
Meetings, Minutes & ?  Inactivity Reports
Agendas i
d faiieh Eolabosition Area ctive and Refractory Metals and Alloys
Additional Resources » Main Fage Ballots Minutes Rosters  Meetings & Agendas Committee  Standards
Symposia Documents  Tracking

Roster Maintenance g

Negatives & Comments @it Committee C18 on Dimension Stone

Main Page Ballots Minutes Rosters  Meetings & Agendas Committee  Standards
Account#: 000227339

Qrder History
Jeffrey Adkins Committee D01 on Paint and Related Coatings, Materials, and Applications

Symposia Documents  Tracking
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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

Standards Worldwide

m ASTM has three levels of ballot
0 Subcommittee
00 Main Committee
[0 Soclety

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

m Ballot item submittal

m Develop a strategy for considering ballot
results

m Task group chairman calls/emaills negative
voters before ballot closes

m Task group may decide to revise draft and
reballot before Subcommittee meets
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AHI% Main Committee Ballot

IN TERNA TIONAL

m [tems that pass subcommittee ballot with
no negatives move automatically to main
committee ballot

m Drafts that have been through at least one
subcommittee ballot can be balloted at
main
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ﬁﬂjl!%” Concurrent Sub/Main Ballot
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m During the balloting process:

1 Editor begins working on item with the start of the
balloting process

1 Technical contact should contact negative voters
while ballot is open in order to resolve the
negative

[1Discuss strategy for how to resolve negative
votes with your staff manager

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

m Five possible resolutions:
OWithdrawa
OWithdrawal with Editorial Changes
O Persuasive
CONot Persuasive
ONot Related
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MyChoices

Change Password MyASTM / Ballot Negatives and Comments / Ruling

AP BRI ST Support Desk | Return to List of Ballots | Return to Ballot Negative and Comments | Return to

Invite a Colleague MyCommittees

Help MAIN COMMITTEE BALLOT F18 (11-06)
ITEM D02 - REAPPROVAL OF FO479-2006

Submit disposition of Gregory M Cain negative vote. Click here to view negative.
FAIL - (Item failed percent affirmative requirement)

PERSUASIVE - (Any part of the negative vote was found persuasive; Item removed from
ballot)

WITHDRAWN (Entire negative vote was withdrawn without editorial changes)

WITHDRAWN WITH EDITORIAL CHANGES (Entire negative vote was withdrawn with editorial
changes)

Clearly distinguish editorial changes from the ballot item using "track changes" or provide in a
separate list format (attach below). Please do not provide a clean copy of the document.
Submission may be made in separate document.

Browse...

NOT PERSUASIVE (Entire negative vote was found not persuasive or there is a combination
of not persuasive and withdrawn dispositions)

NOT RELATED (Entire negative vote was found not related or there is a combination of not
related and withdrawn dispositions)

| ClearResolution | | AcceptResolution | | Cancel




AEJIP) While the Standard is Balloting...

INTERNATIONAL
dards Worldwide

m The Editor begins the editing process, which
Includes:
0 Typesetting/converting Word document to SGML
[0 Scanning and placing artwork
0 Ensuring the standard matches balloted draft

0 Ensuring that tables and figures are cited and
numbered correctly

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


Presenter
Presentation Notes
Editor:



Read slide.
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4. While the Standard Is Balloting...

ndards Worldwide

m The Editor will also:

1Ensure that section and cross-references
are correct (for example, See Table 1)

O Confirm that all mandatory sections are
Included and In the correct order

1Review supplier footnotes for compliance
with Part F in the Form and Style for
ASTM Standards manual


Presenter
Presentation Notes
EDITOR:

Read slide.


Aﬁjllh,v Typical Corrections

INTERNATIONAL
Standards Worldwide

m Grammar
m Typographical errors

m [he editor will ensure that:

01 Certain formats or spellings appear consistently
throughout the standard

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

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


Presenter
Presentation Notes
 EDITOR: 

Read slide.




ﬂﬂﬂml, Editorial vs. Technical
Changes

ndards Worldwide

m Editorial changes do NOT change the
meaning or intent of a standard and do
NOT require balloting.

1Changes can be made during review process

m Technical changes CHANGE the meaning
or intent of a standard and REQUIRE
balloting.

[1Changes must be made on the next ballot



Presenter
Presentation Notes
EDITOR: 

During the review process you might have a conversation with your editor about technical vs. editorial changes. Here are some guidelines: [Read slide]


ﬂjﬂjl!%” New Standard Recelves

INTERNATIONAL

Approval

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

m 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.

m 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.
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Presentation Notes
EDITOR: 

Read slide.
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Review



Presenter
Presentation Notes
Editor: 

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


AEIP)

.| Review Process

ndards Worldwide

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

m This emaill:

OWIll provide a link to the online ballot
item.

OWIll note If the “Units of Measure”
statement in the Scope does not follow
Form and Style and requires correction.


Presenter
Presentation Notes
Editor: 

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






Review E-mall

INTERNATIONAL
Standards Worldwide

ASTM STANDARD: A1234-11
MAIN BALLOT: A0104011

ITEM NUMBER(S): 1

Dear Mr./Ms. Doe,

A PDF version of the approved standard is attached for your review prior to publication. The above link has been provided to direct you to the ballot item document. if needed for reference.
Alzo included is a redline PDF. Although it is not an official document, this redline will assist your review by indicating all areas where changes were made.

Any editorial changes resulting from comments received during the balloting process need to be incorporated at this time.

“Units of Measure” Statement Requires Correction

ASTM International has mandated the review of every standard to determine if the “units of measure”
statement in the Scope conforms ta ASTM's form and style. Upon review, this standard was identified
as either missing this statement or including an incorrect statement. To correct this, the appropriate
statement from ASTM’s current Form and Style Manual has been inserted editorially. If you have no
ohjection, this standard will be released for publication with the new sta'tement.|

If this item received comments that require further copsideration at an upcoming meeting. please contact your staff manager immediately to determine if publication should be delayed.

Please provide any changes or comments to me i of | will mowve forward to final publication. A PDF of the standard will be sent to you upon final publication.

Thanks and hawve a great day!

Emilie Olcese

Editor Standards Publications
eolcese(@astm.org

Phone: 610.832.9663

Fax: 610.834.3602



Presenter
Presentation Notes
Editor: 

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. 


ﬁglp)

4001 Reviewer’'s Checklist

Standards Worldwide

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

m Address any guestions the editor may have
posed Iin the cover letter
1 Typical questions include:
= Citation of Referenced Documents in the text
= Addition of Keywords

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


Final Publication

m Editor sends final approved document
to ASTM website team

= Within a week the standard is
available online as a separate

m 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


Presenter
Presentation Notes
Editor: Either read slide or say the below: 

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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Development
Tools

ASTM
Standard
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EDITOR: 

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. 




Aﬁjllb’/ Contact ASTM International

INTERNATIONAL
ndards Worldwide

Web : www.astm.orqg
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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Presentation Notes
Editor or Staff Manager:

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!


Presenter
Presentation Notes
Editor/Staff Manager:

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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