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Task Group Chairman and Technical 
Contact Responsibilities 



ObjectivesObjectives
• At the end of this module, you will be able to 

serve effectively as a Task Group Chair and 
Technical Contact by:
– Handling administrative responsibilities
– Conducting an effective task group meeting
– Preparing items for Sub and Main Committee 

ballots
– Resolving negative votes on the website
– Utilizing available resources at ASTM 

Headquarters



Being an Effective Task Group Being an Effective Task Group 
Chairman / Technical ContactChairman / Technical Contact



What is a Task Group? What is a Task Group? 
• May be formed to…

– Create new standards
– Review and revise standards
– Develop a precision and bias statement
– Promote membership/publicize activities
– Review standards editorially
– Determine a need for a symposium

• Non-members allowed to participate



Responsibilities of Task Group Responsibilities of Task Group 
ChairmanChairman

• Establish missions and goals of task group
• Assign a small working group with experience 

and expertise
– Ensure key players of industry are involved

• Assign tasks with deadlines
• Organize developmental meetings

– Use face to face or virtual meetings
• Coordinate task group reports at 

subcommittee meetings



Scheduling a Virtual MeetingScheduling a Virtual Meeting
• Can be done through 

your staff manager or 
through the My 
Committees page 

• Virtual meetings and 
conference calls in 
between face to face 
meetings helps 
accelerate the 
standards 
development process



Scheduling a Virtual MeetingScheduling a Virtual Meeting



Effectively Running a MeetingEffectively Running a Meeting
• Before the Meeting

– Prepare task group report
• Include ballot results

– Review ballot results, correspondence with 
negative voters, any action items from 
previous meeting

– For subcommittee meetings, contact 
subcommittee chairman with meeting 
requirements (e.g. A/V equipment, additional 
meeting space or time changes)



Effectively Running a MeetingEffectively Running a Meeting
• During the Meeting

– Start on time
– Review the agenda and revise as necessary
– If using virtual meeting tools, be sure all 

attendees know how to log in and use 
meeting tools

– Recognize attendees who wish to speak
– Maintain Order



Task Group ReportsTask Group Reports
• Written report to be included in subcommittee 

minutes
• Report should include . . .

– The status of the project, including projected timeline 
for milestones 

– A recommendation on items for ballot
– A recommendation for disposition of negative votes
– Requests for data, review or assistance from ILS



Responsibilities of Technical Responsibilities of Technical 
ContactContact

• Main author of new draft standard or revision
• Should be very familiar with standard
• Needs experience, knowledge and good 

communication skills
• May be asked to address technical questions 

about the standard, but cannot provide official 
interpretations

• Consider revisions needed based on 
customer inquiries



Inquiries on StandardsInquiries on Standards

• ASTM membership and staff are prohibited 
from offering official interpretation of standards

• Official responses must follow Section 16 of 
the ASTM Regulations

• Inquiries can be handled informally by 
Subchairs and technical contacts

• Be clear that the response is a personal 
opinion

• Do not use ASTM stationery for the response



Leading the Balloting ProcessLeading the Balloting Process
• Gain approval by subcommittee chairman for 

work item registration
• Register work item online and keep updated 

– Rationale for the activity
– Scope, keywords, target ballot date

• Draft the standard or revision
• Submit ballot item online with rationale / cover 

letter
– Background information, resolution of negatives, 

contact information



Registering a Work ItemRegistering a Work Item



Registering a Work ItemRegistering a Work Item



Registering a Work ItemRegistering a Work Item



Registering a Work ItemRegistering a Work Item



ASTM Collaboration AreaASTM Collaboration Area
• Utilizing the collaboration area creates a central 

location for draft documents, related files and 
task group comments 
– Stores task group member information
– Easily send email to entire task group

• Collaboration area can be established as part of 
the work item registration process or at a later 
date

• To access your collaboration area once it is 
created…







Submitting a Ballot ItemSubmitting a Ballot Item



Submitting a Ballot ItemSubmitting a Ballot Item



Submitting a Ballot ItemSubmitting a Ballot Item



Submitting a Ballot ItemSubmitting a Ballot Item



While Item is On BallotWhile Item is On Ballot
• Monitor negative votes
• Communicate quickly with negative voters 
• Email notifications will be sent when a negative 

vote or comment has been received
• Ability to view, print and download negatives and 

comments by item number and ballot



After Ballot ClosesAfter Ballot Closes
• Collect all comments and negatives
• Contact negative voter prior to subcommittee meeting
• Communicate with subcommittee chairman how much 

time will be needed during the subcommittee meeting to 
address negatives

• Schedule a virtual meeting prior to subcommittee 
meeting if necessary to discuss negatives 

• Inform negative voters of the outcome of vote 
consideration



Reviewing Negatives & CommentsReviewing Negatives & Comments



Reviewing Negatives & CommentsReviewing Negatives & Comments



Reviewing Negatives & CommentsReviewing Negatives & Comments



Reviewing Negatives & CommentsReviewing Negatives & Comments



Resolving Negative Votes OnlineResolving Negative Votes Online



Resolving Negative Votes OnlineResolving Negative Votes Online



Resolving Negative Votes OnlineResolving Negative Votes Online



Resolving Negative Votes OnlineResolving Negative Votes Online



Resolving Negative Votes OnlineResolving Negative Votes Online



ASTM AssistanceASTM Assistance
• ASTM can assist in the following 

areas… and more!
– Standard Templates
– Form & Style Manual
– Regulations
– ILS 
– Editorial Assistance
– Setting up Webex meetings
– Collaboration Areas



Training VideosTraining Videos
• Training Videos on ASTM website navigation 

are now available. Specific topics include: 
– How to log-in to access your My ASTM webpage 
– How to access rosters, agendas, ballots, and 

other member-only information 
– How to access, vote on, and return ASTM ballots

• To view these videos, go to: 
http://www.astm.org/MEMBER_TRAINING/ho 
wto.html

http://www.astm.org/MEMBER_TRAINING/howto.html
http://www.astm.org/MEMBER_TRAINING/howto.html


Thank you for Attending! Thank you for Attending! 

Any Questions?

Contact your Staff Manager 
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