DIRECTIONS FOR PREPARING AND SUBMITTING WORK ITEMS FOR BALLOT

1.
Provide the following information.
Date:
To: Subcommittee or Main Committee (both for concurrent ballots)
From: Technical Contact email/phone information
Work Item Number:
Ballot Action:– (example, Revision to DXXXX Standard Guide on… or Ballot of Draft Standard WKXXX Title)
Rationale: - provide reasons for the proposed revision or new draft standard. Include an update on previous ballot history, if applicable.
2.
Copy and paste the “Working Document Caveat” into your document.  If you are making revisions directly to a Word version of an existing ASTM standard, this caveat will already be provided.
This document is not an ASTM standard; it is under consideration within an ASTM technical committee but has not

received all approvals required to become an ASTM standard.  You agree not to reproduce or circulate or quote, in whole or in part, this document outside of ASTM Committee/Society activities, or submit it to any other organization or standards bodies (whether national, international, or other) except with the approval of the Chairman of the Committee having jurisdiction and the written authorization of the President of the Society. If you do not agree with these conditions, please immediately destroy all copies of the document. Copyright ASTM International, 100 Barr Harbor Drive, West Conshohocken,PA 19428. All Rights Reserved.

This caveat can also be found in Section F of the Form & Style Manual - www.astm.org/COMMIT/Blue_Book.pdf 
3.
Delete the sections of the standard that you do not want included in the ballot item.
4.
After deleting unwanted sections, turn on the ‘Track Changes’ tool found in Microsoft Word to CLEARLY INDICATE what is being revised.

Please note that you may see errors in math symbols (equations and Greek characters) as a result of your software’s interpretation of the Word document.

5.
Upload the ballot item using the Work Item Registration and Ballot Item Submittal toolon your My Committees  page (under My Tools, select Ballots & Work Items, then click on Submit/Edit), or email the item to your Staff Manager and Administrative Assistant.

INFORMATION ON FIGURES

Figures: A figure can be a technical drawing (vector line art), information visual (chart/graph/schematic), a photograph, or a combination of these.  They are editable only in the sense that the image may be edited using an image editor.  For information on working with images in documents, see: “Creating and Submitting Figures for Ballot” on the ASTM website (http://www.astm.org/COMMIT/Figures_Submission.rtf). 

Revising Figures: You have the option to request separate files of existing figures from ASTM International. Modifications to existing figures can also be made at ASTM International. Please contact our Developmental Editor, Kathy Peters, kpeters@astm.org (610) 832-9650 or your committee editor for more information. Embed the revised figures in the document to be balloted and return the document along with separate revised image files to ASTM.

New Figures: Embed the figures in the document to be balloted and return the document along with separate image files to ASTM International.

If you cannot submit the figure as an electronic file or it is a photograph, submit a hard copy original of the figure to your staff manager at ASTM International.  

SAMPLE BALLOT ITEM

This document is not an ASTM standard; it is under consideration within an ASTM technical committee but has not received all approvals required to become an ASTM standard. You agree not to reproduce or circulate or quote, in whole or in part, this document outside of ASTM Committee/Society activities, or submit it to any other organization or standards bodies (whether national, international, or other) except with the approval of the Chairman of the Committee having jurisdiction and the written authorization of the President of the Society. If you do not agree with these conditions please immediately destroy all copies of the document. Copyright ASTM International, 100 Barr Harbor Drive, West Conshohocken, PA 19428. All Rights Reserved.
Date: 

January 1, 2014

To: 

Committee D10 members and D10.23 members
From:

Bob Smith, TG Chairman

WK #:

WK12345

Ballot Action: 
Revision to D3359 Standard Test Methods for Measuring Adhesion by Tape Test
Rationale: 
Section 4.1contains old data.  The following revisions provide current information for this section.
4.  Significance and Use 
4.1  If a coating is to fulfill its function of protecting or decorating a substrate, it must adhere to it for the expected service life. Because the substrate and its surface preparation (or lack of it)has a drastic effect on the adhesion of coatings, a method to evaluate surface treatments, or of different coatings to the same substrate and treatment, is of considerable usefulness in the industry.New language, new language, new language.
