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	Done
	Step
	Who does it?
	How to do it?
	What all is included? Or notes

	
	Identify Need to Revise, Withdraw, Create a New Standard or Adopt an International Standard
	Project Initiator (Society members, committees, outside parties, companies)
	Contact ASABE Staff about need for standard.  Begin filling out Project Proposal Form (PPF).
	Need, background, and rationale.  Preferably have at least a partial list of experts, affected people, etc.

	
	Assign project to new or established Standards Development Committee (SDC)
	ASABE Staff and Division 03 Standards Committee or T-01
	If not self-evident, ASABE Staff will reach out to the impacted Division 03 Standards committee for assistance; T-01 is responsible for oversight on projects with significant cross-divisional content
	PPF, including impacted parties and proposed SDC

	
	PPF balloted to oversight  (Division 03 Standards Committee or T-01)
	ASABE Staff
	30-day ballot, usually via web forums 
	Recommendations for additions or changes to the project or SDC; assign oversight committee liaison to project, if necessary

	
	Project approved
	Division 03 Standards Committee or T-01
	
	Project Lead addresses comments; if approved, move on; if disapproved, revision of PPF may be necessary

	
	Notification of new project posted on ASABE web site and in Inside ASABE
	ASABE Staff
	Add project to list of current projects on website and place text for Inside ASABE in the proper folder on the network drive
	Press releases may also be desirable, especially in cases where additional input is required


	Done
	Step
	Who does it?
	How to do it?
	What all is included? Or notes

	
	Draft standard reviewed and finalized in ASABE/ANSI/ISO format
	Standards Development Committee (can work with ASABE Staff)
	
	For withdrawals, this may not be applicable

	
	Draft balloted
	Standards Development Committee votes, the balloting process is taken care of by ASABE Staff
	Project lead gives draft to ASABE staff.  Balloting done online with ASABE Forums.  30-day ballot.
	Draft document, copy of PPF.

	
	If document is to be ANSI, submit BSR-8
	ASABE Staff
	60-day timeframe to submit comments
	

	
	Document revised, comment resolutions incorporated, if appropriate
	Standards Development Committee
	Based on comments from the ballot or the public ANSI comment period, the document may be revised to incorporate needed changes.
	The resolution, or the attempt to resolve the comments with negative votes, MUST BE DOCUMENTED!

	
	Finalized document balloted to oversight committee
	Oversight committee votes, the balloting process is taken care of by ASABE Staff
	30-day ballot; committee confirms that all comments were addressed, the project scope was followed; votes and comments on technical content are NOT allowed
	Document, copy of project proposal form, results of SDC ballot and public comment (includes comment issues, both resolved and unresolved)

	
	If document is to be ANSI, submit BSR-9
	ASABE Staff
	
	

	
	Standard edited and published
	ASABE Staff
	Proofread for editorial changes, if revision - change latest revision date and history paragraph.  Once proofread, see checklist for publication
	

	
	All records - minutes, documentation of comment resolution attempts, etc. - sent to ASABE Headquarters
	SDC and Division 03 chairs, any other working group leaders, etc.
	
	


	What part of the Project Proposal Form is your responsibility?

	Project Initiator/Lead
	Division 03 Standards Committee or T-01
	ASABE Staff

	Project/Subject
	Approval
	Assign project number after complete form is submitted

	Rationale for Work
	Recommendations for Additions or Changes to Project
	Review of complete form

	Subject Matter Expert Listing
	Division 03 Standards Committee Liaison to Project
	Ballot completed form to oversight committee

	Project Type
	
	Informing oversight committee of any changes to PPF throughout project, if applicable

	Purpose and Scope
	
	

	Related Standards
	
	

	Impacted Parties
	
	

	Leadership and Assistance Request
	
	

	Proposed Project Schedule
	
	

	Updating PPF throughout project, if necessary; update ASABE Staff if changes made
	
	


