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A GUIDE FOR STANDARDS AND PRACTICES COMMITTEES

ISA Standards and Practices (S&P) Department is accredited by the American National Standards Institute to develop American National Standards using the Organizational Method. 

The Organizational Method allows development of standards under ISA’s Accredited Procedures. ISA Procedures define Main (oversight) Standards Committees for each major subject area responsible for establishing the need to, develop, revise, reaffirm, and recommend withdrawal of ISA Standards in their assigned area of responsibility, all subject to oversight by the S&P Board. These Committees form the consensus bodies for standards developed under the ANSI Accredited Organization method. The latest version of the S&P Accredited Procedures may be found at www.isa.org/standardsprocedures.
This guide covers the Organizational Method and is intended to assist Committees in writing standards, recommended practices, and technical reports. If there are any differences between this Guide and the Accredited Procedures, the Accredited Procedures document is the final authority. The Committee Chair provides leadership to the Committee, plans and subdivides the work, appoints or elects Subcommittee Chairs, determines goals, and keeps the Committee members and the Managing Director advised of progress. An effective Chair will keep the work moving on schedule.

1 Committee operations

The Main Committees are responsible for performing ISA Standards work based on a Committee purpose and scope approved by the Standards and Practices (S&P) Board. Committees should reflect the broadest possible representation from all organizations and individuals interested in the Committee activities through membership on the Committee. Committees gather and integrate all pertinent technical information related to the assigned task in order to develop the best possible consensus standard that does not duplicate any other existing standard. Subcommittees may be formed to expedite the work of the Committee.

Designated funds may be set up to support Committee research projects. To initiate a fund, a proposal shall be prepared and approved by the sponsoring Committee and the S&P Board. The proposal shall define the purpose of the fund and means for disbursing the fund.

1.1 Subcommittees

In order to complete necessary standards in an efficient manner, Subcommittees related to the subject area of the Committee may be formed. These Subcommittees are subject to the same general requirements as Committees defined in the Accredited Procedures, except for Committee balance and reporting requirements (www.isa.org/standardsprocedures). The balance requirements are assured at the Main Committee level, allowing the Subcommittees to be balanced to the extent practical, but without the need of formal Committee action if the desired balance is not obtained. 
The reporting functions for each Subcommittee are handled collectively by the Main Committee.

1.2 Committee functions

a) Prepare authoritative standards to simplify work, facilitate general understanding, and promote the interchange of information. Toward this end, Committees are responsible for developing standards in strict adherence with established procedures.

b) Suggest to the Managing Director new standards projects outside the current scope of the Committee — for example, those that may become apparent in the course of meeting its objective.

c) Prepare publicity releases regarding Committee activities for submission to the responsible Managing Director and recommend appropriate channels of dissemination.

d) Prepare ISA New Standards Project Proposal (NSP) form (Annex A). The form is also available online at www.isa.org/standards under Get Involved \ Standards Proposal Form.
Information on S&P Department administration is included in Annex B.

2 Getting started

2.1 Proposing new work

Proposals for new standards activity or revisions to published standards can be submitted by individuals, ISA Divisions, ISA Sections, or ISA Standards Committees. The first step in submitting a proposal for a new standard is to prepare an NSP form and send it to ISA’s Standards and Technology Department. An NSP form documents, among other items, the title and scope of the proposed work, its purpose and justification, and relevant coordination with other standards work and committees. See the Standards Development References section on ISA's web site (www.isa.org): Submit a new idea. The Department will forward the proposal to the S&P Board to assign either a Managing Director or a Committee.

2.2 Recruiting committee members

A Standards Committee is composed of voting members and information members. Voting members must fulfill obligations of Committee participation. They must have electronic document handling and communication capability to fulfill voting membership responsibilities. While participation by all interested parties is encouraged and welcomed, voting members are expected to participate at least three times during each calendar year or to contribute significantly to the work of the committee in some other way as recognized by the Chair, such as providing technical content to draft documents,. Participation is defined as attending a significant portion of a meeting (or teleconference) of the committee. Voting members are also expected to return votes on all letter ballots submitted to the committee. 
Committee members can be recruited from (or by means of) the following:

a) The S&P Survey Committee

The Survey Committee that preceded the formation of the Committee is a good source of Committee members. ISA's Manager of Standards Services can provide names and addresses.

b) ISA Divisions

Divisions (for example, PMCD, POWID, and CHEMPID) or other groups that submitted the original standard request or idea are good sources of Committee members (see Annex C for information about Divisions or visit www.isa.org/divisions/).

c) Previous Committee members

Contact your ISA staff representative for a listing of previous Committee members for reviewing or reaffirming an existing standard.

d) Standards Action—An online publication of the American National Standards Institute

Contact ISA’s Technical Services staff for assistance in announcing new Committees, etc.

e) InTech or ISA Insights
To publish items related to Standards activities (such as a call for Committee members), contact ISA's Manager of Standards Services or your staff representative.

f) ISA Division newsletters

These newsletters, published periodically by ISA's technical divisions, are prime sources for recruiting Committee members; ISA’s Division members are major sources of requests and support for Standards Committees within ISA. ISA’s Standards Committees maintain strong liaisons with ISA Divisions that propose the original standards. Contact your staff representative or access www.isa.org/divisions.

g) Technical publications

Check technical publications for the address of the editor and the names of authors of relevant articles for potential members.

h) Personal contacts

Employees in other companies, sales representatives, manufacturers in the field of interest, and authors of past papers on the subject are all potential sources for Committee volunteers.

i) Section and District newsletters

These newsletters are excellent sources for Committee members, particularly for subjects of regional interest.

NOTE—Individuals who are not ISA members are eligible to serve on, and chair, ISA Standards Committees.

Annex D provides an example of a notification of committee formation and a call for members that are suited for placement in the listed publications. Notices are your opportunity to promote your Committee’s work or standard. To be effective, the notice should clarify the need for your proposed Committee and the standard. Notices should encourage members to be present at meetings. ISA Technical Services staff should review and edit all notices. Standards and Technology staff will also post notices on related committee pages on the web site. Links to the standards committee web pages are available at www.isa.org/standardscommittees.
2.3 Preparing for the first meeting

Before the first Committee meeting, do the following:

a) Advise members of the date and location of the meeting at least four (4) weeks in advance.  

Consider holding the first meeting at ISA, Research Triangle Park, North Carolina, where excellent facilities, administrative services, and guidance are readily available. ISA staff can also assist your Committee members in finding accommodations, etc. Other potential meeting options include Division Conferences, ISA Technical Conferences, ISA Spring or Fall Leaders Meetings, and ISA Automation Week .

b) Email the agenda, background information, and all other reference materials at least 2 weeks prior to the meeting—if not with the meeting announcement. Email members a few days before the meeting as a reminder. See Annex E for more information.

c) Make every effort to have your Managing Director or another S&P Board member present at the first meeting.

d) Provide background and reference material to help the Committee understand the reasons for developing the standard and writing its scope and purpose. Be sure to bring copies of the Committee’s scope and purpose, as approved by the S&P Board, to the first meeting. The scope and purpose statements for individual standards, recommended practices, and technical reports are not approved separately by the S&P Board; they are reviewed as part of the normal standards development cycle. Many Committees use a modified version of their Committee scope and purpose for developing their document’s scope and purpose.

e) Remember that help is available from:

1) Your S&P Department Managing Director;

If necessary, email or call your staff representative to obtain your director's contact information. Invite the Managing Director to all meetings.

2) Other Committee Chairs and S&P Directors;

Visit the ISA Standards Committee web pages to obtain Committee Chairs', Managing Directors', or ISA Standards and Technology Staff contact information.

3) Your ISA Standards and Technology staff support (see Annex F); and

4) Previous Committee Chairs or members, if you are revising an existing standard.

f) Study the S&P Department's Accredited Procedures (www.isa.org/standardsprocedures) before your first meeting.

g) Check and resolve any conflicts with other Committees or standards (ISA and others).

ISA Standards and Technology staff will provide a copy of any ISA standard, recommended practice, or technical report on request.

h) Familiarize yourself with the S&P Department Accredited Procedures' requirements for meeting minutes. See Annex G.

i) Study ANSI documentation and procedure requirements available from the Standards Activities section ANSI's Web site (www.ansi.org).

j) Organize a balanced Committee.

Standards Committees should be balanced. They should be composed of individuals classified as Producer Interest (PR), Regulatory/Government Interest (RG), Testing/Certification/Approval Interest (TC), Architect-Engineer, Engineer-Constructors, Integrators Interest (AE), User Interest (US), and General Interest (GE). See the S&P Department Accredited Procedures (specifically, 4.2.3 and 6.2.2) for additional details regarding the classification of Safety Committees.

k) Review international standards activities relating to your Committee’s work.

If the activities of your Committee relate to the activities of any international standards-writing group, the U.S. Technical Advisor or Expert to that international body should be a voting or information member of your Committee. ISA administers the following IEC Technical Advisory Groups (TAGs):

1) TC31, Electrical Apparatus for Explosive Atmospheres  

2) SC31A, Flameproof Enclosures  

3) SC31G, Intrinsically-Safe Apparatus  

4) SC31H, Apparatus for Use in the Presence of Combustible Dust  

5) SC31J, Classification of Hazardous Areas & Installation Requirement  

6) SC31M, Non-electrical Equipment and Protective Systems for Explosive Atmospheres  

7) TC65, Industrial-Process Measurement and Control  

8) SC65A, System Aspects  

9) SC65B, Measurement and Control Devices  

10) SC65C, Digital Communications  

11) SC65E, Devices and Integration in Enterprise Systems

12) TC66, Safety of Measuring, Control and Associated Equipment  

13) TC85, Measuring Equipment for Basic Electrical Quantities
(Information on international travel is included in Annex H.) Contact your Managing Director for additional information.

l) Keep the membership list current.

5) Send out verification of membership with the agenda.

6) Keep ISA Standards and Technology staff informed of all membership changes.

7) Update membership lists regularly at Committee meetings.

3 Organizing the work

3.1 During the first meeting

At your first meeting, it is important to:

a) Acquaint the Committee with the following Volunteer Committee Member Participation:

Volunteer Members of ISA Standards Committees are expected to follow these ISA policies when conducting the business of the Committee:

· Respect the intellectual property rights of others.

· Do not knowingly incorporate copyrighted materials into the standard unless permission has been received from the copyright owner.

· Do not knowingly incorporate specifications in a standard that will require a patent license unless the patent holder agrees to follow the requirements of ANSI’s (and ISA’s) patent policy.

· Do not disclose any proprietary or confidential information without authorization.

· Accept that the copyright to all draft and final standards will belong solely and exclusively to ISA.

· Avoid inappropriate discussion of business competition issues such as pricing policies, pricing strategies, products, services, production methods, production costs, customers, or territories, whether in formal or informal session.

· Ensure that every meeting follows an agenda and that accurate minutes are produced documenting the decisions of the committee and any subcommittees.

The full text of the ISA Policy Copyright of ISA Standards is available from ISA staff.

b) Appoint or elect a competent, motivated, and reliable Secretary. To comply with ISA and ANSI procedures, it is vital to keep accurate minutes that document all votes and significant discussions and decisions. The Chair should appoint a Secretary and not perform this function;

c) Familiarize your Committee members with the procedures by which an ISA Standard is produced. See Annex I; and

d) Develop and obtain consensus on the Committee’s scope and purpose. Develop and obtain a consensus on the scope and purpose of the standard. 

(Note—You must ensure that you stay within your S&P Committee Board-approved scope and purpose. Submit or obtain any changes to the scope and purpose through your Managing Director to the S&P Board for approval.)
During subsequent meetings:

a) Distribute work items appropriately.

As the Committee work proceeds, it is important to divide the work into any apparent subtopics and establish Subcommittees to handle them. Divide the work into the smallest possible complete subjects. The Subcommittee will prepare a draft document for review by the Subcommittee and the Main Committee.

b) Establish a tentative schedule of future work and reach agreement on the frequency of future meetings.

c) Prepare rationale statements for the completed document that will explain to the reader or user the reasoning behind significant terms, complex material, and controversial requirements.

d) Define any terms that may be misunderstood (see Annex J). For example, the use of “shall be” versus “should be” may need to be defined to clarify the intended interpretation as used in the standard.

e) Develop explanatory statements to make the standard easier to use and reduce the number of negative comments received during public review. Include explanatory notes and similar material in an annex. Another option is to consider publishing an ISA Technical Report.

f) Establish liaisons with committees and organizations working in your area of expertise. The liaisons should be officially documented by the S&P Department Liaison Director. To do so, send the following information to the current Liaison Director:

8) The S&P Committee name and the Chair’s address, telephone and fax numbers, and email address, if available.

9) The Liaison’s name, address, telephone and fax numbers, and email address, if available.

10) The name of the committee/organization interfacing with the ISA S&P Chair or Liaison and the committee’s/organization’s address, and telephone and fax numbers.

g) Compile a list of reference documents and source material. Be sure to note the source of all extracted information, drawings, etc., so ISA can obtain the required copyright release before publication.

h) Maintain your Committee membership and balance throughout the draft development cycle. The Accredited Procedures (www.isa.org/standardsprocedures) recommends verification of Committee membership on a yearly basis. Please note that non-responsive voting members make it difficult to obtain approval of the standard and may be dropped from the Committee at the discretion of the Chair and fellow Committee members. See Annex K for examples of Committee Membership Forms.

Individuals and organizations having an interest in the Committee's work may request being listed as observers. The Committee also may select individual experts to assist it. Individual experts shall serve for a renewable term of one (1) year and shall be subject to approval by vote of the Committee upon recommendation by the Chair. Observers and individual experts shall be advised of the Committee activities, may attend meetings, and may submit comments for consideration, but shall have no vote.

4 Organizing the Committee work

4.1 Developing a schedule

a) Review the requirements of the S&P Department Accredited Procedures, in particular clause 4.

b) Prepare a preliminary outline of the proposed standard, basing it on the scope and purpose of the standard.

c) Prepare a table of contents to use as a reference to ensure that work progresses logically and methodically. Many Committee Chairs use the table of contents to assign Subcommittee members specific areas of responsibility.

d) Establish and review a schedule for each work item and ensure that Committee members understand how it applies to their assignments.

e) Assist the Subcommittee Chairs in organizing their work.

4.2 Writing the standard

Meetings should be planned on a regular basis—physical, teleconference, or online—and members should be notified in advance of each physical meeting. Optimally, Subcommittee meetings should be held monthly. Subcommittee and Working Group meetings may be held separately from the Main Committee meeting until a complete draft is obtained. Meeting locations can be varied—to add interest and to provide travel relief. Let different members host meetings at their work locations if possible; this can provide interesting plant tours as well. Frequent Committee meetings not only expedite work but also maintain the enthusiasm of Committee members.

Meetings should deal with major issues first. Use an agenda and make sure you follow it. Assign individuals tasks, such as preparing specific sections of the draft document for review by the full Committee. Distribute all review comments, ballots, and other discussion material at least two weeks before meetings to allow Committee members ample time to review the information. If ballots are reviewed by the Committee prior to the actual meeting, the time required to resolve disapproved ballots with attached comments often can be significantly reduced. Meetings should not be used to argue minor syntax issues until drafts are in the final stages. Meetings should be used to report the points that have been resolved and those that should be resolved before the next meeting. At times, the Chair must discourage further discussion on subjects and proposed changes when it is obvious that they are supported only by a minority of the Committee. With travel restrictions and tight budgets, meeting time should be used as wisely and effectively as possible.
To expedite development, the Committee Chair can:

a) Assemble document drafts from material submitted by Committee members;

b) Circulate drafts to the Committee for review and comment; and

c) Recycle annotated drafts to Subcommittees or individuals for rewriting.

When the Committee documents are near completion, the entire Committee should review them. The vast majority of standards cannot be well-written without the Committee actually meeting and discussing all portions.

See 4.6 for information on developing standards using online technology.

4.3 Completing the draft and obtaining approval

If Subcommittees are used, the completed Subcommittee documents should be combined and reviewed by the entire Committee, modifying them as required. When the Subcommittee obtains a majority approval of the standard, it should be submitted to the main (parent) Committee; for example, ISA12.xx standards should be submitted to ISA12. In later stages of development, it may be expeditious to simultaneously ballot the Subcommittee and the main Committee. The voting period for letter ballots is four (4) weeks. An extension may be granted at the Chair's option, when warranted. Submit the completed standard, after it’s approved by a two-thirds vote of the main Committee, to ISA staff for ISA Review and ANSI Public Review distribution as appropriate.

During the final Committee ballot procedure, it is important to observe and document the following procedures:

a) A technical Committee should be balanced (if possible) when it approves the final technical ballot. See S&P Department Accredited Procedures (www.isa.org/standardsprocedures) 4.1 Committee composition and 5.2 Voting rules.

b) Complete written records and copies of all ballots must be kept by ISA staff. Please forward any documents and any correspondence regarding comment resolution to ISA staff.

c) The Committee must address any Committee negative ballots and all comments received during the final Committee ballot. The Committee must diligently attempt to resolve any negative comments and should acknowledge all comments, either by letter or by notation in the meeting minutes (with distribution to all commenters). Repeat this process as many times as required.

Templates to handle standard replies are helpful in handling similar comments. Replies that might alienate the reviewer should be carefully avoided. Document all disapproval ballot responses and submit them as part of the document package. The Committee will request the negative balloter to respond with a change or confirmation of his or her vote within a minimum four (4) week period. Annex L provides more information on resolving comments and gives sample Ballot Resolution Letters.

d) Per ANSI regulations, all Committee members must have an opportunity to review all unresolved negative comments. All Committee members must be given an opportunity to change their original vote based on the unresolved negative or substantive changes made to resolve negatives.

e) The Managing Director must be advised of any negative ballots and must be kept informed of the Committee's attempts to resolve any negatives.

f) Submit the draft to the S&P Board for approval when the Committee resolves all negative comments, or when they cannot be resolved by reasonable efforts. (For guidance, contact your Managing Director or ISA staff representative.) It may also be necessary to address negative comments from the S&P Board ballot. ISA Technical Services staff is responsible for publishing and distributing Standards, Recommended Practices, and Technical Reports. ISA staff also handles the submittal of standards to ANSI.

Committee presentations at ISA Automation Week, Division Symposia, and even Section meetings can be useful to explain the need for, and provide explanations of, Committee standards. Papers and panel sessions can generate valuable input and can help reduce or resolve negative comments.

4.4 Reviewing international work

ISA Committees should consider the work of any corresponding international committee throughout the development cycle (see Annex M). Contact your Managing Director or staff representative for additional information.

4.5 Considering legal issues

Since Standards Committee meetings involve business competitors and others, it is important to avoid all actions that could lead to trade restraints or antitrust issues. ISA discourages certain topics and conduct during meetings. Please note that the following guidelines may not be substituted for legal counsel.

Commercial issues

Commercial issues that must be avoided during Committee meetings include:

a) Past, present, or future prices of products or services;

b) Pricing policies, such as discounts, credit, or factors that affect price;

c) Profit margins;

d) Sales or production quotas or inventories;

e) Allocation of territories, customers, or markets.

f) Practices of particular customers or competitors;

g) Warranties;

h) Status of any litigation, especially litigation involving competitors;

i) Boycotts against any company or competitor; and

j) Whether or not any policies or practices are unethical or involve unfair or deceptive trade practices.

4.5.1 Commercial equipment

Standards can only make generic references to commercial equipment. Standards must not include details about proprietary and trademarked information. Use a footnote, if necessary, to state the source (name and address only) of the equipment and materials. The reference in the footnote must include the words “or the equivalent”.
4.5.2 Patents

If a standard calls for the use of a patented item, then refer to the procedures listed in 5.7 of the S&P Department Accredited Procedures (www.isa.org/standardsprocedures).

4.5.3 Copyrights

If a Standard, Recommended Practice, or Technical Report incorporates copyrighted material, i.e., text, figures, tables, etc., ISA staff must obtain written permission from the publisher before reproducing the material. Contact your staff representative during draft development (before sending the draft for public review) and inform them of your request to publish copyrighted material. If you wait until the document is approved to inform ISA staff of copyrighted material, ISA will not be able to publish the document until we receive the permission, which can take months.

4.5.4 Translation of ISA standards

ISA Regions, Districts, and Sections are encouraged to publish non-English versions of ISA standards as a service. The Policy on Translation of ISA Standards, Technical Reports, and Recommended Practices is included as Annex N and sets out requirements and procedures to be followed.

4.5.5 Interpretation of ISA standards

ISA may receive inquiries requesting interpretation of an approved ISA Standard. The written inquiry shall be referred to the responsible Committee, and any revisions to the standard resulting from a request for interpretation shall be processed according to the procedures outlined in Annex O.

4.5.6 Meeting and discussion conduct

Committee meetings should be orderly and must allow everyone a reasonable and adequate opportunity to be heard. Adhere to the topics on the agenda. The Chair is responsible for compliance with the rules. However, it is everyone’s responsibility to end inappropriate discussions.

All discussions should take place in the scheduled open meeting, or as permitted under ISA Accredited Procedures (www.isa.org/standardsprocedures). Avoid informal pre- and post-meeting discussions. This practice protects not only the Committee members but also ISA from unfair business allegations.

4.6 Using online technology

Using Internet services and logging on to ISA’s World Wide Web site (www.isa.org) can greatly expedite the standards development and reaffirmation processes. Computers, faxes, email, and online conferences help reduce the time required between meetings. Using this technology is not only cost-effective, but it increases overall efficiency as well. The S&P Board encourages all Committees to learn these new applications and to develop standards on line.

4.6.1 ISA Standards world wide web activity and online committee work areas

Many electronic applications and tools are available to S&P Committees to expedite the standards development process. Each Committee has its own Web information page (accessible through ISA’s home page), and on request may have an electronic mailing list with archived messages, and an FTP (File-Transfer Protocol) directory for file exchange. Any member of the Committee may access the FTP directory and the e-mail mailing list archives or send a message to the list through links on the Committee's Web page.

5 Recognition of achievement

Upon conclusion of the Committee work or upon reaching a major Committee milestone, Committee Chairs should submit a list of Committee members who have displayed exemplary work ethics in developing and/or furthering Committee work. Along with the list, submit a resume of the nominees and a 50-word description to the Honors and Awards Chair of the S&P Board. Submit a copy to the Vice President of the S&P Board and the Committee’s Managing Director as well. Awards are typically presented in conjunction with ISA’s Fall Leaders Meetings. For more information about S&P Department awards, see Annex P.

6 Conclusion

The time it takes to finalize a standard, as well as the quality of the standard, depends on the extent of member participation. This, in turn, depends to a great extent on the Chair's personal enthusiasm, energy, and diligence in organizing and leading the Committee’s work.

We encourage you to ask for help. Former Committee Chairs, S&P Directors, ISA staff, and others are always available, but they cannot help you unless they know that you and your Committee need assistance.

ISA Standards and Technolgoy Department appreciates your time and commitment to developing ISA Standards. We want you to enjoy the benefits that volunteering on a Standards Committee offers: meeting the leaders in your technical area and learning from them, forming new personal and business relationships, and receiving recognition for a job well done.

Annex A —  New Standards Project form
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	NEW STANDARDS PROJECT PROPOSAL

	
	Project Number (Assigned by ISA Staff)

	
	Proposer (Individual/Division)


	Date of proposal

	
	ISA Committee Number (if any)


	Managing Director (Assigned by ISA)

	

	A proposal for a new standards project shall be submitted to the ISA Standards and Technology Department, to the attention of the S&P Board Secretary.  The Proposal will be circulated to the ISA S&P Board for consideration and approval.  The proposer may be an individual, an ISA Standards Committee, Section, Division, or District.

The proposal (to be completed by the proposer)

	Title of proposal



	Scope of work



	Purpose and justification for this activity (Attach a separate sheet or proposed draft, as applicable.)

Target date (Date by which industry needs this document)_______________



	Relevant National and International Standards to be considered



	Relationship to other standards committees (both national and international) and/or other ISA activities



	Liaisons that should be established


	Required coordination (Inter/Intra-Society)

	Preparatory documentation

 FORMCHECKBOX 
 A draft is attached

 FORMCHECKBOX 
 An outline is attached and it will be possible to supply a draft by (date):____________

 FORMCHECKBOX 
 It is not possible to supply a draft or an outline

	Concerns known patented items

 FORMCHECKBOX 
 Yes                      FORMCHECKBOX 
 No

If yes, provide additional details as an attachment
	Signature, address, telephone, and telefax of the proposer (Please print)



	Date proposal circulated to S&P Board
	Date of approval/vote by S&P Board




Department administration and operations

This Annex describes additional Administrative Directors that can be appointed, Committees that can be put in place, how to apply for funding assistance and the role of ISA Staff representatives.

In Addition to the MOP stated positions, the S&P Vice President may appoint the following Administrative Directors and Committees:
ANSI Activities Director

The ANSI Activities Director is responsible for representing ISA on the ANSI Organization Member Council, promoting ANSI/ISA Standards activities in the United States, and providing leadership to the Department. A delegate and an alternate delegate are nominated by the Department Vice President and appointed by the Society President each year. The Activities Director and the alternate delegate shall be citizens of the United States.  

The ANSI Activities Director functions in this capacity by

a) attending meetings of the ANSI Organization Member Council;

b) coordinating ISA/ANSI activities;

c) recommending to the Intersociety Director persons to represent ISA on American National Standards Management Boards, Technical Advisory Groups, and similar organizations;

d) assisting and promoting acceptance and approval of standards as American National Standards; and

e) preparing responses to ANSI proposals.

Director-at-Large

The Director-at-Large is responsible for providing the Board with counsel and advice on the basis of long experience in the Department, and especially valuable past experience in standards work, without responsibility for specific Committees.

The Director-at-Large functions in this capacity by

a) counseling the Department Vice President, Department; and

b) undertaking special assignments as requested by the Vice President.

The immediate past Department Vice President automatically becomes a Director-at-Large and, unless otherwise advised, is responsible for

a) chairing a Committee appointed by the Vice President responsible for maintaining the S&P Department Accredited Procedures;

b) chairing the Project Funding Approval Committee;

c) serving as Parliamentarian for the Board; and

d) assisting the Vice President-Elect and the Vice President in maintaining the Department’s Strategic Plan.

International Activities Director(s)

The International Activities Director(s) is responsible for providing: 1) the status of international activities in automation standards to the Board and coordinating ISA activities in these areas; 2) guidance on standards activities in ISA International, consistent with Board policies; and 3) leadership to the Department through participation on the Board.

The International Activities Director(s) functions in this capacity by

a) providing guidance in the adoption of IEC/ISO standards by ISA;

b) maintaining contact with ISA International Sections relative to standards activities, and providing guidance and assistance as appropriate;

c) promoting standards in ISA International Sections to support standardization at national and international levels;

d) providing budget recommendations for funds to support international activities;

e) ensuring ISA awareness and appropriate involvement with the International Organization for Standardization (ISO) and the International Electrotechnical Commission (IEC) standards projects relevant to ISA interests by

11) reporting new ISO or IEC Committee or Working Group activities that are relevant to ISA Committees and recommending appropriate action by ISA;

12) maintaining a record of ISA Committee members and Directors serving on International Working Groups and Committees; and

13) maintaining a record of all Standards Committees' involvement in international standards activities, particularly ISO and IEC.

Standing Committees

Standing Committees are created and disbanded at the discretion of the Vice President.

Honors and Awards Committee

The Honors and Awards Committee is responsible for recognizing outstanding achievements and contributions within the scope of the Department’s activities (see Annex B, Department Awards).

The Honors and Awards Committee functions in this capacity by awarding certificates of appreciation and/or plaques to designated recipients.

The Honors and Awards Committee is chaired by a Director and a minimum of two additional Directors or Resource Committee members appointed by the Department Vice President.
Nominating Committee

The Nominating Committee is responsible for recruiting and developing a strong cadre of effective directors, and nominating a candidate for Vice President-Elect.

The Nominating Committee functions in this capacity by identifying and recommending candidates from Department volunteers.

The Nominating Committee is chaired and staffed by Board members appointed by the Vice President-Elect.
Project Funding Approval Committee

The Project Funding Approval Committee is responsible for approving the allocation of ISF and Restricted Funds specifically identified for the Department or specific activities within the Department. These funds are at the disposal of the Department. 

The Project Funding Approval Committee functions in this capacity by acting on motions to approve funding for specific projects and the financial support thereof at a Board-approved level.

There are no restrictions on spending the principal of the Restricted Funds.  Restrictions on the Restricted Funds may be designated by the donor. The ISF is a separate fund managed by a separate Board. The ISF Board approves the expenditure of ISF funds. This Committee may make recommendations to the ISF Board for expenditures.

The Committee is chaired and staffed by the immediate Past Vice-President or, if unable to serve, by a Director appointed by the Vice President. Potential Committee members are Directors and Resource Committee Members. 

The procedure for applicants to submit funding applications is to

a) complete an ISA Application for Funding form; and

b) submit the completed form to the Manager of Standards and Technology at ISA Headquarters.

A sample ISF project funding form follows.

	[image: image2.jpg]


APPLICATION FOR FUNDING

	TO: Instrumentation Standards Foundation (ISF)

	Request Originator/Title:

	Funds Requested:
	Date:

	Description:

	Document Number & Title:

	Managing Director:

	

	

	Purpose and Justification for Funding:



	Scope of Work:



	Benefit Derived from Activity:



	How will results be measured? (Include milestone dates):



	

	

	Estimated Overall Cost: $




	

	 

	For S&P Board Use Only:
( Approved
( Denied


Date:

Signature:





	For ISF Use Only:
( Approved
( Denied


Date:

Signature:




Funds Approved: $
 




Role of Staff representative(s)

The Staff representative(s) is responsible for providing continuing administrative support to the Department. 

The Staff representative(s) functions in this capacity by

a) serving as the primary Staff contact for the Department;

b) serving as a non-voting member on the Board;

c) serving as Secretary to the Board in the absence of the Manager of Standards and Technolgoy;

d) maintaining files on all standards activities and Committees in accordance with ISA's records retention policy and guidelines for document numbering;;

e) distributing draft standards to review boards; distributing draft standards to the Board for approval; and distributing correspondence to the Department;

f) administering the process of adopting standards as American National Standards, based on approval by the Board;

g) distributing Committee rosters to Board members upon request;

h) providing other administrative support as necessary;

i) establishing and maintaining means of communication to inform ISA members and others concerned with the activities of the Department and ensuring that adequate public notice is provided concerning initiation, development, review, approval, reaffirmation, and withdrawal of standards;

j) establishing and maintaining means for adequate public notice of meetings and actions related to the development of standards.  Such public notice may include, but is not limited to, ISA's InTech magazine, ANSI Standards Management Boards, all District and Section S&P Chairs, the Board, and others requesting a copy of such notices;

k) administering the distribution and public notice of IEC-related documentation;

l) providing Committees with assistance to perform administrative work such as meeting notices and arrangements; preparing and distributing meeting agendas, minutes, ballots, and draft standards; maintaining adequate records; and

m) providing copies of international meeting reports to the Executive Committee, International Directors, and the sponsoring Managing Director and Committee.

Division support for Standards Committees

The Department encourages Technical Division support for Standards Committees. Technical Division sponsorship can provide a valuable resource for technical expertise by providing a cross-section of users, vendors, and others from which to draw technically qualified Committee members.

General responsibilities for Division sponsorship of Standards Committees include:

a) identifying appropriate related subjects for new standards;

b) staffing Committees;

c) providing general support of S&P Department activities (e.g., providing meeting rooms at Division Symposia and other ISA functions);

d) programming related technical sessions at Division symposia; and

e) publicizing Committee activity in Division newsletters.

Any Committee that is associated with a Technical Division may request that the Division assign appropriate technical resources to support that Committee.  Such requests should be addressed to the Director of the Division.  Additional information on Divisions is available at www.isa.org/divisions.
Typical notice of new committee formation and call for committee members

ISA’s Standards and Practices Board has approved the formation of a new Standards Committee: ISA96—Valve Actuator Committee. The Committee’s scope and purpose are listed below. If you are interested in working on this Committee, please contact the Committee Chair, your ISA staff representative, or send an email to <standards@isa.org>.

Chair:

Thomas M. Smith(

ABC Company


123 North Street


Hometown, KY  12345


Phone:  919/ 555-4444


Fax:  919/ 555-4443


E-mail:  tsmith@net.com

Purpose

To provide basic requirements for pneumatic, electric, and hydraulic actuators not manufactured by the valve, damper, or penstock manufacturer. Definitions of terms, performance requirements, and methods of sizing and selection will be developed.

Scope

The Committee will develop a standard consisting of four parts:

Part 1 Terminology and Definitions

Part 2 The basic requirements for electric valve actuators for both on-off duty and modulating applications. The section will include guidelines and recommendations for manufacturing process control, device protection, and testing.

Part 3 The basic requirements for pneumatic valve actuators of the single- and double-acting types used for on-off and modulating applications. The section will include guidelines and recommendations for protection, modulation, and testing.

Part 4 The basic requirements for hydraulic valve actuators of the single- and double-acting types used for on-off and modulating applications. The section will include guidelines and recommendations for protection, modulation, and testing.

Agenda information for "kick-off" meetings

Please include the following information in your agenda for your Committee’s first meeting:

a) Appoint a Secretary and a Vice-Chair.

b) Appoint Subcommittee Chairs when appropriate.

c) Distribute copies of the S&P Board-approved scope and purpose.

d) Review of the Volunteer Committee Member Participation Guide (see Section 3.1.a).

e) Decide who will constitute the Committee (and Subcommittee(s) if necessary) and how the Committee(s) will function, i.e., core Committee/corresponding members; Subcommittees with specific responsibilities; frequency and location(s) of meetings, etc.

f) Develop a Committee Roster, complete with members’ names, companies or organization affiliations, phone and fax numbers, e-mail and postal addresses, voting and information members, and member interests (User, Regulatory/Government, Testing/Certification/Approval, Architect-Engineer, Engineer-Constructors, Integrators, General, or Producer).

g) Distribute any available research and background material.

h) Distribute copies of the draft document’s scope and purpose for review, if available; if not, develop a scope and purpose for the document.

i) Produce a tentative outline of the Standard, conveying topics that will be covered and those that will be excluded.

j) Draft a work plan and schedule for the standard.

See the sample agenda for “Kick off” Meetings.

ISAXX Sample agenda

	ISA     67 Alexander Drive    PO Box 12277    Research Triangle Park  NC  27709
	

	Telephone 919/549-8411   Fax 919/549-8288   Email:  info@isa.org
	
	

	
	
	Meeting:
	ISAXX Committee
	
	

	
	
	Chair/ Facilitator:
	Chair's Name
	
	

	
	
	Recorder:
	Secretary's Name
	
	

	
	
	Members:
	ISAXX
	
	

	
	
	Staff:
	Staff Representative
	

	
	
	Date/Time:
	Tuesday, 20 February 2009

8:00 AM - 5:00 PM
	
	

	
	
	Location:
	Catamaran Resort Hotel

San Diego, CA
	
	

	
	
	Distribution:
	ISAXX Committee Members and ISA Staff
	
	

	Item #
	Start Time
	Dur. (hr:min.)
	Description
	Desired Results
	Person Responsible 

	1
	8:00 AM
	0:30
	CALL TO ORDER
	
	Chair

	1A
	
	
	WELCOME
	
	

	1B
	
	
	INTRODUCTIONS
	
	

	1C
	
	
	VERIFICATION OF COMMITTEE MEMBERSHIP ROSTER
	Update and approve
	

	1D
	
	
	FORMATION OF SUBCOMMITTEES OR WORKING GROUPS*
	Select subcommittee/ working groups to handle all committee projects
	

	2
	8:30 AM
	0:15
	APPROVAL OF PREVIOUS MEETING MINUTES**
	Approve
	

	3
	8:45 AM
	0:10
	ADDITIONS AND MODIFICATIONS TO THE AGENDA
	Add or modify as necessary
	

	4
	8:55 AM
	0:10
	CORRESPONDENCE AND ANNOUNCEMENTS – INCLUDING THE VOLUNTEER COMMITTEE MEMBER PARTICIPATION GUIDE
	Provide any committee-related correspondence/ announcements for review
	

	5
	9:10 AM
	1:00
	APPOINTMENT OF SECRETARY, VICE-CHAIR***, AND SUBCOMMITTEE CHAIRS (IF APPROPRIATE*) AND REVIEW RESPONSIBILITIES AND GUIDELINES
	Select individuals from appropriate technical areas to oversee projects
	

	5A
	
	
	COMMUNICATION TOOLS AVAILABLE 
	Discuss all electronic options
	

	5B
	
	
	S&P DEPT. ACCREDITED PROCEDURES
	Review S&P Accredited Procedures for committee guidelines
	

	5C
	
	
	PROCEDURAL FLOW CHART (see Annex E)
	Review standards production flow chart
	

	6
	10:10 AM
	0:20
	BREAK
	
	

	7
	10:30 AM
	1:30
	SUBCOMMITTEE/WORKING GROUP REPORTS **
	Subcommittee/Working Group chairs report on project progress
	

	8
	12:00 PM
	1:30
	LUNCH
	
	

	9
	1:30 PM
	0:20
	LIAISON REPORT(S)--REPORT ON RELATED INTERNATIONAL STANDARDS ACTIVITIES**** AND OTHER ESTABLISHED OR POTENTIAL COMMITTEE LIAISONS
	Report on related work by other standards organizations, etc.
	

	10
	1:50 PM
	1:10
	DISCUSSION/RESOLUTION OF BALLOTS AND COMMENTS**
	Work to resolve all comments
	

	11
	3:00 PM
	0:20
	BREAK
	
	

	12
	3:20 PM
	0:40
	RESUME DISCUSSION/RESOLUTION OF BALLOTS AND COMMENTS
	
	

	11
	4:00 PM
	0:40
	OTHER ITEMS (AS APPROPRIATE)--OLD BUSINESS, NEW BUSINESS, REVIEW OF ACTION ITEMS
	Review additional items and recap action items--what has been completed and what remains open
	

	12
	4:40 PM
	0:40
	SCHEDULE NEXT MEETING LOCATION, DATE, AND TIME
	
	

	13
	5:00 PM
	
	ADJOURNMENT
	
	


*Normally not applicable after the first meeting.

**Normally not applicable to the first meeting.

***Frequently the Vice-Chair also serves as the Secretary.

****Normally IEC or ISO, contact your Managing Director for additional guidance as appropriate.

Annex B —  ISA Standards and Technology staff responsibilities

Charley Robinson, Manager, Standards Administration  (919) 990-9213
S&P Board, ANSI
ISA5
ISA20
ISA60
ISA76
ISA84
ISA88

ISA 95
ISA99
ISA100
ISA101
ISA104
Eliana Beattie, Standards Administrator (919) 990-9228

ISA12
ISA50
ISA71
ISA75

ISA82
ISA90

ISA92
ISA96
Administrator for USTAGs to IEC TC31, SC31G, SC31J, SC31M, TC65, SC65A, SC65B, SC65C, SC65E, TC66 and TC85

Ellen Fussell-Policastro, Standards Administrator (919) 990-9227
ISA18
ISA67
ISA77
1SA99 (with Robinson)

Linda Wolffe, Standards Administrator and Librarian (919) 990-9257
ISA2
ISA7
ISA37
ISA42

ISA52
ISA93
ISA97

ISA100 & ISA101 (with Robinson)
ISA102
ISA103
CD Licensing Agreements

Annex C —  Committee documentation

New Committee, Subcommittee, and Working Group Chairs may request the following from ISA’s Manager of Standards and Technology or your staff representative:  

a) Previous Committee meeting minutes (if any)

b) Current Committee roster

c) Pertinent Committee information; i.e., details on Committee Web site activity

d) A copy of the Committee’s published document(s) (if any)

e) A supply of ISA envelopes and letterhead stationery

f) ISA S&P Department Accredited Procedures (www.isa.org/standardsprocedures)
g) IEC Standard Template and User Guidelines
h) ISA S&P Committee Guide
i) ISA-5.1  Instrumentation Symbols and Identification (www.isa.org/standardslist)
j) ISA-51.1  Process Instrumentation Terminology (www.isa.org/standardslist)
k) ISO/IEC Directives, Part 1:2009, Procedures for the technical work (www.iec.ch)
l) ISO/IEC Directives, Part 2:2004, Rules for the structure and drafting of International Standards (www.iec.ch)
m) IEEE/ASTM SI 10-97 Standard for Use of the International System of Units (SI): The Modern Metric System is to be used for guidance on the use of metric measurement.  Contact your ISA staff representative with any questions.

The information in the listed documents will guide Committees in conducting and documenting their work.

C.1 Meeting minutes

Minutes shall be written for all Standards meetings (using the Word Template available from your staff representative) and copies shall be distributed to all Committee members and meeting attendees. Copies of all Committee minutes shall be sent to members of the Committee and to ISA's Manager of Standards and Technology, the S&P Department Vice President, and the appropriate Managing Director. Minutes should always list Committee members and guests present (may be as an attachment). All minutes should include a statement that the Committee has approved, or approved with noted corrections, the minutes of the preceding meeting.

Minutes should follow established procedures as closely as possible. It is important that all Committees follow our established procedures, so ISA may maintain our ANSI-accredited organization status.

The following significant items should be included in the minutes

a) Additions and deletions to the distributed agenda

b) New Committee appointments

c) Status reports from any Subcommittees, Working Groups, or Author groups (may be attachments)

d) Resolutions adopted or defeated by the Committee (this includes resolutions directing responses to negative ballots or ISA comments)

e) Future action and information items assigned to Committee members

f) Reports of other relevant (domestic and international) standards activity (may be attachments)

g) General announcements of interest to all Committee members

h) Reference to any information items distributed at the meeting (if possible, obtain an electronic version of all meeting-minutes attachments)

i) Proposed date and location for the next meeting

j) Approved motion to adjourn

k) Abstention or disapproval votes (if any)

l) Deletion of references to company or product names or any other business issue, unless necessary for clarification
Committee meeting minutes should be distributed as soon as possible, preferably within two to three weeks of the meeting. Minutes are distributed electronically by using an e-mail list server or by posting to a Committee’s FTP site. Please obtain an electronic version of any meeting-minutes attachments if possible. The minutes shall be reviewed by ISA staff to ensure compliance with the S&P Department Accredited Procedures (www.isa.org/standardsprocedures) and Society policy prior to issue to the Committee. An up-to-date Committee roster and complete list of names and addresses of others that should be included on the distribution list must be submitted to ISA staff. Two to three weeks should be allowed for ISA staff to process requests.

Lengthy summaries of discussions should be avoided. Minutes should focus on agreed actions. If you have any question regarding the suitability of including an item in the Minutes, please contact your staff representative.

C.1.1 Format for minutes

All minutes should be prepared using the Word Template, provided by the staff representative, or equivalent. Additional pages should be on plain paper and should begin with a header indicating the name of the committee, date of the meeting, and page number. For example:

ISA88 – 2009/2 Minutes

16 February 2009

Page 2

or

2009/2/16 ISA88 – 2009/2 Minutes                                                                                                Page 2

Headings –  Minutes usually follow a format similar to the agenda. Major topic headings should be numbered in uppercase and/or bold followed by a blank line before beginning text. Text under a major topic should begin at the left margin. Sub-headings may or may not be numbered. These headings can be indicated by bold or underlining, followed by a period or colon. Text should begin on the same line and be indented under the subhead.

Appendices to the minutes – Appendices referenced in the minutes should be labeled appropriately in the upper-right corner for distribution with the minutes. The agenda reference should be noted on the appendix in the upper-right corner as well. It is also helpful to include the name and date of the meeting on the appendix.

Annex D —  Reimbursement expenses for international meetings

It is ISA policy to assist in the travel expenses of Society members who are duly delegated to attend international standards and practices meetings that are within the scope of interest of the Department, and periodically to provide financial support for international meetings and functions that serve to benefit the interests of the Department and the Society as a whole.

D.1 Individual travel reimbursement

a) Individuals who are both authorized delegates to international meetings and who are ISA members may receive reimbursement for round trip (super saver or other economy class) transportation between their domestic airport and the location of the international standards meeting, utilizing the most economical airfare. As a maximum, only receipted ticket cost (in U.S. dollars) will be reimbursed. Pre-authorized reimbursement may also be provided for hotel and other expenses during the meeting, consistent with and limited to the Department's international budget and availability of funds. The current funding allotment, excluding airfare, is $100/day for seven (7) days.

b) Individuals submitting requests for reimbursement are required to complete the ISA International Travel Expense Report.

c) Generally, authorized delegates receive support for only one international trip per year. Specific exceptions require prior approval by the Vice President of the Department, the S&P International Directors, or a recommending Managing Director.

d) Authorized delegates receive reimbursement only on receipt of a detailed report of the meeting, the delegate's evaluation of the meeting, a statement of a possible impact of the meeting on the standards activities of the Society, and appropriate vouchers and receipts in support of the expenditures. Claims for reimbursement and the meeting report should be provided to ISA within 45 days of the meeting close. Claims for reimbursement received after 45 days of the meeting close are invalid and are not considered.

e) Authorized delegates shall be eligible to receive reimbursement (consistent with the requirements above) only to attend meetings that are 200 miles or more from their home.

f) The Staff representative provides copies of international meeting reports to the S&P Executive Committee, the International Director(s), the sponsoring Managing Director, or the sponsoring Committee within 45 days following the function.

D.1.1 Requests for travel reimbursement

Requests for travel reimbursement are consistent with H.2, Individual travel reimbursement. Requests are made to staff or by any Managing Director and shall be reviewed and approved by the Department Vice President and the International Director(s) as required. The delegate submits the following to the Staff Representative:

a) Preliminary details of the meeting (agenda if available)

b) A completed "International Travel Funds Request & Authorization Form"

c) Verification that the delegate(s) will be duly authorized to attend as a Technical Advisor, Expert, or other active Participant and has been designated by Committee ballot to represent it in a technical capacity. ISA generally does not fund international meeting attendees who have only observer status.

D.2 Funding of international meetings and functions

D.2.1 Authorization

Funding of international meetings and functions is authorized only if attendance serves the interests of the Department. The request is reviewed and balloted on by the Department Vice President, the International Director(s), and an impartial Director chosen by the Department Vice President. Authorization of funds is consistent with the limits of the Department's international budget and availability of funds. Expense vouchers and receipts consistent with Society accounting requirements are provided to ISA (Staff Representative).

Reports are available upon request for review at subsequent meetings of the Board.

International Travel Funds

Request & Authorization Form

Complete Below - Attach Separate Explanatory Information If Needed

Name       
Company       
Address       
City         State       
County         Postal Code       
Telephone         Telefax       
Country Represented       
International Meeting To Be Attended

 FORMCHECKBOX 
  IEC   FORMCHECKBOX 
  TC          FORMCHECKBOX 
  SC          FORMCHECKBOX 
  WG          FORMCHECKBOX 
  MT         PT       
 FORMCHECKBOX 
  IEC   FORMCHECKBOX 
  TC          FORMCHECKBOX 
  SC          FORMCHECKBOX 
  WG          FORMCHECKBOX 
  MT         PT       
 FORMCHECKBOX 
  IEC   FORMCHECKBOX 
  TC          FORMCHECKBOX 
  SC          FORMCHECKBOX 
  WG          FORMCHECKBOX 
  MT         PT       
 FORMCHECKBOX 
  ISO   FORMCHECKBOX 
  TC          FORMCHECKBOX 
  SC          FORMCHECKBOX 
  WG          FORMCHECKBOX 
  MT         PT       
What is the location of the meeting?       
City         Country       
What is the title of the associated ISA Committee or Subcommittee Activity?

     
Has the associated United States Technical Advisory Group (TAG) administered by ISA authorized you to represent that TAG in a technical capacity at related meetings of the International Electrotechnical Commission (IEC)?   FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No  

     
Will you be an official ISO or IEC delegate to this meeting?   FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No  

     
Return your completed form on or before 8 January 2010 to: 

ISA

Attn:  Eliana Beattie

67 Alexander Drive

Research Triangle Park, N.C.  27709

Fax Number:  (919) 549-8288

Email: ebeattie@isa.org


INTERNATIONAL STANDARDS TRAVEL EXPENSE REPORT
Page ____ of ____

(Please complete reverse side.  Also see other side for instructions)

	Purpose of trip:
	Department:
	Travel Period Ending:

	Date:


	
	
	
	
	
	
	
	
	
	TOTAL

	Location:
	From
	
	
	
	
	
	
	
	
	
	

	
	To
	
	
	
	
	
	
	
	
	
	

	1.  Breakfast
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2.  Lunch
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3.  Dinner
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	    SUB TOTAL - Meals
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4.  Lodging
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5.  Phone, Telegrams, Fax
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	6.  Ground Transportation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7.  Parking, Tolls, Etc.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	8.  Auto Rental
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	9.  Currency Exchange Fees
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Miles
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	10.  Auto Mileage Allowance
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	11.  Air Fare
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	12.  TOTALS
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Remarks:
	Submitted by:
	Date:

	
	
	

	
	Approved:
	Date:

	Trip Report Submitted to:
	
	Date:


	INSTRUCTIONS
Submit report immediately after each trip.  Print legibly in ink.

Location:  Report city of departure and destination.

Receipts:  Submit original copy of receipts for lodging and fares, attached to an 8 1/2 x 11 sheet of paper.  Receipts are required for expenses $25 or greater, other payments if available.  Key in all payments to receipts.

Meals:  Report your own meals including tips.  Guest meals - provide name, title, company, business purpose and relationship to ISA in remarks section on front side of report.



	RECONCILIATION OF TRAVEL AMOUNT

	DISTRIBUTION OF EXPENSES - To be completed by ISA Staff


	
	Amount
	Account/Description
	Amount



	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	Total (line 12 & 13)
	
	


Annex E —  Producing an ISA Standard
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Annex F —  Harmonization of terminology

All terminology in standards is harmonized with and, wherever possible, derived from ISA-51.1, Process Instrumentation Terminology. In order to ensure that this goal is achieved, Committees developing standards adhere to the following process:

a) When developing or revising a standard, the Committee references all general term definitions to ISA-51.1.  This is done by prefacing any listing of general terms with the following statement: "The following terms are referenced from ISA-51.1, Process Instrumentation Terminology.”  Normally terms referenced to ISA-51.1 do not require the definition to be included.  Should the Committee choose to include the term and definition, a disclaimer should be added to the statement, as follows: “The following terms are replicated from ISA-51.1, Process Instrumentation Terminology. In the case of disagreement between this ISA document and ISA-51.1, the term in ISA-51.1 will be held to be the correct one.”

b) When general term definitions are required that are currently not a part of ISA-51.1, the Committee Chair is responsible for communicating the terms and definitions to the Chair of ISA51 for possible inclusion in ISA-51.1.  If ISA-51.1 includes these terms and definitions in a revision, the provisions of procedure a) above become effective.  If new general terms are included in ISA-51.1, the definitions should be dropped from the standard, and the new terms added to the list of terms referencing ISA-51.1 during the next revision cycle.

c) In the case of existing standards, general terminology should be submitted to ISA51 if not already included, and at the first opportunity for revision, a list of referenced terms and a list of locally defined terms should be created per the provisions of procedures a) and b) above.

d) A Committee may determine that the term definitions are peculiar to the standards, as related to possible safety concerns or industry-specific practices.  In this event, they should list these terms separate from listings of general terms and include the following statement: “These term definitions have been developed for use in this document and are applicable only within this document.”  The Committee Chair should forward these terms to the ISA51 Chair, with the comment that the definition is critical to the standard under development and should not be modified.  ISA51 may, at its discretion, choose to include the term and definition in a future revision.  If ISA51 includes the term, it should reference its origin.

Committee membership

F.1 Committee membership form example

NOTE:  These forms appear on ISA letterhead stationery.

1 July 2010
TO:
ISA67 Committee, Subcommittee, and Working Group Members

FM:
ISA67 Chair William Smith
RE:
Membership Verification

In an effort to clarify and encourage Committee member participation and responsiveness, all ISA67 Committees are reaffirming their membership status (voting or information) and updating their rosters with the following member information: company name; postal and internet addresses; and phone and fax numbers. If we do not receive your completed form, we will assume you no longer are able to participate and will remove you from the Committee(s).

What determines if you are a voting or information member?


1)
A voting member (also known as an active corresponding member) is encouraged to attend as many meetings as possible (at least one per year) and is responsible for voting, commenting, and returning Committee information when requested. ISA understands problems in obtaining authorization to attend meetings. You still may be an active voting member, even if you are unable to attend meetings, by contacting the Committee Chair and by consistently corresponding with the Committee via mail, fax, and/or electronic communications (e.g., email and/or ISA’s S&P Committee Web and FTP sites).


2)
An information member receives Committee mailings, may attend Committee meetings, and may submit draft comments or other information when requested by the Committee.


3)
If your Committee has multiple members from the same company, only one member may be a voting member; the others are information members. Of the information members, the Committee must approve when one of the information members requests to be an alternate voting member. An alternate's vote is counted only if the principal representative fails to vote.

ISA67 wants to encourage each member to continue to play a vital role in shaping and creating the ISA Nuclear Power Plant Standards. However, the documents cannot provide guidance and help to the industry until they are approved and published. You can do your part to expedite the process by providing timely responses (e.g., ballots, comments, etc.) and by participating actively on your Committee(s). ISA67 appreciates your valuable contribution of time and expertise.

Please complete the attached membership verification form and return to Ellen Fussell-Policastro at ISA by 
1 August 2010.

ISA67
Subcommittees and Working Groups

ISA67.01
Transducer and Transmiter Installation for Nuclear Safety Applications
ISA67.02
Instrument SensingLine Piping and Tubing Standards for Use in Nuclear Power Plants 

ISA67.03
Reactor Coolant-Pressure-Boundary Leak Detection 

ISA67.04
Setpoints for Safety-Related Instrumentation Used in Nuclear Power Plants 

ISA67.06
Performance Monitoring for Nuclear Safety-Related Instrument Channels in Nuclear Power Plants 

ISA67.14
Quality and Certification of Instrument and Control Technicians in Nuclear Power Plants 

ISA67.16
Safety-Related, Digital-Based System Upgrades at Nuclear Power Plants 

ISA67.16WG1
EMI/RFI Design Requirements 

ISA67.16WG2
Commercial Grade Dedication of Digital-Based Systems 

ISA67.16WG4
Digital System Design Guide 

ISA67.16WG5
Cyber Security for the Nuclear Power Industry 

WS/efp
Enclosure

B020-1030-ISA67

c:
C. Robinson, Manager of Standards and Technology
Nuclear Power Plants Standards Committees

Verification of Membership Status and Information
Committee Membership

[Please mark a “V” for voting member or an “I” for information member on all Committees that you wish to remain on or become a member of.]

 FORMCHECKBOX 
  ISA67
 FORMCHECKBOX 
  ISA67.01
 FORMCHECKBOX 
  ISA67.02
 FORMCHECKBOX 
  ISA67.03 
 FORMCHECKBOX 
  ISA67.04 FORMCHECKBOX 
  ISA67.06
 FORMCHECKBOX 
  ISA67.14
 FORMCHECKBOX 
  ISA67.16
 FORMCHECKBOX 
  ISA67.16WG1
 FORMCHECKBOX 
  ISA67.16WG2
 FORMCHECKBOX 
  ISA67.16WG4
 FORMCHECKBOX 
  ISA67.16WG5

 FORMCHECKBOX 
   I have reviewed my status and regretfully can no longer remain active on the Committee(s) that I have drawn a line through. Please remove my name from the roster(s).

Classification Categories


Based on the S&P Accredited Procedures, if your classification is 

a) User – Individuals who are involved in using the type of product that is the topic of the standard, but who are not involved with the production or distribution of that type of product. 
b) Producer – Individuals who are involved in the production of the type of product  This includes individuals involved in the design, engineering support, manufacturing, testing, and/or marketing of the type of product; and who are employed by or represent a producer (manufacturer/vendor) of the type of product.

Note: A person who works for a company that purchases the product that is the subject of the standard and then transfers ownership of the product or an assembly that includes the product to an end user is not to be classified as a user..

c) Regulatory/Government – Individuals who represent governmental entities having regulatory interest in or influence over the type of product.

d) Testing/Certification/Approval – Individuals who represent organizations that provide testing, certification, and/or approval of the type of product.

e) Architect-Engineer, Engineer-Constructors, Integrators – individuals employed by organizations involved with the design of systems or facilities in which the type of product is used, including application engineering and engineering support for installation and use of the type of product.
f) General – Individuals who do not meet any of the preceding interest categories. This may include, but is not limited to, experts from academia, professional associations, and experts who are retired or do not receive funding for their standards activities from any related organization. 

Note: Individuals who might normally be classified as General per this definition could in some cases be classified more properly as one of the other categories, depending on their funding/support or other business arrangements pertaining to the type of product that is the topic of the standard in development. For example, a university professor who receives funding from a user company to serve on a standards committee should be classified as a user.

[Please check (() one]
 FORMCHECKBOX 
  User

 FORMCHECKBOX 
  Producer

 FORMCHECKBOX 
  Regulatory/Government
 FORMCHECKBOX 
  Testing/Certification/Approval
 FORMCHECKBOX 
  Architect-Engineer, Engineer-Constructors, Integrators


 FORMCHECKBOX 
  General

Member Information
Name:  _____________________________________________________________________________

Company Name:______________________________________________________________________

Mailing Address
  ______________________________________________________________________

____________________________________________________________________________________

Email Address:  _____________________________________________________________________

Phone No:  _________________________________  Fax No:  _________________________________

Please return your ballot on or before 2 August 2010 to Ellen Fussell Policastro email  efussell@isa.org  or fax (919) 549-8288.

Annex G —  Resolving negative ballots and comments

Resolving comments and disapproval ballots can be a time-consuming process. Committees should follow the steps listed to resolve comments.

a) Committee reviews comments

After a ballot has closed, copies of all comments and disapproval ballots shall be distributed to the Committee for review. Per ANSI regulations, if, after reviewing comments, Committee members wish to amend their original ballots, they may do so at this time. These amended ballots must be resolved also. The Committee should meet to resolve the comments. If this is not possible, Committee members can resolve comments using email, faxes, and ISA’s online Committee Web areas and FTP sites. This first step in resolving comments can be the most time-consuming.

b) Committee agrees on resolutions

Once the Committee has discussed all comments, members vote on the appropriate resolutions.  If any changes are to be made to the draft, it is updated at this time. Keep in mind, if the change is a major technical change; e.g., changing the word “shall” to “should,” rewriting a definition, or inserting a new drawing, the change shall be reported to the Committee. Committee members will be given an opportunity to respond to the changes and, if they wish, amend their votes within four weeks of notification. Major changes are described in the Annex Q and in the S&P Accredited Procedures (www.isa.org/standardsprocedures)..

c) Committee Chair prepares correspondence

The Committee Chair prepares emails to the commenters stating how and why the Committee did or did not resolve the comments. In this email, the Chair asks the commenters if they would like to amend their original ballots to approve or abstain, and if so, asks that ballots be returned within four (4) weeks. The Chair sends the emails and a copy of the updated draft, if possible, to the commenters and to ISA’s Manager of Standards and Technology.

Commenters may also be notified of ballot resolution through the Committee meeting minutes. The Committee's discussion and resolution of negative ballots shall be documented clearly in the minutes. The Chair prepares a letter to commenters notifying them that comments were resolved during the meeting and were recorded in the minutes. They will be given the opportunity to amend their ballots to approve or abstain by returning their amended ballots within four (4) weeks.

The following pages illustrate examples of resolution emails.

G.1 Examples of comment resolution

EXAMPLE 1

Dear Mr. Smith:

I wish to thank you for taking the time to review and comment on draft 6 of ISA-91.01, Identification of Emergency Shutdown Systems and Controls That Are Critical to Maintaining Safety in Process Industries. The ISA91 Committee met on 24 October 1994 at ISA/94 Anaheim to review comments on the document.

The ISA91 Committee spent considerable time discussing your two recommendations to consider changing the definitions of basic process control systems and emergency shutdown systems. The definitions we used in ISA-91.01 basically come from the Center for Chemical Process Safety’s book, Guidelines for Safe Automation of Chemical Processes, and the evolving ISA-84.01, Application of Safety Instrumented Systems for the Process Industry. 

As you might expect, there are many definitions that each of us has for these two items, and it is almost impossible to satisfy everyone. We did make some minor changes to these definitions that I hope address the concerns you raised—but in essence the ISA91 Committee decided to stick with the definitions being used in other published documents.

I hope we have addressed your comments satisfactorily. I ask you to review the enclosed draft standard, which contains the editorial changes the ISA91 Committee made to it in Anaheim, and consider changing your “disapprove” comments on ISA-91.01 to “approve” or “abstain” (an explanation must be given for abstentions).

Please send the enclosed public review comment form by 19 December 1994 to Charles Robinson, ISA Standards, at the address or fax shown. If you decide to uphold your negative comments, we will submit them as such to the S&P Board.

Sincerely,

Robert L. Jones(
ISA91 Chair

EXAMPLE 2

RE:  ISA-77.71 Fossil Fuel Power Plant Instrumentation Piping Installation

Dear Mr. Smith:

Thank you for reviewing the above draft standard. The Committee has reviewed your comments during our 16 June meeting, and the standard will be revised based on the consensus of the Committee members.  The reviewers have provided the following explanations relating to your comments:


1)
Section 5.8



In the areas where differential pressure is measured on high process pressures (i.e., steam flow measurements), rapid pressure reductions have occurred which cause flashing on the reference leg. The large surface area of the condensate pot minimizes this error.


2)
Section 5.10.2



This section will remain as written.


3)
Section 5.13



The purpose of this section was to define where syphons shall be used and where they shall not be used.


4)
Appendix B



There is a need to have quick reference tables for tubing wall thickness selection. These tables are not in ANSI B31.1; therefore the permission to print was not required. We have included in Annex A the reference to B31.1. The 87 1/2% means 0.875 times the nominal wall thickness.

In accordance with the review process, you have four (4) weeks from the date of this letter to respond to our explanations. If you decide to uphold your negative comments, we will submit them as such to the S&P Board.
If you have any questions, please contact me at (314) 555-1234.

Sincerely,

Edward L. Harrison(
Chair ISA77.71

EXAMPLE 3

RE:
Reaffirmation of ANSI/ISA-67.04.01 (formerly S67.04-Part I-1994), Setpoints for Nuclear Safety-Related Instrumentation, and ISA-RP67.04.02 (formerly RP67.04-Part II-1994), Methodologies for the Determination of Setpoints for Nuclear Safety-Related Instrumentation

Dear Mr. Brown:

At the ISA67.04 meeting in October 1999, it was suggested that as the negative comments to the above documents had been addressed at the ISA67 meeting and that this would be reported in the minutes, the committee should go ahead and send the documents out for ISA review.  

I have enclosed a copy of the October 1999 ISA67 minutes, which state on page 3, "The next step in the S67.04 and RP67.04 reaffirmation process is to send the documents out for ISA review. There was one negative ballot on each document; however, resolving the comments will be deferred until the documents are revised. The committee decided to continue with the scope and purpose of ISA67.04. Any expansion of the scope would come out of the revision. The comments will be reviewed at POWID."

A copy of the ballot tallies for each document is also enclosed, along with a copy of your ballots and comments. Please return your ballots indicating whether you wish to revise them to approve or abstain (an explanation must be given for abstentions) or to reaffirm your original negative votes.

Thank you for helping us progress with the reaffirmation of these documents. Please send your reply to Ellen Fussell Policastro, ISA Standards, at the address or fax shown above or by email at efussell@isa.org. If you have any questions, please call Ms. Fussell Policastro at (919) 990-9227.

Sincerely,

Arthur S. Greenwood*

Chair ISA67.04

Annex H —  Policy on translation of ISA Standards, Technical Reports, and Recommended Practices

It is the policy of ISA to encourage ISA Regions, Districts and Sections to undertake the publication of ISA Standards, Technical Reports and Recommended Practices into languages other than English as a service to ISA members and others.  

It is possible, however, that a Region, District or Section may wish to publish a non-English version of a standard, technical report or recommended practice as the basis (either total or in part) for a standard, technical report or recommended practice to be processed as a national standard in accordance with the procedures of the national standards body in a particular country.  Since all ISA Standards, Technical Reports and Recommended Practices are protected by international copyright, permission to use the ISA document must be obtained through the ISA Director, Publishing Services.  (It is also appropriate to inform the Vice President, Standards & Practices Department of this intended use of the standard.)  The Region, District or Section accepts total responsibility for the processing and subsequent maintenance of the resulting national standard and commits to attempt to update the national standard to maintain agreement with the ISA standard.

Any ISA Region, District or Section which desires to initiate the National or Regional publication of any ISA Standard, Technical Report or Recommended Practice may do so by petitioning the ISA Director, Publishing Services.  Any petitions will be handled in the order received.

Publication in a language other than English shall be intended for as broad a use as possible.  However, an ISA Region, District or Section in another country may choose to prepare a new language version following the procedure given above, to account for regional differences in the language.  In responding to a petition, the Director, Technical Services shall encourage cooperation to agree, if practicable, on a single language version.  Any language version shall be complete, i.e., from the Preface through any Appendices.

The ISA Region, District or Section preparing the document in another language shall be responsible for the accuracy of the publication.

The normally published English version of an ISA Standard, Technical Report or Recommended Practice shall be the official version.  Any interpretations of the material in the standard, technical report or recommended practice shall be based on the English version and shall be processed in accordance with Clause A.4, Interpretation of standards, of the S&P Department Accredited Procedures.

The ISA Region, District or Section producing another version other than the English version shall prepare additional Preface material that states as a minimum

a) that the official ISA document is the English version as prepared by the S&P Department; and

b) that the accuracy of the other language version is the responsibility of the ISA Region, District or Section that prepared the other language version.

Additional Preface material may be added by the Region, District or Section at their discretion.

In preparing the additional Preface material, care should be taken to not refer to the other language version as the “Standard,” “Technical Report” or “Recommended Practice” so as to give the impression that the other language version is an approved ISA Standard, Technical Report or Recommended Practice.  Rather, reference should always be to this “XX language version of ISA Standard...”

Modifications of the English version in making the translation are allowed, but are limited to explanatory footnotes and the like which may be necessary due to problems encountered in publishing in a language other than English.  Such modifications shall be clearly indicated and shall be explained in footnotes or additional appendices appropriately referenced in the text.

All ISA Standards, Technical Reports or Recommended Practices, and other language versions thereof, are protected by international copyright.  All other language versions shall include an appropriate copyright notice as approved by the ISA Director, Publishing Services.

Business arrangements for the publication, sale, and distribution of ISA Standards, Technical Reports or Recommended Practices shall be made by the Director, Publishing Services at ISA Headquarters.

The Director, Publishing Services, shall inform the S&P Executive Board of requests for permission to produce other language versions as they are received and shall update the full S&P Board once a year on these activities.

Interpretation of Standards

N.1 Introduction

All inquiries received by the S&P Department concerning formal interpretations of an ISA standard shall be answered in writing by the appropriate committee chairman in accordance with the procedures given in N.2.  Only an interpretation of a standard processed in accordance with the procedures of N.2 shall be considered to be a formal interpretation of a standard.  Inquiries that are answered directly by a committee chairman, committee member, or a member of the ISA staff, whether oral or written, are not formal interpretations.  Such responses are the personal opinion of the responder, and the responder shall so inform the person making the inquiry.  

N.2  Procedure

Requests for formal interpretations shall be processed as follows:

The S&P Board Secretary shall assign an inquiry number consisting of the standard number followed by an “I” number and a sequential number, e.g. ISA-75.01.01-I-3.

The S&P Board Secretary shall forward the written inquiry to the Committee Chairperson (and if applicable, the subgroup Chairperson) with copies to the Managing Director and the Department Vice President.

The Committee Chairperson may, if needed, write a letter, which shall be part of the inquiry, to obtain additional clarification.

The Committee Chairperson shall forward the original inquiry and any additional clarification to the Committee members, together with a proposed response  for their comments.  The Committee members shall have 30 days to respond.  

Following the 30-day committee response period, the Chairperson shall draft a written reply to the inquiry based on the comments received from members and shall send the proposed interpretation to the committee for their approval.  Committee responses shall be returned to the Chairperson within 30 days.  If a majority of the committee members approve, the proposed interpretation will become the official answer to the inquiry.

N.3 Records

ISA staff shall maintain a written record of any inquiries addressed and the record shall be forwarded to the S&P Board for information.

N.4 Future Work

Interpretations shall be considered by the Committee as proposed material for an addendum or future revision to the standard. 

Department awards

H.1 Recognition of Achievement awards (in addition to available Society level awards)

H.1.1 Purpose

Achievement awards are given to recognize the dedication and exemplary effort displayed by a Committee, an individual member of a Committee, or any individual (whether a member of the ISA or not) who contributes to a new or improved standard or promotes the standards activities of the Society.

H.1.2 Candidates

H.1.2.1 Eligibility and nominations

It is desirable, but not required, that individuals eligible for recognition be members of ISA.  A Committee is also eligible when all, or substantially all, members have worked diligently toward the creation of a new or revised standard.

Candidates may be nominated by any member of the Society, but, since the Vice President and Directors of the Department are most familiar with the work of the various Committees, it is their prime responsibility to see that deserving individuals and Committees are nominated at appropriate times.  Nomination occurs when a letter citing the accomplishments of the candidate, biographical data on the nominee, and a 50-word or less description of the achievement(s) is directed to the Chair of the Honors and Awards Committee of the Department.  In any year, candidates nominated on or before July 1 are considered.  The selection for the recognition is made on or about 1 August by letter ballot of the Honors and Awards Committee.

H.1.3 Timing of recognition

The Recognition of Achievement awards presentation occurs at an activity of the Department during the annual ISA Fall Leaders Meeting.

H.1.4 Administration and judging

The Recognition of Achievement awards are judged and administered by the Honors and Awards Committee of the Department.

H.2 Standards and Practices Department Award
This award recognizes contributions by individuals toward the successful operation of the Department.  The award consists of a suitable certificate or plaque recognizing the individual's contribution or service.  The award may be recommended by any member of the Department. Recommendations may be made by, or forwarded to the attention of, the Chair of the Department Honors and Awards Committee.  Award recipients are determined by the Committee.

H.3 Standards and Practices Department Service Award

H.3.1 Eligibility and nominations

This award is used for two different purposes.  First, when a member of the Board is not reappointed, that person becomes a candidate to receive an appropriate certificate of appreciation recognizing the individual's contributions toward the successful operation of the Department.  The award is issued upon retirement from the Board.

Second, there are instances when current members of the Board merit the Service Award for outstanding performance.  The award may be recommended by any member of the Department, and the issuance of such an award is established by the Honors and Awards Committee of the Board.

H.3.2 Nature of award

The award consists of a suitable certificate or plaque recognizing the individual's contributions.

Developing and promulgating sound consensus standards, recommended practices, and technical reports is one of ISA’s primary goals.  To achieve this goal the Standards and Practices Department relies on the technical expertise and efforts of volunteer committee members, chairmen and reviewers.

ISA is an American National Standards Institute (ANSI) accredited organization.  ISA administers United States Technical Advisory Groups (USTAGs) and provides secretariat support for International Electrotechnical Commission (IEC) and International Organization for Standardization (ISO) committees that develop process measurement and control standards.  To obtain additional information on the Society’s standards program, please write:




ISA



Attn: Standards Department



67 Alexander Drive



P.O. Box 12277



Research Triangle Park, NC 27709

ISBN:

( Chairman information is fictitious.
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