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Starting Work on a Standard

Our standards development process is not well understood by many involved.  This article is the first in a series explaining the process.  The Z80 committee maintains 19 current ANSI standards and has several new standards in development.  This page describes how we begin work on a standard and the roles of the subcommittee of experts, the parent Z80 committee, the secretariat and ANSI itself.

Z80 includes eight subcommittees covering a wide range of products.  Each subcommittee (SC) updates current standards in their field every five years.  Updating options include reaffirmation without change or  revision or addendum to part or all of the standard.  Since the update is to be completed five years after publication of the current standard, work on the update should begin about two years before the five year deadline.  Of course we are sometimes unable to meet the deadline.  Extensions are available which allow a maximum of ten years before update.  After ten years the standard is automatically withdrawn and updating is no longer possible.
An SC may begin work on revision of a current standard at any time.  In one extreme, work can begin as soon as the SC releases the same standard for balloting by Z80.  In the other extreme, work might be delayed until the current standard is nine years old.  As in most things, starting early is better than starting late and results in a better standard.
New standards are developed using the same process except that there is no deadline for completion.

The first formal step is a PINS (Project Initiation Notification Sheet) form used to authorize work on a standard.  This simple ANSI form identifies the need for an update or new standard and provides a preliminary scope for the work.  The SC requests approval to proceed with balloting of the PINS and the Z80 parent committee typically approves this action by vote at a regular meeting.  It is also possible for the Z80 chairman to approve online balloting of a PINS if the Z80 committee is not meeting.  This can avoid delay when a meeting is months away.  SC work begins in earnest after PINS approval.  After Z80 members approve the PINS, the secretariat forwards it to ANSI.  ANSI, in turn, publishes the PINS for public review to confirm we are not duplicating other standards work.

Once  the Z80 members approve the PINS, your SC may begin detailed development of the new standard or revision of a current standard.  The SC need not seek additional formal actions until a complete draft standard is prepared.  This may take months or years.  The next articles will review the structure and content of a Z80 standard and then balloting of the completed draft.
Main elements of a Z80 standard

Most who participate in the Z80 committee are leading experts in their field.  Few are expert in writing standards.  This article gives a plain-English overview of how to create a standard that achieves your goals.

Although there are many sections in a complete standard, your initial effort can focus on just three sections: Scope, Requirements and Test Methods.  With these done, the remaining sections can usually be completed quite easily.  Annex B of the Z80 Operating Procedures provides more complete guidelines.

Scope

Start with the Scope.  The Scope is a concise statement defining the product or process the standard addresses and what the standard accomplishes.  It should also identify items that could be covered by the standard but are intentionally excluded.

Requirements

Next, determine if your standard will set performance or design requirements or if it has another purpose.  Most standards set performance requirements but some simply define test methods or have other functions.  This article considers only standards that set performance or design requirements.  Keep in mind that placing design requirements on a product should be avoided unless necessary for safety since design restrictions limit innovation.  Performance requirements are usually best.

Test Methods

Each requirement in a standard must reference a test method that is used to ascertain if the requirement is met.  This is known as the referee test method.  The standard should state that equivalent test methods may be used, but when compliance of a product is disputed, the referee method will be used.

All test methods should appear in a separate section of the standard that follows the requirements section.  Only those test methods referenced in the Requirements section should appear in the Test Methods section.  Test methods should be fully described so that those skilled in such work can obtain meaningful results.  The accuracy of the referee test method should be consistent with any required tolerances.  If the test outcome is uncertain, a round robin test should be conducted including several laboratories to confirm the suitability of the test method.  If a requirement specifies a certain measure of performance, a tolerance should be included on the required measurement.  The tolerance should consider the accuracy and reproducibility of the test method.

Notes

If notes are included in any section, including the Requirements or Test Method sections, these notes are limited to information and cannot include a requirement.

_______________________________________

Additional elements of a Z80 standard

Once you have a draft of the basic sections of your standard, Scope, Requirements and Test Methods, you can tackle the remaining sections.  These are usually the Title Page, Forward, References and Definitions.  Other possible sections, not described here, include Classification of Product Types, and Marking the Product.

Title Page

The Secretariat will develop this front page for the standard.  You simply need to provide the name of the standard.  The Title Page is not needed when Z80 ballots of the draft.

References

Often it is convenient to refer to other standards for definitions, requirements or test methods.  When doing this, identify the referenced standard in the Requirements or Test Method section and also add the standard's full designation in the Normative References part.  The year of publication may be included if you do not want revisions to the referenced standard to affect your standard.  If you specify the year of publication be aware that your standard must be revised every time a referenced standard is revised.  This can be time-consuming and as a result your standard may be unusable until the revision is published.  Usually it is best to not specify the year of a referenced standard.  When that standard is revised it is likely that it will still be appropriate for your standard.

You may also want to list standards and other publicly available documents for background information.  This is best done using a Bibliography in an informative annex.  Some Z80 standards have a section for informative references following Normative References.  However, these references are not required reading to properly use the standard and thus their importance should be minimized by putting them in an annex.

Definitions

This is a boring section but it can be important.  It is only necessary to define terms used in the Requirements and Test Methods sections and for which the definition may be uncertain to some users.  If the standard uses terms already defined in other standards, that definition may be included but should not be changed since doing so leads to confusion.  Please check that each term you define is actually used in the Requirements and Test Methods sections.  If not, remove the definition.

It is permissible, and sometimes useful, to include standards that provide lists of definitions in Normative References.

Notes

If notes are included in any section, including the Requirements or Test Method sections, these notes are limited to information and cannot include a requirement.

_______________________________________

The Z80 Consensus Process

Subcommittee preparations

So your subcommittee has drafted a standard, either new or revised, what next.  Z80 does not require a formal vote within the SC to send the draft out for balloting by our 18 full members.  We do expect that all members of the SC agree that the draft should be balloted even if a few experts are not fully satisfied.  If one or two experts object to balloting, their objections should be recorded in SC meeting minutes along with the rationale for overruling the objections.  Remember, such objections may result in a negative vote during balloting and the negative vote must be resolved or addressed in writing before the ballot can pass.

Starting the ballot

Once agreement is reached in the SC, the SC chairman requests the  parent Committee to approve balloting the draft.  This is approved at the Committee meeting and the Secretariat begins the six-week online balloting process.  Each of the 18 voting members receives an electronic ballot in which they vote approve, disapprove or abstain.  Any disapproval votes will include comments specifying the objection and proposed changes that will result in changing the vote to approval.  The ballot mailing includes a brief description of the standard or, if this is a revision, of the changes made.  It also includes contact information for at least one expert who can provide further information to the voters.

Determining approval/disapproval

Approval requires that a draft standard receive approving votes from at least half the 18 voting members and at least 2/3 of those voting, excluding abstentions.  With 18 voters approval is achieved if 9 or more voters approve and not more than 4 disapprove.  In our experience, it is often difficult to get all voters to submit a ballot.  Thus, we might receive only 15 completed ballots.  Of these, 2 might abstain, leaving 13 useful votes.  If 9 voters approve and the remaining 4 disapprove, the ballot is approved because this is 2/3 of the votes and at least half the voters approved.
Getting it published

We're not done yet!  
A notice then appears in ANSI Standards Action that the standard is open for public review and comment.  The Secretariat initiates this with the BSR-8 form (Board of Standards Review).  The public review does not result in approval or disapproval but simply gathers comments for review by Z80.  Such comments are infrequent but must be addressed by Z80 in writing.  It is not necessary to incorporate these comments in the standard.
Even though your standard is approved by the Z80 Committee’s ballot, if there were any negative votes an attempt must be made to resolve them. Subcommittee Chairs can begin to attempt to resolve negative votes after the ballot is closed, while the standard is in public review or after completion of public review. 

It sometimes happens that the objection cannot be overcome. In that case documentation of the attempt to resolve is included with our voting results and sent to ANSI with the BSR-9 form. 

Once public review is completed and any negative votes are resolved, the Secretariat submits the final draft to ANSI using the BSR-9 form (Board of Standards Review) form.  If the final draft of the standard is approved by ANSI, the Secretariat than cooperates with ANSI staff on final editing and formatting and ANSI publishes the standard on their Electronic Standards Store.
Now you're done!
Z80 Operating Procedures Annex B
Required content for all ASC Z80 Standards
Note: not all Z80 standards conform to this specification

1. Title

The title shall be composed of

· An introductory element indicating the general field  (i.e. Ophthalmics)

· A main element indicating the principal subject treated within the field of use (e.g. Prescription Ophthalmic Lenses)

· (If necessary) a complementary element indicating the particular aspect of the principal subject or giving details which distinguish the document from other standards (e.g. Vocabulary).
2. Foreword

The foreword shall appear in every standard; it consists of a general part giving information relating to the organization responsible for creating the standard and a specific part providing the following information.

· The subcommittee and the subcommittee members which prepared the standard

· The organizational members of ASC Z80 and the names of each organizational representative and alternate.

· A statement that the standard cancels or replaces other documents in whole or in part, if appropriate

· A statement of significant technical changes from the previous edition of the standard
3. Designation and Year of Issue

(e.g. ANSI Z80.1-1999)

4. Scope & Purpose

The scope & purpose shall amplify the title, state the function of the standard, and note any materials, products, or systems that are excluded.  It shall not contain requirements.

5. References
5.1. Normative References

· Normative references shall include the title, publication date and where the document may be obtained.

· Normative references are those documents that are referenced in the text and contain specifications or requirements.

· Normative references shall not include documents which are not publicly available, documents to which only informative reference is made or documents which have served merely as references for the preparation of the standard.

5.2. Informative References

Informative references shall not include documents that are not publicly available or documents which have served merely as references for the preparation of the standard. 

6. Definitions, symbols and abbreviations

Definitions shall be used when the term is not self-explanatory, is not commonly used or understood, or is not a common term in a dictionary or defined in an independent terminology standard.

7. Classification

7.1. When more than one material, product, or system is specified, they shall first be separated by types.  

7.2. Further subdivisions by grades may be used.  

7.3. If necessary, additional divisions into classes may be made.

8. Requirements

8.1. Requirements shall be quantified and shall include tolerances (when appropriate)

8.2. Requirements shall be referenced to a test method.

8.3. A clear distinction shall be made between normative requirements and statements included only for information or guidance.

8.4. Units of the International System of Units (SI), the modernized metric system, shall be used.  Equivalent English system units may, optionally, be included.

8.5. The use of patented items may be included in the standard provided that the procedures in Annex B are followed. 

8.6. Commercial terms and conditions 
Provisions involving business relations between buyer and seller such as guarantees, warranties, and other commercial terms and conditions shall not be included in an American National Standard.  The appearance that a standard endorses any particular products, services or companies must be avoided.  Therefore, it generally is not acceptable to include manufacturer lists, service provider lists, or similar material in the text of a standard or in an annex (or the equivalent).  Where a sole source exists for essential equipment, materials or services necessary to comply with or to determine compliance with the standard, it is permissible to supply the name and address of the source in a footnote or informative annex as long as the words “or the equivalent” are added to the reference.  In connection with standards that relate to the determination of whether products or services conform to one or more standards, the process or criteria for determining conformity can be standardized as long as the description of the process or criteria is limited to technical and engineering concerns and does not include what would otherwise be a commercial term.
9. Test Methods

9.1. For each requirement, a referee test method shall be given.

9.2. The test methods shall be identified to indicate whether they are type tests, sampling tests, or routine tests.

9.3. The referee test method shall include:

· the procedure for conducting the test

· necessary equipment or apparatus

· materials or reagents

· preparation and preservation of test samples and test pieces

· expression of the results including method of calculation

· test report

9.4. Examples of sources of supply for the equipment and material for a test method shall be given.

9.5. The test method shall indicate the accuracy and precision that is typically achieved if known.

9.6. (Optional) If the accuracy and precision are not known for a particular test method, an inter-laboratory study shall be conducted to determine the precision and accuracy.

9.7. A note shall state “Other test methods may be used if it can be shown that the results are equivalent to the referee test method.”

10. Identification of product covered by standard

The identification of the product or component shall be specified on the product or on the package of the product or in an accompanying document.

11. Identification of the standard

Reference shall be made to ANSI Z80.X either on the product, the package or in available literature if the manufacturer or supplier claims compliance to this standard.

