TO ALL APM STANDARDS COMMITTEE MEMBERS

To make sure work done at meetings gets into our formal documentation system,  here are some detailed procedures which I would ask you all to follow.

1) All material which is worked on during the meeting using a projector and in which changes have been made needs to be either given to our secretary, Larry Smith, at the meeting or emailed to him immediately following the meeting. He will then incorporate it as an attachment to the meeting minutes so it will be in the file at ASCE headquarters for that meeting.
2) At the beginning or end of any such material, a notation should be inserted by the scribe (the person using the laptop at the meeting)  giving the meeting at which the changes noted in the material were made. Any prior notations of that type should be deleted.
3) The material should also be transmitted to Mike Shumack who will provide it with a unique document title, based on a system of his own choosing,  which will distinguish it from any earlier versions. He should keep only the latest version on the website but keep prior versions in a configuration control file which he maintains.

4) The primary person responsible for seeing that the material is transmitted to Larry and Mike is the scribe who entered the changes into the document as it was being projected.
5) If we are dealing with standards drafts, the working group chair should also make sure before the meeting ends that he/she has a copy of the material or has made arrangements to receive a copy via email.  Working Group chairs are responsible for making their own arrangements to be sure that they always have the latest copy of their material. This will provide a common sense backup for any slipups in the basic system.
6)  Whoever is the scribe should not erase the material from their computer or any plug in memory device until they know that it has been transmitted to the secretary (Larry Smith), configuration control( Mike Shumack), and when applicable to the Working Group Chair.
7) Any standards drafts which are edited between meetings in order to respond to actions generated at the meeting should be sent by the Working Group Chair to the full Committee Chair (Tom McGean) who will transmit them to Mike Shumack to enter into our configuration system.

Thanks for your cooperation,




Tom McGean, Chair
