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INTRODUCTION 

This document provides comprehensive content guidance and style instruction to help project committees (PCs) develop a working draft of a new or revised ASHRAE standard or guideline. The primary goal is for ASHRAE Standards and Guidelines to all share a basic format and style. It is also intended to help PCs avoid potential rework, which may result in significant delays in getting the draft prepared for public review. Committees must request approval from ASHRAE staff to deviate from this template. If you have any questions or issues with this template, please contact the ASHRAE Senior Manager of Standards. Without proper approvals, work submitted by a committee may revert to follow this format, or the committee may be asked to resubmit the draft using the format below.

A “clean” version of the Standard & Guideline template without tips, it is included at the end of this document as Attachment 1. 

As you read this document, please pay special attention to the following:
a. ASHRAE’s copyright policy must not (per PASA and Rules of the Board (ROB) be violated. 
b. Standards must (per ROB) be written in mandatory language (does not apply to guidelines). All guidelines must be written in informative language (ASHRAE Rules of the Board 1.201.004.6). 
c. Properly identified informative notes within normative sections of the standard and in normative appendices appendix may be used to clarify text.
d. The final electronic copy of the draft standard or guideline must (per Publications) be available in Microsoft Word format.
e. Each figure, table, and equation in the standard or guideline must (per Publications) be numbered and must have a title.
f. Each figure, table, and equation in the published standard or guideline must (per Publications) be referenced by number in the document.
g. Artwork for the published standard or guideline must (per Publications) be legible, reproducible, and electronic—in JPEG, TIFF, 600 dpi or better and native file format. Artwork must (per Publications) be provided and updated by the project committee. Artwork from other non-ASHRAE sources must be used with permission of the copyright holder and include an attribute line: (“Reproduced with permission of [copyright holder].”)
h. Where compliance with referenced documents is required, standards cite such documents in a Normative References Section.  Where compliance with a referenced (sourced) document is not required, standards or guidelines should list such documents in an Informative References section.
i. Informative material and examples that are included for reference but not needed may be moved to a supplemental files website.

In the course of drafting a standard or guideline, keep in mind that the PC may determine that the full draft, or any portion thereof, may benefit from an informal public review of new, unusual, or potentially controversial elements in the document. In such cases, the PC may vote to submit the draft for an Advisory Public Review (APR). The underlying concept of the APR is to obtain public input early in the development process to enable the PC to deal with and potentially resolve issues that may impede progress. Additional detail on the APR process is included in PASA, Clause 7.2.1.1, Advisory Public Review (APR).

Your SPLS Liaison and ASHRAE staff can answer any questions you may have on the working draft process or will direct you to others who can provide assistance. For comments, questions, or suggestions on this document, please contact Connor Barbaree, ASHRAE Senior Manager of Standards, at cbarbaree@ashrae.org, or Susan LeBlanc, Standards Administrator, at sleblanc@ashrae.org. 






For comments, suggestions, or questions, contact:

Name, Chair 
Tel:  xxx-yyy-zzzz
E-mail:  nnn.nnnn@xxxx.yyyy.zzz











Title 
(Tip: Insert approved title here.)




Project Committee (PC): e.g., GPC 27P or SPC 23.1-2010R

Working Draft No. 01
(Tip: Increment the working draft number and date
 each time the working draft is updated. Archive previous versions 
for potential future reference.)







(Tip: The information below must [per PASA] be included on the cover page of all standard and guideline working drafts. Violation of this policy by any PC member is grounds for dismissal from the PC.)

© mm/dd/yyyy ASHRAE
	
This is a working draft document intended for review only by the cognizant ASHRAE groups and other designated reviewers and is not for distribution to any private interests, individuals, or third parties that are not designated as ASHRAE reviewers for this document. 

This document may not be distributed in whole or in part in either paper or electronic form outside of the PC without the express permission of the MOS and shall include a statement indicating such. 



The appearance of any technical data or editorial material in this draft document does not constitute endorsement, warranty, or guaranty by ASHRAE of any product, service, process, procedure, design, or the like, and ASHRAE expressly disclaims such.
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13

(This foreword is not part of this standard. It is merely informative and does not contain requirements necessary for conformance to the standard. It has not been processed according to the ANSI requirements for a standard and may contain material that has not been subject to public review or a consensus process. Unresolved objectors on informative material are not offered the right to appeal at ASHRAE or ANSI.) 
Note: This header must be included at the beginning of all standards. Use the text below for guidelines.

(This foreword is not part of this guideline. It is merely informative and does not contain requirements necessary for conformance to the guideline.)

[bookmark: _Toc94180296]Foreword
Type foreword in italics.

(Tips:
a. The foreword provides an overview of the need and application of the standard or guideline.
b. The foreword provides a summary of the changes that have been incorporated in a revision.)

1. [bookmark: _Toc94180297]Purpose 
(Tips:
a. Title each section.
b. FORMAT: All caps, Bold, times Roman, 12 pt, Left Justify.)

1.1 Purpose [First Subsection]. Copy the approved purpose statement here, using as many subsections as necessary.
(Tips: Subtitle each subsection, each word in the subsection title should be capitalized. Times Roman, 12 PT, bold, left justify)

[bookmark: _Toc94180298]Scope
2.1 Scope [First Subsection]. Copy the approved scope statement here, using as many subsections as necessary.

(Tips:
a. The Title, Purpose and Scope (TPS) must be the approved Title, Purpose and Scope as shown on the ASHRAE website at:  www.ashrae.org/tps. 
b. A TPS may be changed prior to submitting a Public Review Draft.  The “Proposed Changes to an Approved TPS” form can be found on the PC Chairs Toolkit page. Minor editorial changes must be approved by the Senior MOS and SPLS liaison. All substantive proposed changes must (per PASA) be approval by SPLS and Standards Committee and in addition, policy level standards and guidelines, by Technology Council. 
c. If substantive changes are needed, the proposed TPS changes must be submitted and approved well in advance of completing the draft standard or guideline, to ensure that the document as written is consistent with the approved TPS.)

[bookmark: _Toc94180299]Definitions and Symbols 
[bookmark: _Toc94180300]Definitions
	term: definition.
	term: definition.
	term: definition.

(Tips:
a. Definitions must not include requirements.
b. Definitions must appear somewhere in the text of the standard or guideline. If terms are defined but never used in the text of the standard or guideline, they may be removed editorially.
c. Definitions should include terms from the ASHRAE Terminology Wiki if the term from the Wiki meets the needs of the standard or guideline. The Wiki can be accessed at: https://www.ashrae.org/resources--publications/free-resources/ashrae-terminology.
d. If the normal dictionary definition is applicable for a term, the term should not be defined in the standard or guideline. )

[bookmark: _Toc94180301]SYMBOLS (if any)
	Symbol
	Definition

	
	

	
	

	
	



[bookmark: _Toc94180302]ACRONYMS (if any)
	Acronym
	Acronym meaning

	
	

	
	

	
	



(Tips:
a. Section 3 may also include a list of Acronyms used in the document either following or replacing Section 3.2 Symbols.
b. Acronyms must appear somewhere in the text of the standard or guideline. If an acronym exists in 3.2 but us never used in the text of the standard or guideline, it may be removed editorially.
c. The acronym and its reference are not italicized throughout the document.)

[bookmark: _Toc94180303]Administration 
Section 4 should contain administrative requirements for the standard or guideline if they exist. If there are no administrative requirements, then Section 4 is the beginning of the normative portion of the standard. 

(Tip: Draft documents use the following formatting structure. The final document will be formatted by Special Publications using columns and fonts consistent with other ASHRAE standards and guidelines.)

[bookmark: _Toc393450020][bookmark: _Toc94180304]Basic Requirements for a Working Draft. 
Type text here.
[bookmark: _Toc393450021]
Subtitle 
Type text here. 
[bookmark: _Toc393450022]
Subtitle 
Type text here. 

4.1.2.1 Subtitle
Type text here. 

(Tip: If possible limit the number of subsection levels to four (4) or fewer as shown here.)

[bookmark: _Toc94180305]Formatting Requirements

Lists
Ordered lists should be no deeper than four levels and be formatted as follows:
a. List level 1
1. List Level 2
i. List Level 3
(a) List Level 4
Lists should be one of three types.
	
List Style #1
In List Style #1, a list is structured, capitalized, and punctuated
a. continuously,
b. as a complete sentence, and
c. with each list item appearing on its own line, as shown here.

List Style #2
In List Style #2, a list is introduced using a complete sentence, followed by a colon as shown here. This list style is good for when list items are longer and composed of complete sentences/thoughts:
a. Each list item is a complete sentence with terminal punctuation.
b. Here’s another list item.
c. This is the last list item.

List Style #3
List Style #3 is identical to list Style 2, except all list items are sentence fragments with no end punctuation. This style is good to use when all list items are very short phrases or single words:
a. Item 1
b. Item 2
c. Item 3

The final electronic copy of the draft standard or guideline must (per Publications) be available in Microsoft Word format.
Each figure, table, and equation in the standard or guideline must (per Publications) be numbered and must have a title.
Each figure, table, and equation in the published standard or guideline must (per Publications) be referenced by number in the document.
Artwork for the published standard or guideline must (per Publications) be legible, reproducible, and electronic—in JPEG, TIFF, 600 dpi or better and native file format. Artwork must (per Publications) be provided and updated by the project committee.

[bookmark: _Toc419283562][bookmark: _Toc94180306] General Requirements
4.3.1 Mandatory Language Standards. All proposed or revised standards must be written in mandatory language (ASHRAE Rules of the Board 1.201.004.5). Refer to the ASHRAE Guide to Writing Standards in Mandatory Language for the normative portions of the standard (see Attachment 2). 

Exception. This is an exception to 4.3.1 (Do not include Section number after Exception if it only applies to the section immediately preceding)

(Tip: Informative notes may be used to provide explanatory information or any information considered indispensable for the use of the standard or guideline. Informative notes begin with the word “Informative Note(s)”in bold letters and are placed after the section of the standard to which the note applies. If the “informative note” is more than two sentences, PCs should consider placing the information in an informative appendix and refer to the appendix in an informative note in the body of the document. Where more than one informative note is needed, the notes should be numbered sequentially.)
Informative Note: When you have an informative note, Bold and Italicize “Informative Note”

Informative Notes: When you have multiple informative notes:
1. Bold and italicize “Informative Notes”
2. Include a numbered list.
3. Should be written in a way that states clarifying facts, descriptions, pros and cons, etc.
4. All list items have terminal punctuation, regardless of whether they’re a complete sentence or fragment.

4.3.2 Code-Language Standards. Standards that are intended for code adoption must be concise and written in appropriate code language with one simple and direct prescriptive methods for compliance, and, where deemed appropriate by the PC, with one or more alternative performance paths (ASHRAE Rules of the Board 1.201.004.5) For Code-Intended Standards, the normative portions of draft documents are written in accordance with the ASHRAE Guide to Writing Standards in Code-Intended Language (see  Attachment 3). 

(Tip: A webcast recording of the PC Chairs Training on “Mandatory and Code Intended Language” is available for download on the ASHRAE PC Chairs Toolkit page. This should be viewed by all members of the PC prior to drafting the standard.)

Exceptions. When a section has multiple exceptions, include them in a numbered list preceded by a lead-in sentence. All of the following exceptions apply.
1. This is exception 1.
2. This is exception 2.

4.3.3 Guidelines. All guidelines must be written in informative language (ASHRAE Rules of the Board 1.201.004.6).

Exception to 4.3.2 and 4.3.3. This is an exception to 4.3.2 and 4.3.3 (Include Section numbers after Exception if it applies to more than the section immediately preceding).

[bookmark: _Toc94180307]Units Policy
ASHRAE Standards Committee Documents (SCDs) must conform to the ASHRAE Units Policy. Official interpretations of standards must be formatted in the same system(s) of units as the parent document.  PC requests for waiver of these requirements must be submitted to the SPLS Liaison for approval by SPLS.  A waiver must be approved by StdComm and granted by the ASHRAE Publisher/Director of Publications & Education.  For more information, see Normative Appendix A, “ASHRAE Units Policy in Standards and Guidelines.” Note: Units must be included in both SI and I-P format.

(Tip: For helpful information, refer to the online version or downloadable PDF file, SI for HVAC&R - a guide to SI Units in HVAC&R, on the ASHRAE website using one of the following links: 
· SI for HVAC&R - a guide to SI Units in HVAC&R
· SI for HVAC&R - a guide to SI Units in HVAC&R (PDF))




[bookmark: _Toc94180308]Contractual Language, Commercial References, Proprietary Sources of Material, and Patents

ASHRAE standards and guidelines as shown in Table 1:

Table 1. Rules for Contractual Language, Commercial References, Patents, etc.

	Requirement 1
	Must not contain commercial references or contractual language—see Normative Appendix B, “Commercial Terms and Conditions.”

	Requirement 2
	Must not require the use of proprietary materials or specific sources of supply or testing without allowing alternatives—see Normative Appendix C,  “Proprietary Materials, Specific Sources of Supply, or Individually Built Apparatus.” 

	Requirement 3
	Must not require use of a patented item with no alternatives except as provided in Normative Appendix D, “Patents in ASHRAE SCDs.”



(Tip:	
1) When referring to a figure, table or equation, write: “as shown in Figure X,” Do not write “as shown below” or “as shown in the figure above.” 

[bookmark: _Toc94180309]Use of Copyrighted Material

ASHRAE Material. If the PC wants to include copyrighted material from ASHRAE, permission must be obtained from ASHRAE Staff before inclusion.

Non-ASHRAE Material. If the PC wants to include copyrighted material from sources other than ASHRAE, the PC must (per Publications) obtain copyright permission from the organization that owns the copyright.  If there is a cost for using non-ASHRAE copyrighted material, inform ASHRAE staff.  Failure to get permission to use copyrighted material may hold up public review and publication of the document.)

(Tip: Section 5 begins the normative or informative portion of the standard or guideline if there is an administrative section.)

[bookmark: _Toc94180310] First Normative Requirements for A working draft
[bookmark: _Toc94180311]Additional Major Sections (insert sections as needed)
Additional Major Sections:
a. Method of Test (MOT) standards and Rating standards normally include these additional major sections: Classifications, Requirements, Instruments, Methods of Testing, and Test Report 
b. Method of Measurement standards normally include these additional major sections: Classifications, Requirements, Instruments, Methods of Testing, Uncertainty, and Test Report.
c. Design standards normally include major sections as logically defined by the PC. Section content should be focused enough to assure that now more than three subsections are needed. Major sections should focus on aspects of design, rather than type of requirements (e.g., mandatory or prescriptive).


[bookmark: _Toc94180312]7  Normative References
7.1 Normative References 
a. Normative references to other documents to include the specific section or requirement referenced, along with the name of the document in which the specific section or requirement appears and the referenced document must be explicitly required in the normative text using mandatory language. For instance, ASHRAE Standard 189.1-20111, section 7.4.2 refers to a specific section in ASHRAE standard 90.1-2013. The reference could be written as follows: 

“The building envelope shall comply with Section 5.2.3 of ANSI/ASHRAE/IES Standard 90.1 with the following modifications and additions.”, or

“The building envelope shall comply with ANSI/ASHRAE/IES Standard 90.1 with the following modifications and additions.”

b. Normative referenced material is listed in a table in the last numbered section of the standard (here it’s “7.0 Normative References”). The table includes three columns: Reference (for the name of the referenced material, including the address of the publishing entity and the date of publication), Title (for the title of the document containing the referenced material), and Section (for the section number in the draft standard wherein the referenced material is cited).

	Reference
	Title
	Section

	ANSI/ASHRAE/IES Standard 90.1-2016
	Energy Standard for Buildings
Except Low-Rise Residential Buildings
	7.4.2



7.2 Informative References in Appendices or Appendices
a. In standards or guidelines, “informative references” are typically numerically superscripted sequentially in order of appearance within the text if shown like a bibliography. 
b. The material referenced is included in an Informative Appendix or Annex, which is not part of the standard. Each document is listed with its corresponding superscript, in the format shown below.

1.			ASHRAE. 2011. ANSI/ASHRAE/USGBC/IES Standard 189.1-2011, Standard for the Design of High-Performance Green Buildings Except Low-Rise Residential Buildings. Atlanta: ASHRAE. [sample reference only]
2.	NFPA. 2006. NFPA 211-2006, Standard for Chimneys, Fireplaces, Vents, and Solid-Fuel Burning Appliances. National Fire Protection Association, Quincy, MA. [sample reference only]
3.	California Energy Commission. 2001. California Title 24 Standards, ACM Manual, Appendix F, Sections 4.3.8.2.1 and 4.3.7.2. [sample reference only]
4.	ASTM. 2007. ANSI/ASTM E1554-07, Standard Test Methods for Determining External Air Leakage of Air Distribution Systems by Fan Pressurization. ASTM International, West Conshohocken, PA. [sample reference only]





(This appendix is part of this standard. It contains requirements necessary for conformance to the standard. It has been processed according to the ANSI requirements for an ASHRAE standard, including public review, a consensus process, and the right of unresolved objectors to appeal at ASHRAE or ANSI.) 

Note: Include this header for Normative Appendices.
Tips: 
a. Normative Appendices precede Informative Appendices.

[bookmark: _Toc94180313]NORMATIVE APPENDIX A
[bookmark: _Toc94180314]ASHRAE UNITS POLICY IN STANDARDS AND GUIDELINES
A1 UNITS POLICY (Reprint of ROB 1.201.002)

The units use or application policy shall include, as a minimum, time-dated directions on the use of SI and I-P in all ASHRAE publications.

TC 1.6 shall serve as the authority on SI and I-P usage and application.

Research projects; codes, standards, guidelines and addenda thereto; special publications; Insights articles; Journal articles; and Handbooks shall be prepared using the International System of Units (SI) and/or inch-pound units (I-P) in formats approved by the Publishing and Education Council.

The Publishing and Education Council shall review annually the approved formats to be used in ASHRAE publications, considering suggestions from members and committees, and shall establish any changes in the approved formats.

The Publishing and Education Council shall consider this Units Policy annually and shall recommend to the Board of Directors the formats to be used in ASHRAE publications.

a. The format for ASHRAE publications shall be dual units, except in cases determined by the  	Publishing and Education Council, where two separate versions are to be published, where one is  	rational SI and the other is rational I-P.  For selected ASHRAE standards and guidelines, the  	Standards Committee may approve use of SI units only.
b. In dual unit publications, the units used in calculating the work being reported shall be listed first. 
c. The alternate system of units should follow in parentheses.  Authors shall round off equivalents in the alternate system of units so that they imply the same accuracy as is implied with the primary system of units.
d. Exceptions require the approval of the Director of Publishing and Education.

Handbook volumes shall be published in separate SI and I-P editions.

A2 Basic Approach. For standards and guidelines, the policy is satisfied by use of dual units. Immediately after formation of the PC, the PC must develop a Units Format Plan (UFP) based on the prioritized options listed in Table A-1. If dual units are to be used, the PC must identify in the UFP which system of units will be primary (i.e., listed first). The UFP will be submitted as part of the Work Plan to the SPLS Liaison for recommendation to SPLS.

If the UFP includes any approach not allowed by the Units Policy, an exception must be justified in writing and attached with the UFP for recommendation by the SPLS Liaison and approved by SPLS. If SPLS approves the UFP and request for waiver, SPLS will request that the waiver be granted by the Director of Publications and Education in writing. The waiver should be obtained before the PC begins work to develop or revise the standard or guideline. This will help to assure approval of a non-conforming draft by the SPLS when the PC ultimately recommends public review.

A3 Steps if Incorporating Dual Rational Units. The PC may use dual rational systems of units in a standard or guideline by using the following steps: 

a. Review the options listed in Table A-1.
b. Decide whether the primary system of units is to be SI or I-P. See Table A-1.
c. Identify in the UFP whether the primary and secondary systems are to be included in a single document or in separate documents. Approval must be obtained if separate documents are recommended. 
d. If introducing SI units for the first time, decide which units are most appropriate (or preferred) for each parameter. See A5.
e. Determine rational values for the subject parameters. See “definitions” below.
f. Determine an appropriate level of precision (i. e., number of significant figures) for the values and tolerances used. In the case of dual rational systems of units, check that the level of precision is approximately comparable for the two systems of units. See “Resources” below.
g. List the primary system of units first followed by the secondary system of units in parenthesis.

A4 Steps If Incorporating Equivalent Units. Follow Steps a, b, d (if the primary system of units is SI), and f above. Paragraph 5(b) of the ASHRAE Units Policy gives requirements for rounding to be used in Step f.

A5 Resources. For step A3(d) above, page 5 of the ASHRAE publication SI for HVAC&R, May 1999, lists the preferred SI units for typical HVAC equipment. The same information is given under the heading SI UNITS for HVAC and R Catalogs on p. 139 of the ASHRAE Terminology of HVAC&R, Second Edition, 1991. Conversion factors are given on page 6 of SI for HVAC&R and p. 140 of the ASHRAE Terminology of HVAC&R. 

A6 Designating Types of Conversions. The terms “hard” and “soft,” with respect to conversions between SI and I-P systems of units, are not self-explanatory. More descriptive terms for hard and soft conversions would be “rational” vs. “equivalent” conversions. 

TABLE A-1: Preferred Systems of Units for ASHRAE Standards and Guidelines
	
	(A)
Standards/Guidelines Not Intended for Use as Regulatory Documents
	(B)
Standards/Guidelines Intended for Use as Regulatory Documents

	1. Preferred
	Primary system: SI Rational
Secondary system: I-P Rational
	Primary system: I-P Rational
Secondary system:  SI Rational 

	2. Acceptable (Requires Justification)
	Primary system: SI Rational
Secondary system: None
	Primary system: SI Rational
Secondary System: None

	3. Acceptable 
(Requires Justification)
	Primary system I-P Rational
Secondary system: SI Rational
	Primary system: SI Rational
Secondary system: I-P Rational





Notes:	
1. If an I-P only system of units or two versions (both SI and I-P) in separate publications are proposed to be used, a request for waiver must be approved by SPLS and the waiver must be approved by the Director of Publications and Education.

2. All primary systems of units shall be in rational format. Secondary units shall be in rational format unless justification is approved to use equivalent units.


(This appendix is part of this standard. It contains requirements necessary for conformance to the standard. It has been processed according to the ANSI requirements for an ASHRAE standard, including public review, a consensus process, and the right of unresolved objectors to appeal at ASHRAE or ANSI.) 

Note: Include this header for Normative Appendices.

[bookmark: _Toc94180315]NORMATIVE APPENDIX B
[bookmark: _Toc94180316]COMMERCIAL TERMS AND CONDITIONS 
B1 Provisions involving business relations between buyer and seller such as guarantees, warranties, assignment of responsibilities for compliance, and other commercial terms and conditions shall not be included in an ASHRAE Standard. This does not exclude provisions concerning the determination of conformity with a standard.

B2 An ASHRAE standard shall not prescribe a proprietary agency for quality control or testing to the exclusion of other qualified agencies.

B3 Requests for waiver of these requirements must be approved by the StdComm.



(This appendix is part of this standard. It contains requirements necessary for conformance to the standard. It has been processed according to the ANSI requirements for an ASHRAE standard, including public review, a consensus process, and the right of unresolved objectors to appeal at ASHRAE or ANSI.) 

Note: Include this header for Normative Appendices.

[bookmark: _Toc94180317]Normative APPENDIX C
[bookmark: _Toc94180318]PROPRIETARY MATERIALS, SPECIFIC SOURCES OF SUPPLY, OR 
INDIVIDUALLY BUILT APPARATUS
C1 Proprietary Materials
An ASHRAE standard shall not have the effect of requiring proprietary materials to the exclusion of others, except as allowed under C2.2.

C2 Use of Trademarks and Specific Sources of Supply for Apparatus, Reagents, and Reference Materials
To ensure the widest possible use of ASHRAE standards, it is imperative that sources of supply exist for apparatus, reagents and reference materials.  This is particularly important for unique, unusual, or difficult-to-obtain items.

C2.1 It is the responsibility of the project committee to ensure that apparatus, reagents, and reference materials are available to the public so that a specific procedure can be performed.  Each time an existing standard is reviewed or revised, and at the time a new standard is proposed, the committee shall make such a determination.

C2.2 The PC shall provide to the MOS the names and addresses of sources of supply and shall update this information at the times indicated in C2.1.  When specific trademarks are used or specific sources of supply are given, the following rules shall apply:

1) Reference to specific trademarks shall be permitted only when it has been found necessary to write part or all of the standard or guideline on the basis of a single commercial apparatus, reagent, or reference material in order to obtain sufficiently reproducible results.  References to specific commercial sources of supply shall be permitted only when one source, or a few sources, of supply are known and the source or sources are not likely to be generally known.
2) Generally, the trademarks of apparatus, reagents, or reference materials should not appear in the title of methods.  When the name of the apparatus is in the public domain such as “Rockwell” or “Saybolt Viscometer,” such names may appear in the titles if approved by the Standards Committee.  Specific trademarks or apparatus, when necessary, may be included in the section on apparatus or in the scope, or in both, as determined by the project committee in consultation with the MOS.  Where it is possible to describe the apparatus and limiting parameters in the main text and to give the trademarks only in notes and footnotes, this should be done.
3) Where compliance with a standard is based on the use of a specific primary apparatus, but the test method or other requirement can be modified to permit the use of an alternate apparatus, a note shall be included after the description of the primary apparatus stating this.  When an alternative test method is given, the project committee shall include applicable calibration procedures to permit the user of the alternate test method to ensure that the alternate test results are comparable to those that would have been obtained using the primary apparatus.
4) The decision as to how references to specific apparatus, reagents, and reference materials or to source of supply should appear in the standard will be left to the PC involved, in consultation with the MOS.
5) Information on sources of supply, when necessary, shall be included in footnotes.
6) The decision as to whether alternative apparatus, reagents, or reference materials are equivalent shall be determined by the PC involved.
7) When a mutually agreeable decision cannot be reached by the MOS and the PC, the matter shall be referred to the StdC.

C3 Individually Built Apparatus
In those cases where the test apparatus cannot be purchased but is required to be built, full information on the construction shall be included or referenced in the SCD.  


(This appendix is part of this standard. It contains requirements necessary for conformance to the standard. It has been processed according to the ANSI requirements for an ASHRAE standard, including public review, a consensus process, and the right of unresolved objectors to appeal at ASHRAE or ANSI.) 

Note: Include this header for Normative Appendices.

[bookmark: _Toc94180319]NORMATIVE APPENDIX D
[bookmark: _Toc94180320]PATENTS IN ASHRAE SCDS
D1 Introduction
When a project committee proposes to require the use of a patented item in a standard and there are no known alternatives, the committee shall include statements in public review draft(s) and in a footnote in the standard indicating a willingness to consider acceptable alternatives.

D2 Recommended Statements
The following statements are recommended.  However, the committee may choose other wording more appropriate for specific circumstances.

D2.1 Statement in Instructions for Public Review Comments. The instructions to the public for preparing comments on a public review draft shall include a request for acceptable alternatives.  The following is suggested wording:

The (name of material, product, process, apparatus) is claimed to be covered by a patent held by (name and address of company). If you are aware of an acceptable alternative(s) to the patented item, please attach to your comment form a description of the alternative. All suggestions will be considered by the PC.

D2.2 Statement in Footnote of Document. If acceptable alternatives are not identified, a footnote shall be included in the standard.  The following is suggested wording:

The (name of material, product, process, and apparatus) is claimed to be covered by a patent held by (name and address of company).  Interested parties are invited to submit information regarding the identification of acceptable alternatives to this patented item to the MOS, ASHRAE, 180 Technology Parkway NW, Peachtree Corners, GA 30092.

The footnote shall be cited in the specific section of the document where the patented item is first mentioned.  When the entire document is written around a patented item, the footnote shall be cited in the scope.

D2.3 ASHRAE Disclaimer of Liability as to Patented Inventions. Neither ASHRAE nor an ASHRAE project committee shall be responsible for identifying all patents under which a license is required in using an ASHRAE standard nor for conducting inquiries into the legal validity of such patents.  Each ASHRAE standard, where applicable, shall include a note worded as follows:

Note: The user’s attention is called to the possibility that compliance with this standard may require use of an invention covered by patent rights.  ASHRAE takes no position respecting the validity of any such claim (s) or of any patent rights asserted in connection with any item mentioned in this standard.  If a patent holder has filed a statement of willingness to grant a license under these rights on reasonable and nondiscriminatory terms and conditions to applicants desiring to obtain such a license, then details may be obtained from the MOS.  Users of this standard are expressly advised that determination of the validity of any such patent rights, and the risk of infringement of such rights, are entirely their own responsibility.

D3 Statement from Patent Holder

D3.1 Statement. Prior to approval of such a proposed ASHRAE standard or guideline, the MOS shall receive from the patent holder (in a form approved by ASHRAE) either assurance in the form of a general disclaimer to the effect that the patent holder does not hold and does not anticipate holding any essential patent claim(s), or assurance that a license to use the material, product, process, or apparatus claimed to be covered by the patent will be made available to applicants desiring to utilize the license for the purpose of implementing the standard either

a. under reasonable terms and conditions that are demonstrably free of any unfair discrimination or 
b. without compensation and under reasonable terms and conditions that is demonstrably free of any unfair discrimination.

D3.2 Record of Statement. A record of the patent holder’s statement (and a statement of the basis for considering such terms and conditions free of any unfair discrimination) shall be placed and retained in the files of ASHRAE and ANSI during the life of the standard.




(This appendix is not part of this standard. It is merely informative and does not contain requirements necessary for conformance to the standard. It has not been processed according to the ANSI requirements for a standard and may contain material that has not been subject to public review or a consensus process. Unresolved objectors on informative material are not offered the right to appeal at ASHRAE or ANSI.) 

Note: Include this header for Informative Appendices.

Tips: 
b. Use an Informative References and Bibliography to list documents cited informatively, documents for further reading, and documents that the PC used to develop or revise the standard. Where appropriate, reference these documents in the informative text and cite them using an “XX”superscript, where “XX” is the numbered informative reference (see example below).
c. Informative Appendices follow Normative Appendices.

[bookmark: _Toc94180321]INFORMATIVE Appendix E
[bookmark: _Toc94180322]INFORMATIVE REFERENCES AND BIBLIOGRAPY
E1. ASHRAE. 1991. Terminology of HVAC&R, American Society of Heating, Refrigerating and Air-Conditioning Engineers, Inc. 1791 Tullie Circle, NE, Atlanta, GA 30329. [sample reference only]

…







(This appendix is not part of this standard. It is merely informative and does not contain requirements necessary for conformance to the standard. It has not been processed according to the ANSI requirements for a standard and may contain material that has not been subject to public review or a consensus process. Unresolved objectors on informative material are not offered the right to appeal at ASHRAE or ANSI.) 

Note: Include this header for Informative Appendices.

[bookmark: Annex_b][bookmark: _Toc94180323]INFORMATIVE Appendix F
[bookmark: _Toc94180324]Tips for Updating and Sharing Working Drafts
[bookmark: _Toc394494388][bookmark: _Toc394583923][bookmark: _Toc395003255]F1	.		 Before Each PC Meeting
a. Request PC members to submit their proposed working draft changes and revisions in track changes, and then use track changes features to incorporate all the proposed changes and revisions in the next version of the working draft (Working Draft 12, for example).  Turn off the “use balloons” feature in track change options to show word changes in the document and to eliminate “format tracks.” This will help to keep the focus on the proposed substantive changes.    

b. Send a meeting agenda and an electronic copy of the current working draft to each of the PC members, those previously approved by the MOS, and to your SPLS and staff liaison. Do not distribute electronic copies to anyone else. 

[bookmark: _Toc394494389][bookmark: _Toc394583924][bookmark: _Toc395003256]F2. During Each PC Meeting
a. Use the electronic version created for the meeting (Working Draft 12 in this example) on your laptop to modify, accept, or reject proposed changes based upon PC consensus, and to insert comments where appropriate.  

b. If you have access to a projector, projecting the working draft onto a screen helps keep everyone focused on the discussion. ASHRAE will provide screens (but not projectors) to meeting rooms when included in the meeting room request. 

c. If the discussion on a given point diverges, assign two or three participants to collaborate and propose changes for the next meeting, and insert a comment to reflect that assignment. 

d. Summarize and document any controversial issues discussed within the PC and any potential problems associated 	with the draft that may arise later.

[bookmark: _Toc394494390][bookmark: _Toc394583925][bookmark: _Toc395003257]F3. After Each PC Meeting
a. Clean up the working draft version that was modified during the meeting by making editorial and format changes, as appropriate. Save the resulting working draft as a new version (Working Draft 13 in this example) with a new revision date.

b. Distribute the revised version to PC members along with the PC meeting minutes and action items/assignments. Before the next conference call or in person meeting, request proposed changes and incorporate into a new version for use at the next meeting.


[bookmark: _NORMATIVE_ANNEX_C][bookmark: _normative__ANNEx][bookmark: _APPENDIX_E:__PROPRIETARY_MATERIALS,][bookmark: Annex_e][bookmark: _Normative_ANNEx_E][bookmark: _Normative__ANNEx_1]ATTACHMENTS


Attachment 1



Attachment 2



Attachment 3



image1.emf
ASHRAE Standard  Template - Clean - 20220127.docx


ASHRAE Standard Template - Clean - 20220127.docx
For comments, suggestions, or questions, contact:



Name, Chair 

Tel:  xxx-yyy-zzzz

E-mail:  nnn.nnnn@xxxx.yyyy.zzz























Title 









Project Committee (PC): e.g., GPC 27P or SPC 23.1-2010R



Working Draft No. 01
























© mm/dd/yyyy ASHRAE
	

This is a working draft document intended for review only by the cognizant ASHRAE groups and other designated reviewers and is not for distribution to any private interests, individuals, or third parties that are not designated as ASHRAE reviewers for this document. 



This document may not be distributed in whole or in part in either paper or electronic form outside of the PC without the express permission of the MOS and shall include a statement indicating such. 







The appearance of any technical data or editorial material in this draft document does not constitute endorsement, warranty, or guaranty by ASHRAE of any product, service, process, procedure, design, or the like, and ASHRAE expressly disclaims such.







TABLE OF CONTENTS







13



(This foreword is not part of this standard. It is merely informative and does not contain requirements necessary for conformance to the standard. It has not been processed according to the ANSI requirements for a standard and may contain material that has not been subject to public review or a consensus process. Unresolved objectors on informative material are not offered the right to appeal at ASHRAE or ANSI.) 



[bookmark: _Toc94180296]Foreword

Type foreword in italics.



1. [bookmark: _Toc94180297]Purpose 



1.1 Purpose. Copy the approved purpose statement here, using as many subsections as necessary.



[bookmark: _Toc94180298]Scope

2.1 Scope. Copy the approved scope statement here, using as many subsections as necessary.
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	term: definition.
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4.1.2.1 Subtitle

Type text here. 
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1. [bookmark: Foreword]INTRODUCTION

ASHRAE Rules of the Board include this rule: 

“1.201.004.5 All standards shall be written in definitive mandatory language.”  

The Procedures for ASHRAE Standards Actions (PASA) defines mandatory language as:

“mandatory language: language that prescribes the requirements of a standard in a manner that is clear and unambiguous. It provides a basis for determining, without a doubt, whether or not compliance with the standard has been achieved.  It is often characterized by the use of “shall” or “must.”

The nature of writing standards in mandatory language is difficult, but very clear cut: standards either comply with ASHRAE’s mandatory language requirement or they are not compliant; anything other than complete compliance is non-compliant.



This mandatory language guide provides standard project committees with information and tools for writing standards and addenda.  For project committees involved with ASHRAE standards that are expected to be adopted by reference into a code, rule or regulation governing buildings and their systems, a companion guide, “ASHRAE Guide for Writing Standards in Code-Intended Language” provides additional information on how to comply with the ASHRAE Rules of the Board regarding Code-Intended Language.



2. GUIDANCE FOR WRITING STANDARDS IN MANDATORY LANGUAGE 



2.1  Responsibilities  



2.1.1 Standard Project Committees. Each standard project committee (SPC) and standing standard project committee (SSPC) must review its draft standard or addendum to identify the use of non-mandatory language, following the steps outlined in Section 2.2.1, before submitting the draft for publication public review approval. If the SPC/SSPC is unable to make corrective revisions to eliminate non-mandatory language, the SPC/SSPC is encouraged to request assistance from ASHRAE staff to assist with the development of revisions to meet the mandatory language requirement.



2.1.2 Standards Project Liaison Subcommittee (SPLS). SPLS, with support from ASHRAE Staff, (a) will review public review standards and addenda to identify any ambiguous, unclear, or incomplete (non-mandatory) language in normative portions, and (b) will assist the project committee (PC) Chair with revisions that will result in compliance with the mandatory language requirement prior to approval for publication public review.  



2.2 Project Committee Steps for Complying with ASHRAE’s Mandatory Language Requirements



2.2.1 Permissive Words and Phrases. The permissive words and phrases that are listed in Table 1 are not allowed in the normative sections of ASHRAE standards.  ASHRAE has developed a macro that can be used by authors, reviewers, commenters, and approvers of an ASHRAE standard to quickly determine if any of the words and phrases listed in Table 1 appears in a standard.  See Informative Annex A for more information.





Table 1.Prohibited Words and Phrases in Normative Sections



		acceptable

		adequate(ly)

		advise

		also



		and/or

		and the like

		appreciable

		approximate(ly)



		aspire

		available

		avoid (ed)

		can



		care

		careful(ly)

		consider (ed) (ation)

		could



		chance (on the chance)

		desire (ed) (able)

		easy(ily)

		effectively



		e.g.

		encourage

		ensure

		equivalent(ly)



		etc.

		exception

		excess(ive)

		familiar



		feasible

		few

		firm(ly)

		frequent(ly)



		general(ly)

		good

		grant

		guide(line)



		i.e.

		imply

		infer

		in lieu of



		insure

		it(s)

		legible (ly)

		light(ly)



		like(ly)

		many

		may

		maybe



		might

		most(ly)

		near(ly)

		neat(ly)



		no

		note

		ought / ought to

		normal(ly)



		periodic(ally)

		possible

		practice

		practical(ly)



		preferred

		presume

		Probable(ly)

		properly



		ready (ily)

		reasonable (ly)

		recommend(ation)

		request



		safe(ly)

		satisfactory

		secure(ly)

		several



		should

		significant (ly)

		similar

		some



		substantial (ly)

		sufficient(ly)

		suitable

		suggest (tion)



		they

		them

		typical(ly)

		which



		would

		urge

		usual(ly)

		via



		vice versa

		

		

		











2.2.2 Informative Information in Normative Sections. Informative notes in normative sections of a standard are used to provide the user, or point the user to, additional information that may be helpful. PASA Normative Annex A defines informative notes as:

informative notes: explanatory information, appearing in a standard, that does not contain requirements or any information considered indispensable for the use of the standard. Informative notes are to begin with the words “(Informative Note(s))” and be placed after the section of the standard to which the note applies. If the informative note is more than two sentences, the information shall be placed in an informative annex and referred to by the informative note. Where there is more than one informative note, the notes must be numbered sequentially.




INFORMATIVE ANNEX A

ASHRAE’S MANDATORY LANGUAGE MACRO



ASHRAE Staff developed a macro that can be used to simultaneously locate and highlight all words and phrases shown in Table 1. The macro is designed to be used with working drafts written in Microsoft Word. To use the macro, open it and then copy and paste the working draft at the end of the macro instructions, and then follow the instructions shown below. The macro can be obtained the PC Chair’s Toolkit at __(To be Added)_____.
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1. INTRODUCTION

ASHRAE Rules of the Board (ROB) includes these rules: 

1.201.004.5 All standards shall be written in definitive mandatory language. 

1.201.004.3 Standards that are intended for code use should be concise and written in appropriate code language with simple and direct prescriptive methods for compliance, with alternative performance paths.

1.201.003.1 Write all new and revised standards and addenda that cover subjects addressed in building codes or regulations in such a way that those standards can be readily integrated into those codes and regulations and applied as an integral part of the resultant code or regulatory documents.

The Procedures for ASHRAE Standards Actions (PASA) defines code-intended standard and a code language document as:

code-intended standard: A standard intended to be adopted as a code using code language.

code language document: A document that presents a set of requirements related to the design, application, or use of HVAC&R and related technologies where all or portions of the document may be enacted as mandatory enforceable requirements by a political jurisdiction. Portions intended to be enforced (normative) are written in mandatory, enforceable language. Portions not intended to be enforced are identified as informative and are to be located in informative notes, in informative annexes (appendices) or in other advisory documents. See annex, informative annex, informative notes and normative annex.

These rules and definitions support ASHRAE’s objective to have code-intended ASHRAE Standards adopted by reference directly into laws, rules, regulations, and other documents that cover the built environment, or referenced as a component of other standards, model codes and documents that form the basis for those same laws, rules, and regulations. To achieve this objective:

· ASHRAE standards must be written entirely in mandatory language.  

· ASHRAE standards intended for adoption within codes, rules, regulations, and other documents that cover the built environment must be written in code-intended language.

A companion guide, ASHRAE Guide to Writing Standards in Mandatory Language, provides steps for all Project Committees (PCs) to complete as a step toward compliance with the ROB’s mandatory language requirement. 

The nature of writing standards in code-intended language requires a basic understanding of how codes, rules, regulations and other documents must be written to clearly state specific requirements and desired outcomes that can be documented and verified for compliance within a legal framework. A code-intended standard must also align with other model codes and standards that are collectively used to regulate the built environment, and compliance with any path in the standard must be capable of being uniformly documented and verified. 









2. GUIDANCE FOR WRITING STANDARDS IN CODE-INTENDED LANGUAGE 



2.1  Responsibilities 



2.1.1  Standard Project Committees  



2.1.1.1  Mandatory Language.  Each standard project committee (SPC) and standing standard project committee (SSPC) must review its draft standard or addendum to identify the use of non-mandatory language, following the steps in ASHRAE Guide to Writing Standards in Mandatory Language Section 2.2.1 before submitting the draft for publication public review approval. If the SPC/SSPC is unable to make corrective revisions to eliminate non-mandatory language the SPC/SSPC is encouraged to request assistance from ASHRAE staff to assist with the development of revisions to meet the mandatory language requirement.



2.1.1.2  Code-Intended Language. Each SPC/SSPC must review and apply the guidance in Section 2.2 of this guide before submitting its draft for publication public review approval. To facilitate the development of appropriate code-intended language and reduce the need for and time associated with outside assistance, PCs are encouraged to establish a format and compliance subcommittee, comprised of one or more volunteers, focused on meeting the code-intended requirement. If the SPC/SSPC is unable to make corrective revisions to comply with the code-intended language requirement, the SPC/SSPC is encouraged to request assistance from ASHRAE staff to assist with the development of revisions to meet the code-intended language requirement.



2.1.2 Standards Project Liaison Subcommittee (SPLS).  SPLS, with support from ASHRAE Staff, (a) will review the normative portions of code-intended draft standards and addenda submitted for public review to determine if they are written in both mandatory and code-intended language, and (b) will assist the project committee (PC) Chair (or his/her designee such as a format and compliance subcommittee) with revisions that will result in the draft standard or addenda meeting the code-intended language requirements.  



2.2  Code-Intended Language Format and Content

2.2.1  General. The criteria in Sections 2.2.2 through 2.2.6 must be followed by PCs writing code-intended standards and addenda. Informative Annex A provides examples of how to (and how not to) write standards in code-intended language and rationale behind the need for code-intended language.



2.2.2 Conformity Assessment.  Reference to third-party testing, certification, listing, labeling or other entities engaged in documenting or verifying compliance with any part of the standard or addenda must be referred to as an “approved agency” instead of including the name of the third-party. The following definition must be included in each standard.  

approved agency: an agency  engaged in conducting tests, furnishing inspection services, or commissioning services that has been approved by the entity responsible for validating compliance with this standard.

2.2.3 Coordination and Integration with Other Relevant Documents.  Where the standard is intended to be used in conjunction with documents published by other standards or model code development organizations, the ASHRAE standard must be sensitive to “meshing” with those other documents so that the ASHRAE standard will be adoptable by reference into those documents to address the topic covered by the ASHRAE standard.  

2.2.4 Responsibility within Code-Intended Standards. Where the standard requires something to be done, the standard needs to identify what is required to be done, who is required to do it, and, if relevant, who is required to receive the results.  More specifically, where the standard requires something to be done, a specific criterion and a metric must be provided as the basis for documenting and verifying compliance.

2.2.5  Simple and Repeatable. The standard will be more adoptable by reference where the criteria are stated simply and, where there are multiple paths to compliance with the standard, each path must be similarly repeatable and comparable.  



2.2.6 Administration and Compliance. The standard will be more adoptable by reference and applied where the criteria related to administering, documenting, and verifying compliance are combined and located into one section in the standard titled “Administration and Compliance.”



2.2.7  Normative References. The Project Committee Manual of Procedures (PC MOP) defines a normative reference as “a reference to a document that establishes a requirement necessary to comply with the referencing standard.” For all standards, normative references must be specifically referenced by publication date, approval date, or version number.  



2.2.8 Informative Information in Normative Sections. The PASA defines the use and limits of informative information within normative sections of ASHRAE Standards as:  

[bookmark: Conformity]informative notes: explanatory information, appearing in a standard, that does not contain requirements or any information considered indispensable for the use of the standard. Informative notes are to begin with the words “(Informative Note(s))” and be placed after the section of the standard to which the note applies. If the informative note is more than two sentences, the information must be placed in an informative annex and referred to by the informative note. Where there is more than one informative note, the notes must be numbered sequentially.




INFORMATIVE ANNEX A 

CODE-INTENDED STANDARDS: EXAMPLES AND RATIONAL

A1. Conformity Assessment

Conformity assessment is the mechanism(s) by which documentation and verification that something required has been realized.  For the purposes of this document, conformity assessment means “any activity to determine, directly or indirectly, that a process, product, or service meets relevant technical standards and fulfills relevant requirements.” Examples of conformity assessment activities include testing, surveillance, inspection, auditing, certification, registration, and accreditation.

For example, a test standard clearly establishes uniform provisions for conducting a test or other activity to verify an outcome.  Some ASHRAE standards are themselves test standards, while other ASHRAE standards refer to test standards developed by ASHRAE or others. 

As stated in Section 2.2.6, normative portions of ASHRAE standards need to reference standards or other documents with a specific publication or approval date included in the reference.  Not doing this would amount to acceptance of future versions of the reference materials.

Examples from selected ASHRAE standards are provided below to highlight conformity assessment associated issues, why there are potential issues, and how to more appropriately present the information in the standard.

A1.1 Approved Agency

Fenestration and Doors. Air leakage for fenestration and doors shall be determined in accordance with NFRC 400. Air leakage shall be determined by a laboratory accredited by a nationally recognized accreditation organization, such as the National Fenestration Rating Council, and shall be labeled and certified by the manufacturer. Air leakage shall not exceed 1.0 cfm/ft2 for glazed swinging entrance doors and for revolving doors and 0.4 cfm/ft2 for all other products.

As stated in Section 2.2.2, third-party testing, certification, listing, labeling or other entities engaged in documenting or verifying compliance with any part of the standard cannot be included in the standard by name but instead must be referred to as an “approved agency.” Federal, state, and local agencies that formulate and implement associated laws and regulations based on or through adoption of the ASHRAE standard by reference have the authority to determine what third-parties are and are not acceptable by name or by reference to a nationally recognized accreditation program.  If not in a regulatory context, those that adopt and use the standard will determine who they consider suitable to conduct conformity assessment on their behalf.

Consider the suggested revision below of the existing standard provision shown above.  As revised, the issue of naming a particular conformity assessment organization is removed.  The reliance on the test standard is retained, and the decision as to who is an “approved agency” is left up to the entity adopting or requiring conformance with the standard. Note that a definition of approved agency is provided in Section 2.2.2 for inclusion in ASHRAE standards where the issue of conformity assessment arises.

Fenestration and Doors. The air leakage rate of glazed swinging entrance doors and revolving doors shall not exceed 1.0 cfm/ft2 and for all other products shall not exceed 0.4 cfm/ft2. The air leakage rate shall be determined by an approved agency in accordance with NFRC 400 and the product labeled.






A1.2 Testing and Certification 



Fenestration and Doors. Procedures for determining fenestration and door performance are described in Section X. Product samples used for determining fenestration performance shall be production line units or representative of units purchased by the consumer or contractor.



The conformity assessment issue in the example above is what product samples, how many, where they are from, etc., is within the purview of the third-party testing or certification agency. It is not appropriate to provide these in the standard unless the PC feels the standard needs to have a specific section on conformity assessment.  If so, then care must be taken to ensure that similar detail is provided for all other products and materials in the standard so that there is consistency on this issue where the standard has criteria applicable to multiple products.  



A1.3 Alternative Paths, Consistency, and Comparability



U-factor: U-factors shall be determined in accordance with NFRC 100. U-factors for skylights shall be determined for a slope of 20 degrees above the horizontal.



Exceptions:

a. U-factors from Section X which applies to unlabeled skylights) shall be an acceptable alternative for determining compliance with the U-factor criteria for skylights. Where credit is being taken for a low-emissivity coating, the emissivity of the coating shall be determined in accordance with NFRC 300. Emissivity shall be verified and certified by the manufacturer.



In the above example, the standard clearly states a reference test procedure for determining a thermal property of skylights and then provides an alternative source for skylights that are unlabeled.  For consistency, the standard has identified a test standard that must then be referenced as the only acceptable conformity assessment condition.  Where default values are to be used for untested products, there is a potentially inconsistent set of conditions: one being to test, but the other one indicating a test is not required.  With respect to the low-emissivity coating in the above example, the manufacturer can self-test and certify emissivity data for their products as stated in the last sentence.  This does not appear to be consistent with other sections of the standard where a more rigorous conformity assessment activity is required.  In referencing test standards to guide performance of products, systems, materials, or other components in an ASHRAE standard, the provisions in the standard must be sensitive to consistency on conformity assessment related issues throughout the standard.



Another potential conformity assessment issue is referencing computer programs, websites, or other sources of information that are not fixed in time by a publication date, approval date, or version number as required in Section 2.2.6.  



[bookmark: Coordination]A2. Meshing with Other Codes and Standards

If an ASHRAE code-intended standard is coordinated with other codes and standards then the ASHRAE standard can mesh with those other documents, and collectively they address the same or a broader scope than the ASHRAE standard addresses.  If the ASHRAE standard cannot mesh with other relevant documents, then it will either not be adopted by reference or will be adapted into those other documents so it can be used with them.  In either case, the criteria in the ASHRAE standard may not be what is ultimately adopted and required to be satisfied.  This would be less likely to occur with method of test standards, which in and of themselves, are generally designed to stand alone, or with standards associated with measurement data or expression of performance. In addressing this issue, consider if the standard can stand alone where applied or, like one piece in a jigsaw puzzle, it is likely to be part of, or related to, a broader set of requirements comprised of multiple documents.  If the latter situation is envisioned, then the standard needs to be written so it can mesh with those other documents.



Consider the following examples from ASHRAE standards that highlight this issue.  It is important to emphasize that the wording presented is certainly acceptable if the ASHRAE standard is the only code or standard applied to the subject.  If not, then those other documents can conflict with the ASHRAE standard and preclude the ASHRAE standard being adopted by reference, cause it to be adapted or modified by another Standards Development Organization (SDO), or cause it to be adapted or modified by the entity adopting the ASHRAE standard.

  

A2.1 Compatibility Regarding Building Types and Spaces	



Commercial occupancy is a premise or that portion of a premise where people transact business, receive personal service, or purchase food and other goods. Commercial occupancies include, among others, office and professional buildings, markets (but not large mercantile occupancies), and work or storage areas that do not qualify as industrial occupancies.



Large mercantile occupancy is a premise or that portion of a premise where more than 100 persons congregate on levels above or below street level to purchase personal merchandise.  



The terms “commercial occupancy” and “large mercantile occupancy,” while usable within the context of a specific ASHRAE standard, are not correlated with other ASHRAE standards nor are they in line with the definition of building use groups as provided in other codes and standards.  This adversely affects the ability of those other codes and standards to adopt the ASHRAE standard by reference to address the subject covered.  Use of the language in the above example would not only prevent having the standard adopted by reference, but would also (a) necessitate the adaptation of parts of the ASHRAE standard within those other codes and standards, and (b) require some “guessing” on the part of those adapting the criteria in the ASHRAE standard as to how the criteria should be applied to the building types and spaces contained in their documents.



A2.2 Compatibility Regarding Components of Buildings	



building entrance: any doorway, set of doors, turnstile, vestibule, or other form of portal that is ordinarily used to gain access to the building by its users and occupants.



The terms “entrance” and “main entrance” have specific meanings in building and fire codes.  If it is the intent of the ASHRAE standard using the above definition to address all building entrance doors without exception, the definition could be revised to be consistent with the terms used in building and fire codes.  If the intent is to just address some entrances in a different way than currently addressed in building and fire codes (e.g., entrance, main entrance, or accessible entrance), then the standard could be revised to either refer to or use the definitions in those other documents.  Moreover, if there is a specific need for a difference, then the PC can develop new terms and definitions to address the issues that are unique to entrances covered by the ASHRAE standard.



A2.3 Compatibility Regarding Building Systems



Exception: Commercial kitchen hoods used for collecting and removing grease vapors and smoke.

 

Other codes and standards addressing this subject use the terms Type I and Type II hoods to describe the effluent conducted by the hood.  The example above from an ASHRAE standard can stand alone, but it is more likely that it would be applied with other codes and standards addressing this topic and additional topics associated with mechanical systems in buildings. In not being coordinated with other codes and standards, it will be difficult to claim the exception intended in the ASHRAE standard on a uniform basis.  This issue could be addressed by changing the ASHRAE standard to exempt “Type I hoods” and then define Type I hoods in the definitions section of the ASHRAE standard.



A2.4  Including Criteria Already in Other Standards	



Feeders. Feeder conductors shall be sized for a maximum voltage drop of 2% at design load.



Branch Circuits. Branch circuit conductors shall be sized for a maximum voltage drop of 3% at design load.



The provisions shown in above example regulate the size of electrical system components in buildings.  While these provisions can be applied using the ASHRAE standard alone, the ASHRAE standard must also be applied to buildings with a myriad of other codes and standards. One of those other codes and standards already contains such a provision, and that standard is widely adopted to regulate electrical system safety and performance. Including this provision in an ASHRAE standard where it is already contained and maintained in another creates a situation where two standards have criteria on the same topic and could diverge at any time.  A conflict with another code or standard that is clearly the authority on a subject can be avoided by simply referring to that other code or standard and the specific criteria therein.



A2.5 Compatibility on Definitions of Terms

	Exception: Lighting in spaces where patient care is rendered.

The term “patient care” is not defined in the above example, but would be an appropriate definition in the ASHRAE standard.  However, that definition must be correlated with other codes and standards governing health care, although those definitions could cast a very wide net allowing this exception to possibly be used where it is not necessarily intended by the standard.  If it is determined in this case that the patient care definition intended by the standard is the same as that in other codes and standards, then the definition in the ASHRAE standard must be consistent with that definition.  On the other hand, if not the same as that in other codes and standards, then the ASHRAE standard could define another term that would represent a subset of patient care to eliminate any potential conflict between the ASHRAE standard and the other related codes and standards.

[bookmark: Identification]A3. Identification of Responsible Parties

Identification of responsible parties is relevant to ensuring that if something is to be done that someone or some entity is named as having responsibility to do it, and if someone is to receive it, then that someone or entity is also named. This is an important issue because if something is required to be done but no responsible party is named, then there is no mechanism to ensure what is required by the standard actually takes place. Without specifying a responsible party, the standard leaves it to those adopting the ASHRAE standard to define the responsible party themselves.  If something is to be done and someone is supposed to do it or be involved in its development or delivery, then the ASHRAE standard is the place to establish the applicable and governing criteria.  In addition, in establishing those criteria it is important to focus on a particular skill set as opposed to using specific names, titles, job descriptions, etc.



A related item associated with compliance verification is simply if compliance with the stated provisions can be verified, at what time in the process and by whom.  If the standard provides a requirement that is intended to be enforced at one point in time but there is no entity likely to be available to ensure compliance, then that provision may be unenforceable (e.g., a requirement that a system be operated in a particular manner where there is no one likely to be available to verify compliance). As such, it is a reason not to adopt the standard, a source of amendment, or something in the standard that is not followed.  



A3.1 Indicating Who Performs a Required Test



Type II Hood Performance Test. A performance test shall be conducted upon the completion of — and before final approval of — installation of a ventilation system serving commercial cooking appliances. The test shall verify the rate of exhaust airflow required by Section X. The permit holder shall furnish the necessary test equipment and devices required to perform the tests. 



Who is responsible for conducting the test?  There are many entities (contractor, building owner, designer, hood manufacturer, inspector, etc.), who can conduct the required test, and, in not indicating the necessary qualifications of those considered appropriate to conduct the test, the standard is silent on that issue and provides no guidance to those adopting the ASHRAE standard.  The need for standardization might not be important for those that only have to deal with such a test one time and in one place. But for those who design, construct, operate, own, insure, and perform other duties associated with this topic, the failure of the standard to provide specific guidance as to the qualifications of the intended responsible party for conducting the tests means there are likely to be as many different sets of guidance or requirements on this issue as there are adopting entities.  Clearly, if practical, it is preferable for the ASHRAE standard to identify the responsible parties and their necessary qualifications where appropriate.  As the developing organization, ASHRAE is in the best position to address this issue.



The following is a potential revision of the example above that focuses on identification of the responsible party:



Type II Hood Performance Test. A performance test shall be conducted by an approved third-party upon the completion of — and before final approval of — installation of a ventilation system serving commercial cooking appliances. The test shall verify the rate of exhaust airflow required by Section X and the test results provided by the approved third-party to the authority having jurisdiction over the final approval of the system. The permit holder shall furnish the necessary test equipment and devices required to perform the tests. 



A3.2 Who Provides Required Information



Supplemental Information. Supplemental information necessary to verify compliance with this standard, such as calculations, worksheets, compliance forms, vendor literature, or other data, shall be made available where required by the building official.



Who is required to make the supplemental information available (owner, contractor, registered design professional, manufacturer, etc.) and what qualifications must they possess?  Without a designation of responsibility and qualifications, the enforcement authority (code official) is placed into the position of making the selection, which could delay the approval of a project if the standard does not designate a responsible party. The PC is in the best position to list those responsible for providing this information.



A3.3 Who Provides a Required Report	



General. Construction documents shall require that all HVAC systems be balanced in accordance with generally accepted engineering standards (see Informative Appendix E). Construction documents shall require that a written balance report be provided to the building owner or the designated representative of the building owner for HVAC systems serving zones with a total conditioned area exceeding 5000 ft2.



Who is responsible for providing the written balance report?  Should the construction documents require that the balance report be provided and then be further required to designate the responsible party?  The PC is in the best position to make this decision and put it into the standard instead of leaving the decision up to those adopting the standard by reference or those using the standard.

A3.4 Who Performs Required Calculations

Load Calculations. Service water heating system design loads for the purpose of sizing systems and equipment shall be determined in accordance with manufacturers’ published sizing guidelines or generally accepted engineering standards and handbooks acceptable to the adopting authority (e.g., 2011 ASHRAE Handbook — HVAC Applications).

Who is responsible for determining the design loads?  Again, the PC is in the best position to make the designation.  In addition, there is one additional aspect of the provision above; there are no sizing limitations in the standard for the system.  Once the loads are calculated, what would one do with them other than verify that they had been determined?  In this instance, the standard could establish some criterion that is based on the load calculations; otherwise, why make someone responsible for determining the loads?



A3.5 Who Provides Required Construction Documents



Drawings. Construction documents shall require that within 30 days after the date of system acceptance, record drawings of the actual installation shall be provided to the building owner, including…



Manuals. Construction documents shall require that an operating manual and maintenance manual be provided to the building owner. The manuals shall include, at a minimum, the following…



Who is responsible for providing the required documents, or should the criterion be “….shall require that the registered design professional of record provide ….”?



[bookmark: Simple]A4.  Simple and Repeatable

Ensuring the criteria in a standard are simple and repeatable is important because this affects the ability to understand, apply, implement, or document or verify compliance with a standard.  In addition, the intent of a standard is to foster uniformity and consistency in the subject covered by the standard; this is adversely affected by the level of complexity in the standard.  Where there are multiple paths to compliance with the standard, each path must be similarly repeatable and comparable. If not, users are more likely to take the path of least resistance and that path will become the singular path in the standard.



Examples of current standards provisions and suggestions for simplification are shown below.  Where considering this issue, first focus on what is to be required in the standard and produce a first draft of a provision that is in accordance with the other issues described in this Annex.  Once that is completed, determine if the text specifically communicates what is intended to be conveyed and that all involved will draw the same conclusion from reading the text. Then generate and evaluate alternative ways to further refine, simplify, and present the provision. As a final step, consider the need for consistency in the application and use of the text.  Continue this process until there is a clear and concise statement that conveys the requirement.  



A4.1 Simplification - First Example	



budget building design: a computer representation of a hypothetical design based on the actual proposed building design. This representation is used as the basis for calculating the energy cost budget.



In the revision of this definition below, the second sentence has been combined with the first to simplify the definition. 

 

budget building design: a computer representation, used as the basis for calculating the energy cost budget, of a hypothetical design based on the actual design of the proposed building. 



Note also that it is not necessary to provide background, reasons, or informative statements for provisions in standards.  Focus on limiting the text in a standard to the provisions that are necessary to meet the purpose of the standard.  If  the need for informative text, commentary and other language to explain what is in the standard or how it is to be used continues to arise, this may be a self-admission that there is a need to continue reviewing the core provisions in the standard to ensure they have been crafted in a simple and repeatable manner.



A4.2 Simplification - Second Example		



Inspections. All building construction, additions, or alterations subject to the provisions of this standard shall be subject to inspection by the building official, and all such work shall remain accessible and exposed for inspection purposes until approved in accordance with the procedures specified by the building official. Items for inspection include at least the following: 

a. wall insulation after the insulation and vapor retarder are in place but before concealment

b. roof/ceiling insulation after roof/insulation is in place but before concealment

c. slab/foundation wall after slab/foundation insulation is in place but before concealment

d. fenestration after all glazing materials are in place

e. mechanical systems and equipment and insulation after installation but before concealment

f. electrical equipment and systems after installation but before concealment

Consider this simplified revision: 



Inspections. Everything subject to the provisions of this standard shall be subject to inspection by the building official and shall remain accessible and exposed for inspection purposes until approved by the building official. 



The term “approved” has a specific meaning and definition in codes, so it would be advantageous to include it in the definitions section of the ASHRAE standard (approved by the code official as a result of investigation and tests conducted by him or her, or by reason of accepted principles or tests by nationally recognized organizations[footnoteRef:2]), thereby allowing the text to be simplified as shown above.  Anytime a term or concept needs to be defined to facilitate understanding and use of the standard, it needs to be defined in the definitions section unless it is used only once, in which case, it can be addressed at the point in the standard where the term or concept is used.  Also, given that this related set of standards is focused on minimum requirements, there is no need to list anything other than the minimum, so the text listed below could be deleted.  Clearly, one need only read the standard to know that things are “subject to the provisions of the standard,” which is another reason for not listing them in the standard. [2:  ICC International Energy Conservation Code, 2012] 




A4.3 Clarification - First Example



clerestory: that part of a building that rises clear of the roofs or other parts and whose walls contain windows for lighting the interior.



What are “other parts?”  Will designers, specifers, and code officials all have a uniform interpretation and application of this definition?  Is the text “for lighting the interior” necessary?  Does this mean that if the wall has a window but it is not for lighting the interior, then it is not a clerestory, and if not, then what is it?

A4.4 Clarification - Second Example

Space Control. Each space enclosed by ceiling-height partitions shall have at least one control device to independently control the general lighting within the space. Each manual device shall be readily accessible and located so the occupants can see the controlled lighting.

a. A control device shall be installed that automatically turns lighting off within 30 minutes of all occupants leaving a space, except spaces with multi-scene control, in

1. classrooms (not including shop classrooms, laboratory classrooms, and preschool through 12th grade classrooms),

2. conference/meeting rooms, and

3. employee lunch and break rooms.



These spaces are not required to be connected to other automatic lighting shutoff controls.



Is it clear to what “these spaces” is referring?  Is it the three listed spaces or the spaces enclosed by ceiling height partitions?  Is the second sentence addressing manual devices confusing since the provision requires some spaces to have automatic controls and the opening sentence requires at least one control? Where composing provisions for a standard, it can be helpful to map out the intent and flow of the provisions via a diagram, and then, where that diagram matches the intent of those writing the standard, craft language to describe the diagram that then becomes the text for the standard.  Such a logic statement might read as follows, which could then be transferred into text for the standard.



· Each space with ceiling height partitions must have  at least one control to control only  the lighting in that space

· Where that control is readily accessible and located so those in the space using the control can see the lighting that is controlled

· Where that space is a classroom, conference/meeting room, or employee lunch or break room that does not have multi-scene controls, then the control device must automatically turn off the lighting within 30 minutes of all occupants leaving the space and those spaces need not be connected to any other automatic lighting shutoff controls



A4.5 Clarification for Consistency	



Foundation vents shall not interfere with the insulation.



While the intent may be generally understood, any 10 different individuals would likely visualize the application of this text differently and apply it differently.  Recognize there are vents for ventilation but there may also be vents to reduce pressures of flooding on walls, so it is to some degree impossible to even verify this in the field unless those conditions exist.  If the standard cannot clearly state what is required so most everyone can understand and apply the provisions uniformly, then evaluate the need for the provision.  Alternative criteria such as “floor insulation must be installed so it is at least X in. above the top of any foundation wall vent” might be considered in this instance.



A4.6 Clarification to Ensure Uniform Interpretation and Application	



Insulation Protection. Exterior insulation shall be covered with a protective material to prevent damage from sunlight, moisture, landscaping operations, equipment maintenance, and wind.



For a given application, is it likely that there will be a uniform understanding of what constitutes a protective material and what UV, moisture, landscaping operations, and wind impacts must be addressed by that protective material?  Would landscaping operations be known and capable of being evaluated at the time that compliance with this provision is conducted?  Are they well enough known where performing an inspection of the exterior insulation? Without some additional specifics as to methods of protection and how protection performance is to be measured and expressed, the inclusion of this  provision, while well intended, could easily be disregarded or cited as an example why the standard cannot be adopted by reference.

 

It is also relevant to simplicity and repeatability that standards, by definition, are intended to provide for consistency and comparability on the issues addressed in the standard.  As discussed in the above examples, if there are multiple paths to compliance in a standard and the paths are not equal, then the path of least resistance becomes the standard.  In developing a standard, it is important to establish clear minimum requirements even if multiple paths to compliance are desired.  If the standard establishes criteria beyond specific minimums, this can adversely affect the simplicity of the standard and its adoptability by reference.

[bookmark: Consolidate]  

A5.  Consolidate Administration and Compliance Criteria

Consolidation of administration and compliance criteria is simply the placement of all the provisions of a standard related to administration, compliance documentation and verification, and other matters not specific to the technical requirements in the standard in one place as stated in Section 2.2.5.  This is important because the location of these provisions in one place in makes the standard easier for users to implement, apply and document or verify compliance with the standard compared to them being separately located throughout the standard, thereby increasing the chances that the standard will be adopted by reference.  



Section A5.1 provided examples of provisions currently in an ASHRAE standard that relate to administration of the document within a building regulatory context.  These appear throughout the standard at the point where they are considered relevant, but could be more appropriately included in a section on administration and compliance documentation and verification; an example of which is shown in Section A5.2. This helps those having to comply with the document and those enforcing the document to have a clearer understanding of how the document is to be administered and applied, and what is needed to document and verify compliance.  Unless there is a unique and significant reason to keep one or more administrative provisions in a position adjacent to the technical requirement to which they apply, all provisions, such as those below, should be placed in the section in the standard on administration and compliance verification. Note that no attempt has been made to revise the actual text in these provisions.



A5.1. Criteria Located Throughout A Standard	



Motor Nameplate Horsepower. For each fan, the selected fan motor shall be no larger than the first available motor size greater than the bhp. The fan bhp must be indicated on the design documents to allow for compliance verification by the code official.  



It is interesting to note that this is the first place in this particular standard where there is a specific requirement on the plans. It is advantageous to the application and use of a standard to list all those specific data requirements in one place in the administrative section of the standard.



Drawings. Construction documents shall require that, within 90 days after the date of system acceptance, record drawings of the actual installation provided to the building owner or the designated representative of the building owner. Record drawings shall include, as a minimum, the location and performance data on each piece of equipment, general configuration of duct and pipe distribution system including sizes, and the terminal air or water design flow rates.  



Additions to Existing Buildings. Service water heating systems and equipment shall comply with the requirements of this section.



Exception: Where the service water heating to an addition is provided by existing service water heating systems and equipment, such systems and equipment shall not be required to comply with this standard. However, any new systems or equipment installed must comply with specific requirements applicable to those systems and equipment. (This type of provision—applicability of various parts of the standard to additions, renovations, etc., would seem to be fairly uniform throughout the standard. As such, it may be more appropriate to locate these provisions collectively in an administrative section and then make them more generic so they clearly state that anything new added to an existing building that replace something that pre-existed (e.g., a new piece of equipment or new controls) must meet the standard as applicable for new construction.)



Drawings. Construction documents shall require that within 30 days after the date of system acceptance, record drawings of the actual installation shall be provided to the building owner, including



	a. a single-line diagram of the building electrical distribution system; and

	b. floor plans indicating location and area served for all distribution.



Manuals. Construction documents shall require that an operating manual and maintenance manual be provided to the building owner. The manuals shall include, at a minimum, the following: (include a list of what is required).



Trade-Offs Limited to Building Permit. Where the building permit being sought applies to less than the whole building, only the calculation parameters related to the systems to which the permit applies shall be allowed to vary.  Parameters relating to unmodified existing conditions or to future building components shall be identical for both the energy cost budget and the design energy cost calculations. Future building components shall meet the prescriptive requirements of Sections x, y, or z.



Envelope Limitation. For new buildings or additions, the building Energy Cost Budget Method results shall not be submitted for building permit approval to the authority having jurisdiction prior to submittal for approval of the building envelope design.



A5.2 Combining and Organizing to Create a Focus on Compliance

The example below is from a draft ASHRAE standard showing how the provisions associated with administration and compliance can be combined.  Again, no attempt has been made to revise or change the wording to address any mandatory language or other code-intended language issues.



4.  ADMINISTRATION AND ENFORCEMENT



4.1 General. Building projects shall comply with Sections x through y.



4.2. Application to Buildings



4.2.1 New Buildings. New buildings shall comply with the provisions of Sections x through y as applicable.



4.2.2 Additions to Existing Buildings. Additions to existing buildings shall comply with the provisions of Sections x through y as applicable.



4.2.3 Alterations of Existing Buildings. Alterations of existing buildings shall comply with the provisions of Sections x through y as applicable to the scope of work associated with the alteration. Nothing in this standard shall require that any portion of an existing building not associated with the alteration be brought into compliance with this standard. Nothing in this standard shall require compliance with a provision of this standard if such compliance will result in the increase of energy or water consumption of the building or production of increased emissions or effluent of waste.



Exception: Any building or portion thereof that has been specifically designated as historic.  



4.2.4 Changes in Occupancy or Space Use. Spaces in a building that are converted to a different occupancy or use to an occupancy or use within the scope of this standard as covered in Section x and such conversion involves construction and approval by the authority having jurisdiction, those spaces shall be brought into compliance with all the applicable requirements of this standard.



4.3 Compliance



[bookmark: _GoBack]4.3.1 Administrative Requirements. Administrative requirements relating to permit requirements, enforcement by the authority having jurisdiction, interpretations, claims of exemption, and rights of appeal shall be those specified by the authority having jurisdiction.



4.3.2 Technical Requirements. The information shown in Table X shall be provided on the plans and specifications.



Note that a Table X would be included based on the content of and requirements in the standard.



4.3.3 Alternative Materials, Methods of Construction or Design. The provisions of this standard are not intended to prevent the use of any material, method of construction, design, equipment or building system not specifically prescribed herein, provided they have been approved by the authority having jurisdiction as meeting the intent of this standard.



4.3.4 Validity. If any term, part, provision, section, paragraph subdivision, table, chart or referenced standard of this standard shall be held unconstitutional, invalid or ineffective, in whole or in part, such determination shall not be deemed to invalidate any remaining term, part, provision, section, paragraph, subdivision, table, chart or referenced standard of this standard.



4.3.5 Other Laws. The provisions of this standard shall not be deemed to nullify any provisions of local, state or federal law. Where there is a conflict between a requirement of this standard and such other law affecting design, construction or operation of the building, precedence shall be determined by the authority having jurisdiction.



4.3.6 Referenced Standards. The standards reference in this standard and listed in Section x shall be considered part of the requirements of this standard to the prescribed extent of such reference. Where differences occur between the provision of this standard and referenced standards, the provisions of this standard shall apply.



4.3.7 Normative Appendices. The normative appendices to this standard are considered to be integral parts of the mandatory requirements of this standard, which, for reasons of convenience, are placed apart from all other normative elements.



4.3.8 Informative Appendices. The informative appendices to and the informative notes located within this standard contain additional information and are not mandatory or part of this standard.
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