
 

Organizational Member 
New Member Checklist 

Your practical guide to getting involved, voting, attending meetings, and contributing to ASA Standards 

WELCOME. As an ASA Standards Organizational Member, your organization has a voice in the development of consensus-based 
American National and international standards. The goal of this checklist is simple: help you know what to do first, where to find the 
rules, and who can help. 

1  Get Connected 
☐  Confirm your organization's voting representative(s) — Identify the person(s) authorized to cast your organization's official votes 
and keep contact information current. This information can be found on page two of your invoice. 

☐  Confirm your committee/TAG memberships — Know which Accredited Standards Committees and/or U.S. Technical Advisory 
Groups (U.S. TAGs) your organization belongs to. This can be found on page two of your invoice and includes email addresses.  

☐  Register to vote on national standards by using our website — You were provided with instructions in your welcome package.  

☐  Save the ASA Standards contact — Questions about membership, ballots, meetings, Working Groups, procedures, or resources? 
Contact ASA Standards at standards@acousticalsociety.org. 

2  Learn How Voting Works 
National ASA ballots. Review the ballot item, proposed standard/revision, supporting documents, and deadline you’ll receive a link to 
–in an email you’ll receive from ASA Standards. Coordinate your organization's position internally, then submit the official vote and 
comments through the ASA balloting process. Comments are especially important when recommending technical changes or 
identifying concerns. 

International ISO/IEC ballots. International participation is handled through the applicable U.S. TAG. Make sure your organization is 
participating in the correct TAG and understands the applicable procedures for commenting and recommending the U.S. position. 

Remember: Working Group discussion and national consensus body/TAG participation are different parts of the process. Working 
Groups develop technical content; the appropriate consensus body and US TAG conduct the formal vote. 

3  Attend Standards Meetings 
☐ Check the ASA Standards meeting schedule. 
☐ Review the agenda and documents before any meeting. 
☐ Attend your committee and/or Working Group meetings. 
☐ Introduce yourself and ask questions—meetings are a practical way to learn the process. 
☐ Follow up on assignments and deadlines after the meeting. 
Tip: ASA holds standards meetings (ASACOS, consensus body and Plenary)  in conjunction with ASA meetings; and Working Groups 
may also meet by web conference or at other times during the year. 
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4  Participate in a Working Group 
Find a project that matters to your organization. Working Groups perform much of the detailed technical work behind a standard or 
revision. 

☐ Identify a Working Group aligned with your technical interests. 
☐ Contact the Working Group Chair or ASA Standards Secretariat. 
☐ Review the Working Group's scope, current draft, and deadlines. 
☐ Attend meetings and provide constructive technical input. 
☐ Review drafts and complete assigned tasks on time. 
☐ Remember that Working Group participants contribute as individuals; the formal consensus body committee vote occurs 
separately. 

5  Know Where to Find the Rules & Resources 
RESOURCE WHAT IT HELPS YOU DO WHERE TO FIND IT 

Guide to Participation 
Overview of the ASA Standards Program, 
Organizational Member responsibilities, 
committees, U.S. TAGs, and the 
national/international standards process. 

ASA Standards website 

Accredited Standards Committee Procedures Operating rules for ASA Accredited Standards 
Committees and their consensus process. ASA Standards website 

Working Group Guidelines 
How ASA Working Groups are established and 
operated, including roles, membership, meetings, 
and project workflow. 

ASA Standards website 

International  Resources including  
ISO / IEC TAG Procedures 

Procedures for participation in international 
standards development through U.S. TAGs. 

International Procedures (scroll down guidelines 
page) 

ANSI Essential Requirements ANSI due-process requirements applicable to 
American National Standards development. ANSI Essential Requirements  

Membership Organizational Member list, pay membership 
invoice and membership application ASA Standards website 

6  Your First 30 Days 
WEEK 1 WEEK 2 WEEK 3 WEEK 4 
☐ Register to Vote ☐ Review committee/TAG scope ☐ Review current/upcoming ballots ☐ Review Meeting Calendar 
☐ Browse Committee Pages ☐ Read Guide to Participation ☐ Identify a Working Group ☐ Join/engage with a Working Group 
☐ Save ASA Standards contact ☐ Bookmark resources ☐ Introduce yourself to the Chair ☐ Establish an internal ballot-review 

routine 

7  The ASA Standards Participation Path 
ORGANIZATIONAL MEMBER  →  CONSENSUS COMMITTEE / U.S. TAG  →  WORKING GROUP  →  DRAFT  →  BALLOT  →  CONSENSUS  →  PUBLICATION 

Keep These Principles in Mind 
PARTICIPATE  Your technical knowledge helps make standards useful and credible. 

VOTE  Your organization's official vote is an important part of consensus. 

COMMENT  Constructive comments help improve standards and document the technical record. 

STAY CURRENT  Standards evolve. Watch ballots, revisions, meetings, and new work. 

ASK FOR HELP  You do not have to learn the process alone—ASA Standards staff and committee leaders are resources. 

ASA Standards  |  acousticalsociety.org/acoustical-society-standards/ 

Questions?  standards@acousticalsociety.org 
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