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Preface

This manual contains the TAPPI regulations and style guidelines for TAPPI Standards. The regulations and
guidelines are developed and approved by the Quality and Standards Management Committee with the advice
and consent of the TAPPI Board of Directors.

REVISIONS IN THIS 2010 EDITION: Revisions made to reference the new guidelines developed for Useful
Methods (now a separate document and no longer part of these guidelines)..

NOTE: Throughout this manual, “Standards” used alone as a noun refers to ALL categories of
Standards. For specific types, the word “Standard” is used as an adjective, e.g., “Standard Test Method,”
“Standard Specification,” “Standard Glossary,” or “Standard Guideline.”

If you are a Working Group Chairman preparing a Standard or reviewing an existing Standard, you will find the
following important information in this manual:

. How to write a Standard Test Method using proper terminology and format (Section 7)

. How to write TAPPI Standard Specifications, Glossaries, and Guidelines using proper terminology and
format (Section 8)

. What requirements exist for precision statements in Official and Provisional Test Methods (Sections
4.1.1.1,4.1.1.2,6.4.5,7.4.17).

. Use of a checklist to make sure that all required sections have been included in a Standard draft
(Appendix 4).
. How Working Group Chairman, Working Groups, and Standard-Specific Interest Groups fit into the

process of preparing a Standard (Section 6.3, 6.4.1, 6.4.2, 6.4.3, 6.4.4, 6.4.6, 6.4.7).
. How the balloting process works (Sections 6.4.6, 6.4.7, 6.4.8, 6.4.9)
. How to resolve comments and negative votes (Sections 9.5, 9.6, 9.7)
NOTE: This document covers only the regulations for TAPPI Standards, which may include Test Methods or

other types of Standards as defined in these regulations. A separate set of regulations is available for Technical
Information Papers (TIPs).
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TAPPI Standards
Regulations and Style Guidelines

1. Scope

This manual describes the procedures and policies whereby TAPPI Standards are developed and published, and
the guidelines for style and format of these Standards.

2. Introduction

2.1 The overall management of the TAPPI Standards program, including the content of these
Regulations and Style Guidelines, is the responsibility of the Quality and Standards Management Committee of
the TAPPI Board of Directors, with the advice and consent of the Board. Q&SMC may, with advice and
consent of the Board, from time to time revise these Guidelines in order to provide continuity and continual
improvement of the TAPPI Standards program. Editorial changes may be made by approval of the Q&SMC
Chairman.

2.2 A detailed history of the TAPPI Standards program, from its beginning around 1920 through
1992, is reprinted in Appendix 1. Appendix 8 is an extensive cross reference of ISO, TAPPI, and ASTM testing
procedures for pulp, paper, paperboard, packaging, and related materials.

2.3  TAPPI Standards, including Test Methods, Specifications, Glossaries, and Guidelines, are
promulgated for the information of the industries TAPPI serves. Some standards may, as appropriate, be
voluntarily adopted by a willing buyer and willing seller in their purchase and sale contract. TAPPI
standards are promulgated following notice and the participation of interested parties (typically
including buyers, sellers, suppliers and customers) in a deliberative process involving Standard-Specific
Interest Groups which are open to all interested parties. TAPPI standards are not intended, and shall
not be used, to limit or otherwise restrict innovation, output, or the range of choices available to
customers or consumers. Any questions or concerns regarding a TAPPI standard should be directed to
the TAPPI Standards Manager.

3. Referenced Standards
3.1 The following documents are referenced in these guidelines:

TAPPI Antitrust Policy (Appendix 2)

TAPPI Test Methods, including:

T 1200 “Interlaboratory Evaluation of Test Methods to Determine TAPPI Repeatability and
Reproducibility”

T 1205 “Dealing with Suspect (Outlying) Test Determinations”

T 1210 “Units of Measurement and Conversion Factors”

TAPPI Useful Methods

TAPPI Technical Information Papers, including:

TIP 0800-01 “Units of Measurement and Conversion Factors”

ISO Standards

ASTM Standards

ANSI/ASME Y1.1-1972 (R1984) “Abbreviations for Use in Drawings and in Text”
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3.2 TAPPI Standards may be ordered from TAPPI PRESS in CD-ROM or print-on-demand formats.
Individual documents are also available in hard copy or electronically. In addition, a company license for access
to all TAPPI Standards and Technical Information Papers for an annual fee, is available. For price information,
visit the TAPPI website at www.tappi.org, or contact TAPPI Member Connection for price information: 1-800-

332-8686 (U.S.) or 1-800-446-9431 (Canada).

33 For Working Group Chairmen who are completing revision or review of TAPPI Standards, one
copy of each related standard or method from other organizations which may be on file at TAPPI may be
obtained at no cost by request from the TAPPI Standards Manager. Fair-use copyright laws prohibit any other
copies to be distributed. Any additional copies of such Standards must be purchased from the appropriate
organization.

The TAPPI contact information is:

TAPPI Phone: +1 770-446-1400

15 Technology Parkway South Fax: +1 770-446-6947

Norcross, GA 30024 email: memberconnection@tappi.org
U.S.A. www.tappi.org

ASTM Standards may be ordered from:

ASTM Phone: +1 610 832-9500
100 Barr Harbor Drive Fax: +1 610 832-9555
West Conshohocken, PA 19428-2959 email: service@astm.org
U.S.A. www.astm.org

ISO Standards may be ordered from:

ANSI Phone: +1-212-642-4900

25 West 43rd Street Fax: +1-212-398-0023

New York, NY 10036 WWW.ansi.org

Global Engineering Document Sales phone: 1-800-854-7179

15 Inverness Way East fax: +1 303-397-2740

Englewood, CO 80112 email: globalcustomerservice@ihs.com



4. Categories of TAPPI Standards

4.1 TAPPI Standards may be in the form of Test Methods or as other documents (including
specifications, guidelines, glossaries, practices) that have been developed as TAPPI Standards through the
consensus of a technical working group (defined in these guidelines as Standard-Specific Interest Groups)
acting in accordance with the procedures described in these guidelines. TAPPI does not engage in activities or
publish Standards that could lead to standardization of products or services in ways that would reduce
competition, impede the development of improvements to those products or services, or would result in a
stabilization of costs for those products or services.

4.1.1 TAPPI Standard Test Methods are testing procedures and related practices used in the
measurement, evaluation, and description of pulp, paper, packaging, and related products, including raw
materials used in their manufacture, use, or in scientific investigations of any such substances. Included as part
of the methods are various classifications of methods and practices as defined in Sections 4.1.1.1-4.1.1.6.

4.1.1.1 Standard Official Method: A testing procedure which has qualities of accuracy and precision
such as to make it meet all of the following requirements:

1. The testing procedure is applicable to the evaluation of pulp, paper, packaging, or related
products, or of materials that possess a measurable property of special or unique importance to
the pulp, paper, packaging, and related industries.

2. For methods not specific to a particular instrument, equipment used in the procedure is described
in sufficient detail to enable the user to check its operation and compliance with the procedure
either by well-known means or by means described in the testing procedure to achieve
acceptable results.

3. For methods specific to a particular instrument, equipment used is described in the procedure in
sufficient detail to be understood or acquired by the user. Instructions for its use may either be
included in the method or listed in a published instrument manual. The name of the manufacturer
or distributor of the instrument shall not appear in the method, unless the instrument name is
needed to differentiate the method from another TAPPI method purported to measure the same
property. Names of suppliers will be available through the TAPPI Standards Manager as part of
the Suppliers List, which is also published in the full set of Test Methods.

4. The procedure is described in sufficient detail to enable a trained technician to put it into practice
and obtain results with the stated precision or accuracy.
5. The testing procedure consists of only one procedure with a definite series of steps for testing

each property, unless any alternative procedure or step yields identical results for that property
within the stated precision.

6. The testing procedure states the units in which the results are to be reported. If it has been
deemed desirable to permit the use of alternative units, the preferred units are to be noted.
7. A testing procedure which produces numerical results contains a statement of precision

embodying values of repeatability and reproducibility (as defined in T 1200 “Interlaboratory
Evaluation of Test Methods to Determine TAPPI Repeatability and Reproducibility”) or a
statement that such values cannot practicably be determined.

8. The testing procedure may contain expressed or implied product, material, or equipment
specifications in any form only to the extent that such specifications are necessary to specify the
test equipment or material required to carry out the method.

4.1.1.2 Standard Provisional Method: A testing procedure which meets all the requirements for an
Official Method except for extensive history in its use. If it produces numerical results, it is required to have a
precision statement containing at least a value for within-laboratory precision, as described in T 1200
“Interlaboratory Evaluation of Test Methods to Determine TAPPI Repeatability and Reproducibility.” A testing
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procedure may remain a Provisional Method for a maximum of five (5) years, within which time it must be
reviewed and then be advanced to an Official Method or withdrawn.

4.1.1.3 Standard Practice: An accepted procedure for the performance of one or more operations or
functions associated with TAPPI Test Method activities. "Sampling and Accepting a Single Lot of Paper,
Paperboard, Containerboard or Related Product" (T 400), "Forming Handsheets for Physical Tests of Pulp" (T
205) and "Static Creasing of Paper for Water Vapor Transmission Tests" (T 465) are examples of TAPPI
Standard Practices at the time of issue of these guidelines. Practices may include, but are not limited to,
documents regarding installation, maintenance and operation of testing apparatus, sampling or selection of
materials for testing, and documents giving general guidance for making particular types of measurements or
preparing test specimens for such measurements. Standard Practices carry the designation “sp” in the suffix of
the identifying number and must be balloted and reviewed as if they were Official Methods. The requirements
found in Sections 5, 6, and 7 of these guidelines apply to both methods and practices except where specific
differences are noted.

4.1.1.4 Standard Classical Method: A testing procedure, usually a former Official Method, which is
no longer in common use, or which has been superseded by advanced technology. These testing procedures are
technically sound, have a history of use, and may contain a body of literature references that make their
preservation valuable. Classical Methods are part of the current set of TAPPI Test Methods and shall be
reviewed every 10 years, following the procedure as outlined in Section 6.8 of these guidelines.

4.1.1.5 Useful Method: A document written to describe a test, procedure, or practice which may be
proposed by a Working Group of no fewer than three TAPPI members not employed by the same organization
and written in the same general style as a TAPPI Standard Test Method, but with the inclusion or exclusion of
certain sections as deemed appropriate by the Working Group, and with minimum precision requirements that
may be expanded at the discretion of the Working Group. TAPPI Useful Methods are not Standards as defined
in these guidelines, and a separate set of guidelines for the development and review of Useful Methods has been
developed (approved initially by Q&SMC by email vote in July 2010).

4.1.1.6  The suffix following the Test Method number indicates the category of the method. Test
Method numbers consist of a capital T, followed by a space, then a number (assigned sequentially within
several Test Method categories), another space, a two-letter designation of classification, a hyphen, and the last
two digits of the year published.

4.1.1.7 The subject areas and their numbering are:

Fibrous Materials and Pulp Testing T 1-200 Series
Paper and Paperboard Testing T 400-500 Series
Nonfibrous Materials Testing T 600-700 Series
Container Testing T 800 Series
Structural Materials Testing T 1000 Series
Testing Practices T 1200 Series

Numbers for new Test Methods are assigned sequentially. Withdrawn numbers are not reused unless a
withdrawn method is reinstated.



4.1.1.8 The two-letter designations for classifications of Test Methods are:

om = Official Method
pm = Provisional Method
sp = Standard Practice
cm = Classical Method

In the Numerical Index, the designation “wd” indicates that the method has been withdrawn. The “UM”
designation for Useful Methods appears also in references to these documents.

4.1.1.9 Example: A new Provisional Method for testing containerboard adopted in 1993 might be
designated as: T 830 pm-93.

4.1.2 TAPPI Standards may also include certain specifications, definitions, glossaries, technical
information, or guidelines that are unrelated to Test Methods. Although similar documents may exist in the
TAPPI Technical Information Papers (TIPs) set, the documents that become a part of the Standards set must
comply with the Standards regulations in their development and approval.

4.1.2.1 TAPPI Standards that do not fall under the Test Methods category will be numbered beginning
with T 1500, and shall be numbered consecutively in this T 1500 series. The number shall consist of a capital T,
followed by a space, then the number, another space, a two-letter designation of classification, a hyphen, and
the last two digits of the year published.

4.1.2.2 The two-letter designations for classifications of documents in the T 1500 series are:

ss = Standard Specification
gl = Standard Glossary
sg = Standard Guideline

In the Numerical Index, the designation “wd” indicates that the method has been withdrawn.
4.1.3 Withdrawn Standards: Any TAPPI Standard may be withdrawn for one of two reasons:

4.1.3.1 Any TAPPI Standard may be withdrawn following the procedures in section 6 of these
Guidelines.

4.1.3.2 Withdrawn TAPPI Standards, Administrative: When an SSIG withdraws the method for
only administrative reasons such as lack of continued interest in the method, or inability to find laboratories
willing to participate in developing a precision statement, or similar non-technical reasons, the method shall be
considered withdrawn administratively (wa). A TAPPI Standard may also be withdrawn because of lack of
compliance of an SSIG or Working Group Chairman with the administrative procedures in Section 6 of these
Guidelines, and particularly as described in 6.4.6.6, shall be described as “withdrawn administratively (wa).”

4.1.3.2.1 Administratively withdrawn Standards, whether withdrawn by an SSIG or by Q&SMC action,
shall no longer be published as a part of the active TAPPI Standards, but may be purchased from TAPPI. When
such administratively withdrawn standards are distributed in any hard copy or electronic form of any type, they
shall be clearly identified as a withdrawn Standard, the fact that the method has been administratively
withdrawn, and the date of withdrawal.

4.1.3.2.2 In any case where a Standard comes to the attention of Q&SMC under the provisions of
6.4.6.6 of these Guidelines, if the ballot history of the document, or technical knowledge from a member or
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members of Q&SMC indicates that technical issues are preventing a successful completion of balloting,
Q&SMC may, in its sole judgment, and in compliance with 6.4.6.6, administratively withdraw the Test Method
but indicate the withdrawal as having been technically withdrawn (see Section 4.1.3.3).

4.1.3.3 Withdrawn TAPPI Standards, Technical: Any TAPPI Standard that is withdrawn for any
technical reason (safety concerns, method provides erroneous results, or similar technical reasons) shall be
balloted for withdrawal by an appropriate SSIG following the procedures of Section 6 of these Guidelines.
Upon successful ballot to withdraw, it shall be designated as “Technically withdrawn (wt).” Such technically
withdrawn Standards, whether withdrawn by an SSIG or by Q&SMC action, shall no longer be published as a
part of the active TAPPI Standards, and shall no longer be available for purchase from TAPPI.



5. Definitions and Terminology

5.1 The following definitions describe the persons or groups or people involved in the TAPPI Standards
program:

5.1.1 Standard-Specific Interest Group (SSIG): A group of persons including members and non-
members of TAPPI who have an interest in being a member of the group which votes on a particular Standard.
Permanent members of the Standards-Specific Interest Group (SSIG) shall be members in good standing of
TAPPI; voting members will include permanent members plus other TAPPI members or nonmembers who
indicate an interest in the Standards and have chosen to submit a vote. See Section 6.4.3 for the requirements
regarding the makeup of SSIGs.

5.1.2 Standards Advisory Review Group: A group of TAPPI members appointed by the Quality and
Standards Management Committee (Q&SMC) who are familiar with the TAPPI Standards process and are
qualified to participate in reviewing appeals filed during the process of developing new Standards or reviewing
current standards and to participate in the final review of Standards after they have been approved by the
appropriate SSIG. The Standards Advisory Review Group (SARG) is responsible for determining that the
Standards review and/or development process has been properly followed, and that all negatives and comments
have been resolved as required by these regulations. The SARG members are appointed to terms whose lengths
are determined by the Q&SMC. The SARG shall have a minimum of three members, but may have as many as
the Q&SMC deems appropriate.

5.1.3 Working Group: A group of persons, which may include both TAPPI members and non-
members, assigned a specific Work Item with regard to the TAPPI Standards program (see Section 6.4.4).
Working Groups (WGs) are created and discharged by the TAPPI Standards Manager with the advice of
appropriate Standard-Specific Interest Groups. The method of managing the tasks of the WG is through the
Work Item (WI) system (see 5.2.1); thus a SSIG generally has specific responsibility for a specific WI. A WG
may be, and frequently is, a subset of a Standard-Specific Interest Group.

5.1.4 Working Group Chairman: A member of a working group recruited by the Standards Manager
to direct the activities of the WG responsible for a particular WI. For simple Standards revision tasks, the
Working Group Chairman (WGC) may be the only member of the working group.

5.1.5 Subject Category: An entry on a listing of technical areas relating to the pulp, paper, packaging,
and allied industries. The listing is maintained by the TAPPI Standards Manager and is used for determining
areas of interest for Standard-Specific Interest Groups. The numbers assigned to ef the SCs are also used in the
numbering system for TAPPI Technical Information Papers (see the guidelines for TAPPI Technical
Information Papers). The listing of Subject Categories may be found in Appendix 7 of these guidelines.

5.1.6. Quality and Standards Management Committee. This Committee, frequently referred to by
its initials, Q&SMC, is appointed by the TAPPI Chairman of the Board, and it reports to the TAPPI Board of
Directors. Its scope is:

The Quality and Standards Management Committee is responsible for administration and maintenance
of the procedures and guidelines relevant to TAPPI Standards, Technical Information Papers, and Useful
Methods.. The Committee maintains liaison with internal and external groups as appropriate, including
ANSI as it relates to TAPPI’s accreditation as a standards development organization. The Committee
brings major policy proposal changes to the Board of Directors.

The Q&SMC has become active in coordinating TAPPI relationships with several other groups,
including the U. S. Technical Advisory Groups (TAGs) to ISO (International Organization for Standardization)
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TC 6 (Pulps, Paper, and Paperboard), ISO TC 176 (Quality Management), and the American Society of Testing
and Materials (ASTM) D06 Committee on Paper and Paperboard. Another activity of Q&SMC is review of
Standards which are overdue for required 5- or 10-year review.

The Q&SMC has overall responsibility for TAPPI Standards activity, including the withdrawal of
Standards that have not been reviewed in a timely fashion (see 6.8.2.1); however, it should be understood that
any references to the Quality and Standards Management Committee in these guidelines simultaneously refers
to any subcommittee of the Q&SMC which has been charged with responsibilities relating to the procedures as
stated in these guidelines.

The Chairman of the Q&SMC is appointed by the TAPPI Chairman of the Board. The QS&MC
Secretary is a member of the TAPPI professional staff. Duties include recording and distributing minutes of the
Q&SMC meetings, arranging for meetings as requested by the Q&SMC Chairman, and maintaining records of
TAPPI Standards activities.

5.1.7 Standards Manager: For the purposes of reference in these guidelines, a member of the TAPPI
professional staff or any consultants designated by TAPPI staff responsible for overseeing and administering the
Standards program. Usually, the Standards Manager and the Q&SMC Secretary are the same person. The
Standards Manager duties may also be combined with the duties of another staff member. The official title of
the staff person acting as Standards Manager (as defined in these guidelines) may be different.

5.1.8 Technical Group: Any organized technical group within the TAPPI organizational structure. An
example of such a technical group would be one of the Technical Committees or Divisions of TAPPI whose
scope focuses on a particular subject area or activity. Technical groups within TAPPI may offer advice on
Standards review or propose new Standards that fall under the group’s area of expertise, but a technical group
does not serve as the official consensus body which approves Standards.

5.2 The following definitions describe actions which may be taken to improve TAPPI's methods and
procedures involved in the administration of Standards:

5.2.1 Work Item (WI): An activity undertaken by an SSIG to develop technical information of
significant and timely value to the industries TAPPI serves. WIs are initiated either by a notification from an
SSIG to the TAPPI Standards Manager or by the Standards Manager at the time of automatic review of an
existing Standard. WIs that are proposals for new Standards must be accompanied by a draft before the WI is
opened and a number is assigned. A ballot for a new Standard under a WI must be initiated within six months
after the WI is opened. After six months, the WI will be closed, unless a request for an extension has been
requested and granted from the chairman of the Q&SMC. See Section 6.4 of these guidelines for details.

5.2.2 Draft: A document which is a proposed new or revised Standard and which is balloted to the
responsible SSIG for consideration as a new Standard or a revision of an existing Standard.

5.2.3 Automatic Review: An automatic procedure wherein the responsible SSIG must review an
existing Standard and either reaffirm, revise, reclassify, or withdraw the Standard. Five-year reviews of most
Standards are initiated four years after publication of the existing edition of the Standard, with the intent being
to take action within one year of initiation. Ten-year reviews of Classical Test Methods are initiated nine years
after publication of the existing edition of the Standard, with the intent being to take action within one year of
initiation.

5.2.4 Classification: The type of Standard (Official Method, Provisional Method, Classical Method,
Standard Practice, Standard Specification, Standard Glossary, Standard Guideline).
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5.2.5 Revision: A Standard that includes changes to an existing Standard .

5.2.6 Reaffirmation: A Standard that indicates no changes have been made since the previous edition
and after regular review of the Standard has been accomplished.

5.2.7 Correction: Correction of errors in printing, format, spelling, punctuation, as well as
improvements in clarity of expression or changes to reduce or eliminate ambiguity. Often referred to as
“editorial corrections,” corrections may not include any changes in wording that would in any way make
substantive changes in the Standard. See Section 6.5 for more details.

5.2.8 Reclassification: Changing from one classification of an existing Standard to a new classification.
5.2.9 Withdrawal: Removal of an existing Standard from the current set of Standards.

5.2.10 Ballot: Distribution of a proposed new Standard or reaffirmation, revision, reclassification, or
withdrawal of a Standard to the individual members of a responsible SSIG with instructions to vote on
agreement or disagreement with the proposed action.

5.2.11 Vote: Action by an individual member of a responsible SSIG, indicating agreement or
disagreement with a proposed action on a Standard.

5.2.12 Public Review. Means by which the full membership of TAPPI or any other interested parties
have access to Standards being reviewed for revision or adoption by a SSIG and have the ability to make
comments on the actions being proposed (see Section 6.4.7.4).

5.2.13 Resolution of negative votes and comments: Action taken by a Working Group Chairman to
address comments made on ballots by other members of the responsible SSIG or comments made by other
TAPPI members or nonmembers during Public Review and to incorporate such comments into the next draft of
the Standard or to find the comments nonpersuasive or unrelated (see Section 9).

5.2.14 Public Notice. Means of notifying interested parties, including TAPPI members and
nonmembers, regarding Standards that will be up for review over a specified period of time (see Section
6.8.1.1) and Standards that are in the final stage of voting (review by the Standard Advisory Review Group, see
Section 6.4.6.10). The public notices shall appear in both the TAPPI Standards and TIPs Action Report (STAR)
and ANSI Standards Action.

5.3 The following definitions are related to policies, some mandated and others developed through time,
that govern the TAPPI Standards program:

5.3.1 Jurisdiction: Responsibility for particular Standards. Such responsibility is vested within the
SSIGs and is assigned based on the Subject Category of the SSIG. Disputes regarding the responsibility for
particular Standards must be resolved by the Q&SMC.

5.3.2 Overdue Standard: A Standard in review whose current edition is more than five years old (if
any type of Standard other than a Classical Method) or ten years old (if a Classical Method).

5.3.3 Joint Work Item: A WI undertaken by more than one SSIG or undertaken by a TAPPI SSIG
working with a technical group of another society. If the joint assignment is between two or more TAPPI
SSIGs, one SSIG acts as the primary SSIG and officially undertakes the WI, with other SSIGs acting as
secondary SSIGs. In the case of joint activities between TAPPI SSIGs and other society technical committees
or groups, the regulations governing TAPPI Standards shall apply in a case where the other society is not an
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ANSI-accredited standards developing organization (SDO); if the other society is an ANSI-accredited SDO,
then either that society’s regulations shall apply, or TAPPI’s regulations shall apply.

5.3.4 Precision Statement: A required section of any TAPPI Test Method which states the degree of
agreement expected between test results or which states that a statement of precision is inappropriate for a
particular Test Method because of its qualitative nature.

5.3.5 Reference Materials List: A list maintained by TAPPI, and available in the Standards print-on-
demand publication, the CD-ROM, the company license website, and also on the TAPPI website, giving the
names of organizations which claim to provide reference materials for performing a given test according to the
published Test Method. These organizations claim competence and performance in maintenance of these
reference materials. Reference material suppliers must indicate to the TAPPI Standards Manager their claim in
order to be included on this list. With the exception of Reference Materials exclusively provided by TAPPI,
references to specific reference material supplier organizations shall not appear in individual Standards (see
Sections 7.4.9.7 and 8.3.5.7).

5.3.6 Suppliers List: A list maintained by TAPPI, and available in the Standards print-on-demand
publication, the CD-ROM, the company license website, and also on the TAPPI website, giving the names of
organizations which claim to provide equipment and supplies for performing a given test according to the
published Test Method. These suppliers claim competence and performance in maintenance of these materials.
Suppliers must indicate to the TAPPI Standards Manager their claim in order to be included on this list.
References to specific supplier organizations shall not appear in individual Standards (see Sections 7.4.9.4 and
8.3.5.4).

5.3.7 Supplier Directory: A list maintained by TAPPI, and available in the Standards print-on-demand
publication, the CD-ROM, the company license website, and also on the TAPPI website, giving the names and
addresses of organizations which claim to provide either equipment or supplies (from the Suppliers List) or
reference materials (from the Reference Materials List).

5.3.8 Numerical Listing: A list maintained by TAPPI, and available in the Standards print-on-demand
publication, the CD-ROM, the company license website, and also on the TAPPI website, for Standards showing
all of the current and withdrawn numbers in order.

5.3.9 Subject Index: An index, grouped by keyword, maintained by TAPPI for Standards.

5.3.10 Testing Laboratories/Research Facilities List: A list maintained by TAPPI, and available in the
Standards print-on-demand publication, the CD-ROM, the company license website, and also on the TAPPI
website, giving the names and addresses of organizations which claim to provide facilities for performing tests

or doing research related to testing.

5.3.11 Effective Date of Issue: The date on which final approval (from the SARG) for a new or revised
Standard is achieved.

13



6. Procedures for Review and Approval of TAPPI Standards
6.1 Scope

The procedures to be followed for preparation, review, and approval of TAPPI Standards are described herein.

6.2 Definitions

The classifications of Standards published by TAPPI are identified and defined in Section 4 of these guidelines.

6.3 Subject Categories and Standard Specific Interest Groups

6.3.1 Each TAPPI Standard is the responsibility of a Standard-Specific Interest Group (SSIG). The
individual Standards fall generally into the Subject Categories as defined in Appendix 7. Permanent members
of the SSIG are TAPPI members who have indicated their desire to participate in one or more SSIGs. Voting
members of SSIGs are the permanent members plus any other TAPPI member or nonmembers who have an
interest in one or more of the standards and have expressed interest in being a member of the group which votes
on a particular Standard. See Section 5 for definitions of these terms.

6.3.2 Formation of Standard-Specific Interest Groups. At the time of adoption of the November 2000
version of the guidelines, the members of the technical committees of TAPPI which existed prior to March 1,
2000, were polled to determine their interest in particular Standards. A public announcement was also made so
that other members of TAPPI could sign up for Standard balloting if they wished. Any TAPPI member in good
standing may request permanentmembership in one or more SSIGs at any time or may request deletion from the
roster of any SSIG at any time. Other TAPPI members or nonmembers who express an interest in participating
in ballots shall be added to the SSIGs for purposes of voting.

6.3.3 Participation in Standard-Specific Interest Groups. TAPPI membership is required for continued
permanent membership in Standard-Specific Interest Groups. Members may request addition to or deletion from
Standard-Specific Interest Groups at any time by contacting the Standards Manager. Any SSIG member who
fails to return three ballots in a row on a particular Standard shall be dropped from membership from that SSIG.
Any TAPPI member who is dropped from three SSIGs due to failure to return ballots will also be dropped from
all SSIGs.

6.4 Preparation procedures

6.4.1 Standard-Specific Interest Groups are responsible for drafting new Standards and reviewing or
revising existing Standards in accordance with applicable operating guidelines. Every review of an existing
Standard and every request for development of a new Standard must be assigned a Work Item number. The
Standards Manager automatically initiates a Work Item for review of an existing Standard in accordance with
the review requirements as described in Section 6.8. Any member of an existing SSIG may initiate action for
early review of a Standard (see 6.8.3) by notifying the Standards Manager in writing (either in hard copy or
electronically). For new Standards, any TAPPI member may present a proposal to the Standards Manager, who
will assist in the formation of an SSIG to be responsible for the proposed new Standard (see 6.4.1.1). An SSIG
given the assignment for review of an existing Standard or development of a new Standard is referred to as the
“responsible SSIG.” See Chart 1 in Appendix 5 for specific steps in developing a new Standard and for specific
steps in reviewing an existing Standard. A WI number is not required for editorial corrections (see 6.5.1). See
also 6.5.2 regarding the effects of a revision on average test results.
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6.4.1.1 Formation of new SSIGs. When a new Standard is proposed, an SSIG must be formed for
balloting purposes. The interested party who submits a draft for consideration as a new Standard shall consult
the Standards Manager to determine the appropriate Subject Category of the proposed new method and to
determine which TAPPI technical groups might have an interest in the proposed Standard. A public notice
announcing the proposed new method shall (1) be sent to any technical groups within the TAPPI organizational
structure which would have an interest in the proposed Standard based on the scope of technical activity within
that group; (2) be posted in the TAPPI official newsletter for Standards and TIPs action, the Standards and TIPs
Action Report (STAR), and (3) shall be submitted to ANSI via the Project Initiation Notification System (PINS)
for announcement in ANSI Standards Action. These announcements will contain a deadline date for any
interested parties, both TAPPI members and non-members, to respond indicating their desire to join the SSIG
for the proposed new Standard or to respond indicating any objections to the new standards activity due to
potential conflict or duplication with another American National Standard. Any such comments received will be
addressed in accordance with clause 2.5 of the ANSI Essential Requirements.

6.4.1.2 Requests for initiating a Work Item for a new Standard must be accompanied by a draft (in the
format outlined in Section 7 for test methods or Section 8 for specifications, guidelines, and glossaries) before
the WI number will be assigned. A ballot for a new Standard Test Method under a WI must be initiated within
six months after the opening of the WI, or the WI will be closed, unless a request for extension has been
requested and granted from the chairman of the Q&SMC.

6.4.2 Subject Categories are used as a convenience to group sets of Standards into technical areas of
interest. It shall be the responsibility of the members of each SSIG to notify the Standards Manager if it is felt
that the Subject Category for any particular Standard is incorrect. Any disagreements regarding the assignment
of a Subject Category will be referred to the Q&SMC for resolution.

6.4.2.1 Joint activities with other societies. If a TAPPI SSIG wishes to develop Standards with
standards-developing groups of other societies, a proposal to do so should be submitted to the Q&SMC for
approval in accordance with these guidelines. The regulations governing TAPPI Standards shall apply in a case
where the other society is not an ANSI-accredited standards developing organization (SDO); if the other society
is an ANSI-accredited SDO, then either that society’s regulations shall apply, or TAPPI’s regulations shall

apply.

6.4.3 SSIGs having jurisdiction over Standards are to be representative of producers, consumers, and
general interest members with regard to the subject matter to which the Standards relate. In order to broaden the
scope of expertise, the SSIG may wish to submit the proposed Standard to people in the paper industry or
related industries who can give added input. The minimum number of persons required for any SSIG is 10. It
shall be the responsibility of the Working Group Chairman (WGC) (section 6.4.4) to work with the SSIG
members to determine their interest in the subject of the SSIG based on the definitions in 6.4.3.1. The Standards
Manager will continually monitor membership within the SSIGs to ensure that the minimum number of 10 is
also representative of various companies and interests (6.4.3.1). In no case may an SSIG have more than 50% of
its members from any one of the categories as listed in 6.4.3.1. In the case of standards specifically devoted to
measuring safety related issues, no more than 33% of the members may come from any one of the categories
6.4.3.1. Any problems in this regard will be forwarded to the Q&SMC by the Standards Manager for resolution.
SSIGs may be disbanded by the Q&SMC and their Standards either withdrawn or reassigned to another SSIG if
they are found to deviate from the minimum membership or percentage composition as stated in these
guidelines.

6.4.3.1. Interest categories. All permanent and/or voting members of the SSIGs shall be assigned an
interest category based primarily upon their professional affiliation or work. In the modern paper industry,
manufacturing facilities exist where wood is made into pulp, pulp, is made into paper, and paper is converted
into some end use item. Modern printing and writing paper manufacturing facilities and modern tissue
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manufacturing facilities are given only by way of examples. Thus a manufacturing facility may contain
production units devoted to the production of pulp, the production of paper, and the converting of paper into
intermediate or finished manufacturing units. Members of SSIGs shall identify themselves based upon the
functional unit of the larger organization to which they belong; pulpmill operator (producer), paper machine
manager (producer), finished sheeting operator (converter), and so on. The categories for TAPPI SSIGs are
defined as follows:

e Producers of pulp or paper: SSIG members working for a corporation or subunit of a corporation whose
major activity is the production of pulp or paper.

e Converters of pulp or paper: SSIG members working for a corporation or subunit of a corporation
whose major activity is the conversion of pulp or paper into some finished or intermediate manufactured
state. Converters would include, but is not limited to, producers of corrugated roll goods, manufacturers
of boxes, converters who buy rolls of tissue paper and convert it into finished saleable consumer goods,
converters who use paper or similar materials to produce packaging of various kinds (including flexible
packaging) and numerous similar producers of paper goods.

o Suppliers of chemical or raw materials: SSIG members who are working for a corporation or subunit of
a corporation whose major activity is to supply raw materials or chemicals for the manufacture of pulp
or paper.

e Suppliers of manufacturing equipment, instrumentation and online controls: SSIG members who are
working for a corporation or subunit of a corporation whose major activity is to supply manufacturing
equipment, instrumentation, or online controls for the manufacture of pulp or paper.

e Service and general suppliers: SSIG members who are working for a corporation or subunit of a
corporation whose major activity is providing for producers of pulp and paper a service or any other
commodity not included in the other supplier categories.

e Commercial users of pulp or paper: SSIG members who are working for a corporation or subunit of a
corporation whose major activity is the use of paper, pulp, corrugated, packaging material, or other
related product after it has been produced and further converted into some finished sheet or roll form or
intermediate finished article of commerce. This includes printers or, in general, any entity using paper
where that use does not generally fit under the term “converter.”

e Marketers and Commercial Sellers: SSIG members who are working for a corporation or subunit of a
corporation whose major activity is the marketing or sales of pulp or paper. This might include but is not
limited to companies whose focus is the wholesale or retail selling of paper and paper products including
cut size paper, paper tissue products, artist paper supplies, paper merchants, recyclers, etc.

e Consultants: SSIG members who are independent contractors and who may provide consulting services
to any segment of the industry.

e Educators: SSIG members who teach or are employed by an academic institution.
e General Interest: SSIG members who are not covered under any of the above categories; this category

may include, but is not limited to, members affiliated with trade associations, professional societies, or
government agencies.
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6.4.4 After assignment of a proposed new standard to an SSIG, a new Standard will be developed by a
working group (WG) under a chairman recruited by the Standards Manager; often this chairman will be the
individual or one of the group of individuals who proposed the new Standard. The working group chairman
(WGC) may also develop a Standard alone (without additional working group members). If the WGC recruits
additional WG members, these individuals may or may not be voting members of the SSIG, but any who are not
and need to join shall confirm this interest with the Standards Manager and be added as members of the SSIG.
When developing a new Standard, the WGC must first check to see whether the proposed Standard duplicates
or relates to any existing Standard. If it duplicates any existing Standard within TAPPI, the WGC must notify
the Standards Manager, who will determine if the WI should be revised or discontinued accordingly. If it
duplicates Standards outside of TAPPI, the WGC should obtain copies of the related Standards (in most cases
available from the Standards Manager) and use this information in the development of the TAPPI Standard. The
WGC, if working with a group and not alone, should reach consensus within the Working Group on any
questionable points prior to finalizing the draft.

6.4.5 When the proposed new or revised Standard is a quantitative Test Method that produces a
numerical result, the Test Method must contain at least a statement of the repeatability in a single laboratory if
the Test Method is to be classified as Provisional or Official; a statement of reproducibility is also required for
Official Test Methods. It is desirable, but not mandatory, to carry out an interlaboratory test program to develop
a precision statement for reproducibility between laboratories. Questions have been raised when balloting
Standards with regard to the expression of repeatability, the calculations in determining repeatability, and the
amount of testing actually done in developing the precision statement. All precision information should be
developed and precision statements formulated carefully in accordance with T 1200. Refer to Section 7.4.17 for
a detailed description of the format of the precision statement..

6.4.6 The draft, as developed by the working group for a new Standard or prepared from the current
existing Standard for a review of an existing method, is submitted by the Standards Manager to the current
voting members of the responsible SSIG for letter ballot. See Chart 1 in Appendix 5 for specific steps in the
balloting process. No draft being submitted for a vote as a TAPPI Standard may contain any portions that are
not part of the Standard to be approved through the full consensus process as outlined in these guidelines. The
Standards Manager must determine if the draft follows proper format and style as outlined in these guidelines
and, for a new method, must consult with the WGC with changes that need to be made to conform to proper
style before the draft is balloted. When a revised Standard is drafted, a brief summary of changes other than
editorial made in the Standard must be included under Additional Information. When a draft is prepared for
ballot, sections that have been changed since the last draft will be highlighted for ease of identification by the
voters.

6.4.6.1 At the same time any draft is balloted to the SSIG, it must be also made available for interested
parties to review. TAPPI members may access all drafts in ballot by either (1) going to the "Members Only"
section of the TAPPI web site (www.tappi.org), or (2) requesting any draft currently in ballot from the
Standards Manager. Nonmembers of the SSIG, including TAPPI members or nonmembers, may obtain a
complete listing of drafts currently being balloted by request from the TAPPI Standards Manager. Any
interested party, including TAPPI members or nonmembers, who is not currently a permanent or voting
member of the SSIG may request voting membership and a ballot from the Standards Manager and may submit
that ballot on or prior to the ballot deadline as a voting member of the SSIG. Comments received from either
permanent or voting SSIG members or any other interested party at any time will be forwarded to the WGC, but
comments submitted after the 45-day deadline may not reach the developers or reviewers of the method in a
timely enough fashion to be considered.

6.4.6.2 A 51% return of all SSIG ballots is required within 45 days of the ballot date for a valid ballot.
For the vote to be successful, there must be a 75% affirmative vote of the combined negative votes with
comments and affirmative votes. If comments not related to the proposal are submitted with a negative vote, the
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comments shall be documented and considered in the same manner as submittal of a new proposal. Reasons for
negative ballots and suggested revisions which will result in resolution of the negative must be given; negative
ballots without reasons or negative ballots with comments unrelated to the item being balloted will be counted
as “negatives without comment” and will be counted in the tabulation of the percent return, but will not be
counted in the tabulation of the percent of affirmative votes.

6.4.6.3 Ballots must be returned to the Standards Manager who will determine if a valid ballot, as
outlined in 6.4.6.2, has been accomplished.

6.4.6.4 For a new method, the ballot results, together with copies of all ballots with comments, as well as
comments received from nonvoting SSIG members as a result of the initial public notice of an upcoming review
of an existing Standard (see Section 6.8.1.1), and a list of related Standards, will be sent to the Working Group
Chairman for review and resolution of negatives and comments. An effort to resolve all votes accompanied by
comments related to the ballot under consideration shall be made, and each such commenter (voter) shall be
advised in writing (including electronic communications) of the disposition of the comment and the reasons. If
resolution is not achieved, each such commenter shall be informed in writing that an appeals process exists (see
Section 6.4.8).

6.4.6.5 For an existing Standard under review that receives the proper percent return and positive vote as
outlined in 6.4.6.2, and which also receives no negatives or comments, the Standard may then proceed to the
Standards Advisory Review Group (SARG) as outlined in 6.4.7. For an existing Standard under review that
does receive votes with comments or negatives, the Standards Manager will review the comments, contact a
member of the SSIG, request that member to serve as Working Group Chairman, and then send the ballot
results, together with copies of all ballots with comments, copies of all comments received through public
review, and a list of related Standards, to this WGC.

6.4.6.6 All comments, from either affirmative or negative ballots, must be resolved by the WGC as
outlined in Section 9 of this manual. See the Chart 2 in Appendix 5 for details on resolution of negatives. If the
ballot has not received the required percentage for validation, a new draft must be prepared and balloted to the
SSIG. If a valid ballot is achieved and the ballot is successful as described in 6.4.6.2, then the next draft may
proceed to the Standards Advisory Review Group (SARG) as outlined in 6.4.7, unless the Working Group
Chairman requests a SSIG reballot. However, all negative votes must be resolved and such resolution
documented prior to the SARG review.

6.4.6.7 Votes on sections or particular items. If, after at least one ballot on a full draft (in the case of an
Official Test Method, Standard Practice, Standard Specification, Standard Glossary, or Standard Guideline) or
two ballots on a full draft (in the case of five-year review of a Provisional Test Method or a ten-year review of a
Classical Test Method) have been completed, the WGC has the option of balloting particular sections or items
to gather approvals or comments. Such items may include, but are not limited to, polls on resolution of
comments or negatives. The WGC may work with the Standards Manager to customize a ballot format with an
explanatory letter for balloting such sections or items. The requirements for percent return and percent
affirmative on such ballots shall be the same as for ballots of complete drafts. Comments that are unrelated to
the section or item balloted will be counted as abstentions. Negative votes without comments will be counted as
“negatives without comment” and will be counted in the tabulation of the percent return, but will not be counted
in the tabulation of the percent of affirmative votes. It is permissible to have a ballot on a particular section or
item as the last SSIG ballot prior to SARG review. Ballots on specific items are required to be posted for public
review the same as for any ballots of full drafts.

6.4.6.8 Reports sent to a Working Group Chairman shall be returned to the Standards Manager within
90 days with notice in writing of resolution of negatives and comments, using the form for Resolution of
Comments and Negatives. A Working Group Chairman may submit to the Standards Manager in writing a
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request for an extension of the 90-day period to be forwarded to the Q&SMC Chairman, citing reasons why an
extension is needed. The Q&SMC Chairman may set a new deadline date based on this information and so
notify the Working Group Chairman and the Standards Manager.

6.4.6.9 If the deadline for the return of the WGC report has passed, the Standards Manager shall notify
the WGC that the return of the report is delinquent. If no action is taken before the next Q&SMC meeting, the
delinquent return will be reported to the Q&SMC for resolution. The Q&SMC may, by letter ballot or vote at a
meeting, reclassify or withdraw the Standard if the Standard in question is a revision of a Standard already on
the books. There is no action for the Q&SMC to take if the document in question is a new Standard.

6.4.6.10 If a Standard has been withdrawn by the Q&SMC because of a lack of action by the
responsible WGC and/or SSIG, it may be reinstated only after the responsible SSIG has opened a new WI, and
the WGC has returned the report and procedures for approval as outlined in paragraphs 6.4.6 and 6.4.7 are
followed. A reinstated Standard may be assigned the same number that it had at the time it was withdrawn.

6.4.6.11 A time extension will be permitted to the Working Group Chairman only in extenuating
circumstances and will require the approval of the Q&SMC. If a WGC has difficulty resolving one or more
negatives or comments, then he/she should note this appropriately on the “Resolution of Comments and
Negatives” form (see Section 9.5 of these guidelines) and request a vote on the specific negative(s) or
comments at a meeting or by a letter ballot to the voting members of the responsible SSIG. If a vote is taken at a
meeting of the SSIG, at least 30 days notice must be given to the members of the SSIG, and votes from
members of the SSIG may be submitted on or before the date of the meeting to the Standards Manager. Proxy
votes are not allowed. If a vote is taken at a meeting, a quorum shall be considered to be at least 51% of the
SSIG members present in person or having submitted their votes to the Standards Manager on or prior to the
date of the meeting, and a majority vote of those present or those submitting on or prior to the date of the
meeting will determine the acceptance or rejection of the negative or comment. If a vote is taken by letter ballot,
51% of the voting SSIG members must return a ballot in order to be a valid vote, and a majority of those voting,
not counting abstentions, will determine the acceptance or rejection of the negative or comment. The WGC
shall then make adjustments accordingly on the next draft and return the report to the Standards Manager within
30 days after the vote. If this 30-day period passes and no report has been received, then procedures in 6.4.6.9
are to be followed.

6.4.6.12 When a draft has met all the requirements for a valid ballot, then it shall be submitted to SARG
as outlined in Section 6.4.7.

6.4.7 Drafts and information to be provided to the Standards Advisory Review Group (SARG).

6.4.7.1 A record of the SSIG ballots and reconciliation of the negative ballots and comments will be
compiled and retained by TAPPI. When all requirements for a valid and successful SSIG ballot are achieved,
then the revised Standard, with changes highlighted, shall be submitted to the voting members of the SSIG as
the proposed final draft to be submitted to the Standards Advisory Review Group (SARG). The voting members
of the SSIG and any other individuals who commented on the draft shall be informed at the time of presentation
of the SARG draft that voting members have an opportunity to change their most recent vote and that the
deadline to respond to the SARG draft shall be 30 days from the notification. Negative voters shall be
specifically asked if their votes can be changed to affirmative based on the resolution of their comments in the
final draft for SARG. SSIG voting members must submit changes to their votes in writing to the Standards
Manager.
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6.4.7.2 After the 30-day period for SSIG voting members to respond to the SARG draft has passed, the
Standards Manager shall post the draft on the SARG webpage and shall send a notice to the voting members of
the SSIG and to any other individuals who commented on the draft that the final draft of the standard to be
submitted to SARG has been posted. If any voting member of the SSIG or any other individual who commented
on the draft feels that any changes shown in the final SARG draft posted on the web have resulted in a new
error or problem with the draft, then that person may file an appeal to the SARG through the Standards Manager
as described in 6.4.7. If an appeal to SARG is submitted at this stage from anyone receiving the notice of the
SARG draft that contains one or more comments that are duplicates of comments that had been received at an
earlier stage and which have already been resolved in accordance with these procedures, including but no
tlimited to a vote by the SSIG to find a negative comment nonpersuasive as outlined in 6.4.6.11 and 9.6.1, the
Standards Manager shall submit such comments to SARG with a report providing all details showing that the
comments have already been resolved. If the SARG, after discussion at their meeting, agrees that the comments
have been successfully and appropriately resolved previously, they shall instruct the Standards Manager to send
a notice in writing to any individuals submitting such comments with an explanation that the comment has
already been resolved and/or voted nonpersuasive by the SSIG in accordance with 6.4.6.11. If the SARG, after
discussion at their meeting, does not agree that the comments have been successfully and appropriately resolved
previously, then SARG shall reject the approval of the final draft and shall return the draft to the WGC, who
shall attempt to properly resolve the comments and resubmit a new draft for another SSIG vote.

6.4.7.3 Any appeals as outlined in 6.4.8 shall be forwarded to the SARG by the Standards Manager.
The SARG shall act on these appeals in the same manner as described in 6.4.8.

6.4.7.4 The information provided to the SARG by the Standards Manager shall include a report
showing a summary of the ballot results and resolution of comments and negatives from the most recent SSIG
ballot and a summary of changes made from the last version of the standard. The report shall also indicate if any
SSIG members have changed their votes from the last draft balloted as outlined in 6.4.8.1. Any SARG member
has the right to request from the Standards Manager copies of the most recent SSIG ballots containing
comments, copies of comments received from the public review, and/or a copy of the Working Group
Chairman's report and resolution of comments and negatives. An exception would be an initial review ballot of
an existing Standard which did not receive any comments or negatives, but otherwise achieved the requirements
for a valid ballot at outlined in 6.4.6.2; such a Standard would proceed to SARG without a report from a
Working Group Chairman.

6.4.7.5 When a final draft is submitted for approval by SARG, an announcement shall be posted in
ANSI Standards Action in order to provide an opportunity for public comment. The comment period shall be
one of the following options:

1. A minimum of thirty days if the full text of the revision(s) can be published in Standards Action;

2. A minimum of forty-five days if the document is available in an electronic format, deliverable within
one business day of a request, and the source (e.g., URL or an E-mail address) from which it can be
obtained by the public is provided to ANSI for announcement in Standards Action; or

3. A minimum of sixty days, if neither of the aforementioned options is applicable.

Since there exists a requirement (see Section 6.4.10.2) which mandates that Standards ready for SARG votes at
a meeting must be added to the SARG agenda and posted on the TAPPI website no later than 45 days prior to
the meeting, options 1 or 2 are preferable and shall be attempted in most cases. If Option 3 is the only possible
option, and if the Standard in question is not submitted to SARG more than 60 days prior to a scheduled
meeting, then that standard will not be able to be added to that meeting’s agenda and will have to be held for the
next SARG meeting in order to achieve the 60-day comment period requirement.

20



6.4.8 Appeals. Persons who have directly and materially affected interests and who believe they have
been or will be adversely affected by a standard within a SSIG's jurisdiction, or by the lack thereof, and voting
members of SSIGs who believe that their comments have not been appropriately resolved in accordance with
these guidelines shall have the right to appeal substantive or procedural actions or inactions relevant to the
process of approval or development of TAPPI Standards.

6.4.8.1 Complaint. The appellant shall file a written complaint with the Standards Manager within
fifteen days after the date of notification of submission of a final draft to SARG (as described in 6.4.7) or at any
time with respect to inaction. The complaint shall state the nature of the objection(s) including any adverse
effects, the section(s) of these procedures or the standard that are at issue, actions or inactions that are at issue,
and the specific remedial action(s) that would satisfy the appellant's concerns. Previous efforts to resolve the
objection(s) and the outcome of each shall be noted.

6.4.8.2 Response. The Standards Manager shall forward the complaint to the WGC for the particular
standard. Within thirty (30) days after receipt of the complaint, the WGC shall respond in writing to the
appellant, specifically addressing each allegation of fact in the complaint to the extent of the WGC's knowledge.

6.4.8.3 Hearing. If the appellant and the WGC are unable to resolve the written complaint informally in
a manner consistent with these procedures, the WGC shall notify the Standards Manager, who shall
subsequently schedule a hearing with the Standards Advisory Review Group (SARG) on a date agreeable to all
participants, giving a least ten working days notice. If the appellant determines that any current member of
SARG has any real or apparent conflict of interest with the subject of the appeal or the person filing the appeal,
then that member of SARG may be asked to recuse himself/herself from the appeal. If enough SARG members
recuse themselves so that the number of remaining members are less that three (3), then the Q&SMC shall
appoint an appropriate ad hoc SARG member or members to act upon this particular appeal.

6.4.8.4 Conduct of the hearing. The appellant has the burden of demonstrating adverse effects, improper
actions or inaction, and the efficacy of the requested remedial action. The respondent has the burden of
demonstrating that the committee or sponsor took all actions in compliance with these procedures and that the
requested remedial action would be ineffective or detrimental. Each party may adduce other pertinent
arguments, and members of the appeals panel may address questions to individuals. Robert's Rules of Order
(latest edition) shall apply to questions of parliamentary procedure for the hearing not covered herein. The
aforementioned hearing may be conducted via meeting or teleconference.

6.4.8.5 Decision. The appeals panel shall render its decision in writing within thirty (30) days, stating
findings of fact and conclusions, with reasons therefore, based on a preponderance of the evidence. The panel

may dispose of the case in any of the following manners:

¢ Finding for the appellant and remanding the action to the WGC with a specific statement of the issues
and facts in regard to which fair and equitable action was not taken.

¢ Finding for the WGC, with a specific statement of the facts that demonstrate fair and equitable treatment
of the appellant and the appellant's objections.

¢ Finding that new, substantive evidence has been introduced, and remanding the entire action to the
WGC and/or the SSIG for appropriate reconsideration.
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6.4.9 Approval by the SARG indicates that the SARG members feel that there has been acceptable
resolution of all negative ballots and comments, including non-persuasive negatives. It is the responsibility of
the SARG to determine that all negatives and comments have been satisfactorily resolved and to act on appeals
from TAPPI members as outlined in 6.4.8 and 9.6.2. If such appeal seems substantive to the SARG member,
he/she should vote negative and state reasons. If all comments have been successfully resolved, the SARG
member will generally vote affirmative. However, if the majority of the SARG members agree that a
substantive technical error in a Standard has been found at the SARG review level, then the SARG shall return
the method to the appropriate SSIG for further resolution.

6.4.10 The SARG Review may be handled in either one of two ways as outlined in 6.4.10.1 or 6.4.10.2.

6.4.10.1 Drafts ready for SARG review may be sent at any time to the members of the SARG, who will
be requested to return their ballots before the end of the published comment period as submitted for posting in
ANSI Standards Action as required in section 6.4.7.5 of these guidelines. A majority vote of the SARG
members is required for approval of a Standard by ballot.

6.4.10.2 Drafts ready for SARG review may be distributed to the SARG and discussed and voted upon
at a meeting of the SARG. The SARG is required to meet twice a year in order to review drafts submitted in this
fashion and to address appeals and other issues related to the approval of Standards. The meetings of the SARG
are open to any TAPPI members or any other parties interested in the Standards program. An agenda for the
meeting will be posted on the TAPPI website at least 50 days prior to the meeting so that interested parties may
attend or submit relevant material ahead of time. Periods for comments on SARG drafts shall be posted in ANSI
Standards Action in accordance with Section 6.4.7.5 of these guidelines; all of the comment periods for item on
an upcoming SARG agenda must end at least five (5) days prior to the scheduled SARG meeting.

Example: For a SARG meeting scheduled for May 1, any Standard ready for SARG must be submitted
to the Standards Manager no later than March 12 (50 days before the meeting). The end of the comment
period for a Standard submitted on the last day of the deadline shall be April 11 (30 days from March
12) if the revisions can be published in ANSI Standards Action, or shall be April 26 (45 days from
March 12) if the draft is deliverable in electronic format as outlined in 6.4.7.5. This will allow five
additional days prior to the SARG meeting to communicate any comments received to the SARG. If a
Standard is submitted at a time where the comment period cannot end at least five days prior to the
upcoming SARG meeting, then that Standard may not be added to the agenda for that SARG meeting
and will have to be held for the agenda of the following SARG meeting.

6.4.11 A quorum of the SARG at a meeting shall be at least 50% of its members. A majority vote of
those present at the meeting shall be required to approve final Standards. After approval by SARG, the
Standards Manager will prepare the approved draft for publication and will submit the Standard to TAPPI
PRESS. The Effective Date of Issue will be noted in the Standard as the date on which final SARG approval
was achieved. The designation date in the suffix of Standard numbers shall refer to the year in which final
approval of the method was received. The Standards Manager shall send a notice of availability for publication
in the TAPPI official newsletter for Standards and TIPs action, the Standards and TIPs Action Report (STAR).
See Chart 3 in Appendix 5 for an outline of the production process for printing Standards. The WGC will be
sent a proof copy of the Standard for review prior to publication.

6.4.12 If any negative votes on a Standard are cast at SARG, the Standard will not be approved, and the
results of the vote, with reasons for negatives, shall be sent to the WGC, who will contact those SARG members
who cast the negative votes and work out a resolution of the comments with them. If the WGC and the SARG
members who voted negative on approval of the final draft determine that the negative was due to a procedural
error that can be resolved by the WGC without making substantive changes in the draft, then the WGC shall: (1)
rectify the error(s); (2) request that notification of any resulting editorial changes, if any are required, or
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notification of the rectification of the error(s) be sent to the SSIG from the Standards Manager; and (3) resubmit
the final draft, with any editorial changes deemed necessary to the Standards Manager for placement on the next
agenda of SARG for final approval. If the WGC and the SARG members who voted negative determine that the
resolution of the negative votes will result in substantive changes in the Standard, the WGC shall prepare a new
draft for another ballot to the SSIG.

6.4.13 After new or revised Standards have been published, the Standards Manager will send copies to
the Working Group Chairman and the Working Group for the Standard. The Standards Manager shall also send
copies to other Working Group Chairmen who are responsible for other Standards currently in review that have
references to the newly printed Standard. If an existing Standard that is not under current review contains
references to the newly published Standard, then the Standards Manager shall keep this information on file so
that it can be noted and addressed when the Standard comes up for review. It will be the responsibility of WGCs
to be aware of revisions of Standards that have been referenced in other Standards so that subsequent reviews
may incorporate any changes that may be affected by the revisions to referenced Standards. The Standards
Manager will maintain a cross-reference list showing which Standards are referenced in other TAPPI Standards
and will revise this list as necessary upon revision of a Standard or publication of a new Standard.

6.5 Corrections and revisions

6.5.1 Correction of an existing Standard shall be made by the Standards Manager when a error has been
discovered in a Standard. Such corrections, generally referred to as “editorial corrections,” include errors in
printing, format, spelling, punctuation, as well as improvements in clarity of expression or to reduce or
eliminate ambiguity, but may not include any changes in wording that would in any way make substantive
changes in the Standard. The general rule for distinguishing between an editorial correction and a more
substantive revision that may need to be balloted is that a correction should be restricted to restoring the text in
a published Standard with the text that was intended when the final draft was submitted to SARG for final
approval.

6.5.1.1. When a correction to a Standard has been proposed, the Standards Manager shall notify the
voting members of the SSIG who last approved the Standard and shall identify the nature of the correction and
request comments within two weeks, if any.

6.5.1.2 After the deadline for return of comments by the voting members of the SSIG has passed, the
Standards Manager shall distribute the proposed correction to the SARG for a vote to determine if the
correction is indeed an editorial correction and does not require an SSIG vote. The Standards Manager shall also
report to SARG any comments from the voting members of the SSIG objecting to the correction. A majority
vote of the SARG shall determine if the change is appropriate as a correction. If the SARG votes that the
change is more substantive, then the Standards Manager shall recruit a WGC, who may be the person who
proposed the change, to initiate a Work Item for a ballot for revision to the SSIG. If the SARG rejects any
objections or comments from the SSIG, then the Standards Manager shall notify in writing the voting member
of the SSIG who submitted the comments. If the voting member of the SSIG wishes to appeal the SARG
decision to the Q&SMC, the member shall notify the Standards Manager, who will place the item on the next
Q&SMC meeting.

6.5.1.3 The corrected version shall be printed with a notation designating the year of correction, and a
notation shall be placed on page one indicating the nature of the correction made; the number of designation and
effective date of issue of the Standard, however, shall not change, so that the automatic review of the Standard
will still be initiated four years from date of issue for Official or Provisional Test Methods, Standard Practices,
Standard Specifications, Standard Glossaries, or Standard Guidelines, or nine years from the date of issue for
Classical Test Methods.
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6.5.2 When revisions to an existing Standard are prepared, the working group is responsible for
determining whether or not the resulting revision produces test results which are statistically lower or higher
than before revision, or the Standard it is proposed to replace, and for establishing and stating the extent of such
changes in test results, especially in average test levels which may result from changes in the Standard. The
effect of a revision on average test results or precision should be reported under Additional Information.

6.6 Reclassification of Standards

6.6.1 A Standard may be reclassified by the same procedure as that in use for approval of a Standard of
its class. The ballot for reclassification to the appropriate SSIG shall include a full explanation of reason for
reclassification.

6.6.2 Upon approval, the notice of reclassification together with reasons will be published in the TAPPI
official newsletter for Standards and TIPs action, the Standards and TIPs Action Report (STAR).

6.6.3 Classical Test Methods will continue to be part of the full set of Standards available from TAPPI
PRESS.

6.6.4 Titles of all Standards will be indexed in the numerical index of TAPPI Standards, including
withdrawn Standards with additional information (for example, replacement by another Standard) noted.

6.6.5 Withdrawn Standards will be kept on file at TAPPI and will be available upon request. The
Standards Manager should have the reason for withdrawal inserted on the document to provide this information
to persons requesting copies.

6.7 Miscellaneous procedures

6.7.1 Reports on Work Items. The Standards Manager shall prepare a report to be distributed at least
twice a year to the chairmen of all technical groups within TAPPI which have an interest in appropriate Subject
Categories of Standards. This report shall show the status of all open Work Items within the technical group’s
particular area of interest.

6.7.2 Initial drafts of automatic review ballots. The first draft on an automatic review of a Standard shall
not include the name of a Working Group Chairman, even if a volunteer for that position had already indicated
an interest in taking on this assignment. Subsequent drafts shall contain the name of the WGC. The first draft of
a proposed new Standard shall contain the name of the WGC.

6.8 Review of Standards

6.8.1 Each Official Test Method, Provisional Test Method, Standard Practice, Standard Specification,
Standard Glossary, or Standard Guideline shall be reviewed by the responsible SSIG at least once every five
years; every Classical Test Method will be reviewed by the responsible SSIG every ten years. The Standards
Manager will automatically ballot each responsible SSIG for reaffirmation or revision of each Standard
requiring review four years (or nine years in the case of a Classical Test Method) following the last effective
date of issue. A Work Item number will be initiated automatically by the Standards Manager for each Standard
requiring review. The Standards Manager shall also recruit a member of the SSIG to serve as WGC after the
initial review ballot has been completed (see Section 6.4.6.3). The five-year review requirement for each
Official Test Method, Provisional Test Method, Standard Practice, Standard Specification, Standard Glossary,
or Standard Guideline satisfies the ANSI requirement for periodic maintenance as described in 4.7.1 of the
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ANSI Essential Requirements. Classical Methods are not submitted to ANSI to become American National
Standards.

6.8.1.1 A Public Notice must be distributed to the membership of TAPPI and to the public, indicating
the Standards that are due for review over an upcoming period of time (i.e., the time prior to the next scheduled
public notice). The notice shall indicate how an individual can elect to participate in the review of Standards by
requesting voting membership in the appropriate SSIG. This public notice will be distributed in the official
TAPPI newsletter for Standards and TIPs action, the Standards and TIPs Action Report (STAR), in the ANSI
Standards Action newsletter, and will be posted on the TAPPI web site. Any comments that are received as a
result of the announcement of upcoming reviews of Standards shall be considered in the same manner as
comments received when the first draft of the Standard is sent to the voting members of the SSIG for vote; see
Section 6.4.6 for these procedures.

6.8.1.2 If a large number of Standards (five or more) are due for review on the same date, the Standards
Manager may distribute the dates for balloting over a period of time in order to prevent a large number of
ballots from being initiated on the same date. These changes in review balloting dates shall be at the discretion
of the Standards Manager, but no method shall be delayed for review ballot more than six months later than the
normal review date as determined by the Effective Date of Issue.

6.8.1.3 The balloting process is the same as outlined in 6.4.6 through 6.4.7.

6.8.1.4 For Official Test Methods, Standard Practices, Standard Specifications, Standard Glossaries,
and Standard Guidelines, if the WGC determines that the consensus of the ballot is that no substantive changes

are necessary, and that a valid ballot as outlined in 6.4.6.2 has been achieved, then the Standard shall proceed to
SARG Review as outlined in Sections 6.4.7 through 6.4.10.

6.8.1.5 If the WGC determines that reaffirmation of an Official Test Method, Standard Practice,
Standard Specification, Standard Glossary, or Standard Guideline is not granted and a revision is indicated, then
the revision must be completed by the WGC and any Working Groups members he/she chooses to recruit
within 90 days from the submission of the voting results to the WGC from the Standards Manager.

6.8.1.6 After review, each Official Test Method, Standard Practice, Standard Specification, Standard
Glossary, or Standard Guideline is to be reaffirmed (with or without editorial corrections), revised, or
reclassified, following the procedure set up for a newly proposed Standard.

6.8.1.7 At five-year review, each Provisional Test Method must be either reclassified as an Official Test
Method or withdrawn. In the review of a Provisional Test Method, careful consideration is to be given to its
worthiness to be advanced to an Official Test Method. When the “state of the art” is such that advancement to
an Official Test Method does not seem advisable, the responsible SSIG must withdraw the Provisional Method.
All of the options for upgrading or withdrawal of Provisional Test Methods will appear on the automatic review
ballot. The WGC will determine which direction should be taken (upgrade or withdrawal) for the second ballot
to the SSIG. Only after at least the second SSIG ballot in the review of the Provisional Test Method may the
method be advanced to SARG Review.

6.8.1.8 Each Classical Test Method must be reviewed on a 10-year basis, with the initial SSIG ballot
started nine years from the last effective date of issue. At ten-year review, each Classical Test Method must be
either (1) reconfirmed as a Classical Test Method with only minor editorial changes allowed or changes to
correct errors in the method; (2) revised and upgraded to Official or Provisional Test Method status; or (3)
withdrawn. All of the options for reconfirming, revising, or withdrawing the Classical Test Method shall appear
on the automatic review ballot. When the ballot is tabulated, if there are no comments to be resolved, and if
there are no votes for withdrawal, revision, or upgrading to Official Method status, the Standards Manager may
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consider the method to have been reaffirmed, and it may be added to the next SARG agenda for approval. If
there are comments to be resolved, or if there are votes to upgrade or revise the method, then the Standards
Manager shall assign a WGC. The WGC will determine which direction should be taken (reconfirmation,
revision, upgrade, or withdrawal) for a second ballot to the SSIG. In cases where there are comments to be
resolved, and where there are votes for withdrawal or revision and upgrading to Official Method status, then at
least a second ballot to the SSIG is required before advancing to SARG.

6.8.2 Results from failure to complete a timely review

6.8.2.1 If no action is taken by the responsible SSIG and/or WGC for five- or ten-year review, as
appropriate, after a review of a Standard is initiated, the Quality and Standards Management Committee will
consider the problem and decide what action to take (e.g., reclassification, withdrawal, extension of review
time, etc.).

6.8.2.2 If the consensus of the initial ballot on a Provisional Test Method is to upgrade as Official, then
the revision and upgrade must be completed before the Standard is seven years old. Provisional Test Methods
not revised, upgraded or withdrawn before the seven-year deadline will be automatically withdrawn (i.e., no
Q&SMC action necessary). The Standard may only be reinstated by opening a new Work Item and following
the procedure outlined for the approval of a new Standard; a reinstated Standard may be assigned the same
number that it had at the time it was withdrawn.

6.8.2.3 If the consensus of the initial ballot on a Classical Test Method is to upgrade to Official or
Provisional status, then the revision and upgrade must be completed before the Standard is seven years old.
Classical Test Methods not revised, upgraded or withdrawn before the seven-year deadline will be
automatically withdrawn (i.e., no Q&SMC action necessary). The Standard may only be reinstated by opening a
new Work Item and following the procedure outlined for the approval of a new Standard; a reinstated Standard
may be assigned the same number that it had at the time it was withdrawn.

6.8.2.4 If no action is taken within six months by the responsible SSIG after a WI for a new Standard
has been initiated, and no request for extension has been requested and granted, then the WI will be closed.

6.8.3 Early review. An early review may be initiated at any time by any member of the SSIG for an
existing Standard by notifying the Standards Manager. Early reviews are frequently initiated when new
technologies warrant a timely revision of the Standard or when technical errors have been discovered in existing
Standards. The procedure to follow after the Standards Manager assigns a Work Item number to the early
review is the same as for an automatic review.

6.9  Compliance with ANSI Policies

6.9.1 TAPPI shall comply with the ANSI Patent Policy and Commercial Terms & Conditions Policy;
Evidence of Compliance (Records Retention) Policy; Policy on Interpretation of TAPPI standards; and Use of
Metrics; and Appeals Policy as described in the ANSI Essential Requirements: Due process requirements for
American National Standards.

6.9.2 TAPPI shall comply with the ANSI Procedures for the National Adoption of ISO and IEC
Standards as American National Standards.

6.9.3 Any user of these guidelines may request information on the ANSI documents mentioned in
6.9.1 and 6.9.2 from the TAPPI Standards Manager.

26



6.10 Retention of records

6.10.1 Files and records regarding the development of new Standards or the review of existing
Standards shall be maintained in hard copy until a new Work Item has been opened for the next review cycle.
When the new Work Item has been opened for the review of the Standard, the files relevant to the immediately
preceeding Work Item shall be electronically preserved.

6.10.2 TAPPI does set any parameters for purging of any files that have been preserved electronically.
It shall be TAPPI policy, however, that if at any time old records need to be purged to free storage space,
TAPPI shall retain, at a minimum, Standards files that are both currently active (i.e., open Work Items for
development or review of a Standard) and the files for the immediately preceeding Work Item, if any, relevant
to each Standard.. This policy satisfies the ANSI requirements for record retention for all Standards which are
maintained under the periodic maintenance option (see 6.8.1).

6.11 Submission of TAPPI Standards to become American National Standards

6.11.1 As long as TAPPI is accredited as an American National Standards Developer by ANSI, any
published Standard, except for Classical Methods, may be submitted to ANSI for publication as an American
National Standard (ANS). The ANSI Board of Standards Review (BSR) shall determine if the Standard was
published in accordance with the criteria as outlined in the publication ANSI Essential Requirements: Due
process requirements for American National Standards.

6.11.2 Selection of TAPPI Standards to be submitted as American National Standards. After final
approval for a new, revised, or reaffirmed Standard has been achieved at SARG level, the Standard shall be
submitted to the Quality and Standards Management Committee (Q&SMC) for a vote to submit the Standard to
ANSI as an American National Standard (ANS). A return of 75% of the Q&SMC votes is required, and
approval by more than 51% of those voting is required to submit a Standard to ANSI. If the Q&SMC rejects a
Standard for submission, the SSIG for the Standard shall be notified so that they may appeal the decision to
Q&SMC.

6.11.3 A new TAPPI standard or a revision or reaffirmation of a TAPPI Standard that has been selected
as a candidate to become an ANS, must be submitted to the secretary of the BSR within one (1) year from the
close of the comment period listed in Standards Action using the appropriate form provided by ANSI, unless
TAPPI notifies the secretary of the BSR in writing of good cause for a different schedule for submittal. Failure
to make the submittal within two (2) years from the close of the comment period listed in Standards Action
shall require consideration by the BSR, i.e., withdrawal, extension for cause, or another listing in Standards
Action.

6.11.4 A standard that has been approved as an American National Standard shall have its cover or title
page marked with an approval logo furnished by ANSI or the words “an American National Standard.” In
accordance with Section 6.4.6, no TAPPI Standard may contain any portions that are not officially part of the
Standard or have not been submitted through the consensus process and public review as outlined in these
guidelines. The number of the Standard, including the suffix, as described in Sections 4.1.1.6, 4.1.1.7, and
4.1.1.8, shall meet the requirement that American National Standards shall be identified by a unique
alphanumeric designation (e.g., ANSI/TAPPI T 400 sp-06).

6.12 ANSI patent policy - Inclusion of Patents in American National Standards

6.12.1 There is no objection in principle to drafting a proposed American National Standard in terms
that include the use of a patented item, if it is considered that technical reasons justify this approach. If ANSI
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receives a notice that a proposed American National Standard may require the use of a patented invention, the
procedures in this section shall be followed.

6.12.2 Statement from patent holder. Prior to approval of such a proposed American National Standard,
ANSI shall receive from the identified party or patent holder (in a form approved by ANSI) either: assurance in
the form of a general disclaimer to the effect that such party does not hold and does not currently intend holding
any invention the use of which would be required for compliance with the proposed American National
Standard or assurance that: (a) a license will be made available without compensation to the applicants desiring
to utilize the license for the purpose of implementing the standard; or (b) a license will be made available to
applicants under reasonable terms and conditions that are demonstrably free of any unfair discrimination.

6.12.3 Record of statement. A record of the patent holder’s statement shall be placed and retained in
the files of ANSI.

6.12.4 Notice. When ANSI receives from a patent holder the assurance set forth in (a) or (b) above, the
standard shall include a note 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. By publication of this standard, no position is
taken with respect to the validity of this claim or of any patent rights in connection therewith. The
patent holder has, however, 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. Details may be obtained from TAPPI.

6.12.5 Responsibility for identifying patents. ANSI shall not be responsible for identifying all patents
for which a license may be required by an American National Standard or for conducting inquiries into the legal
validity or scope of those patents that are brought to its attention.

6.13 Interpretations policy

6.14.1 TAPPI shall maintain an interpretations policy, which shall be filed with ANSI upon
accreditation or reaccreditation of TAPPI as an ANSI-accredited standards developer. Official interpretations of
American National Standards submitted by TAPPI shall be made only by TAPPI. ANSI shall not issue, nor
shall any person have the authority to issue, an interpretation of an American National Standard in the name of
the American National Standards Institute. Requests for interpretations addressed to ANSI shall be referred to
TAPPL

6.14 Additional information

6.14.1 For additional operating guidelines other chapters of this manual as well as the following
Standards should be consulted.

6.14.1.1 T 1200 “Interlaboratory Evaluation of Test Methods to Determine TAPPI Repeatability and
Reproducibility.” If an interlaboratory study is planned, a copy of T 1200 may be obtained upon request from
the Standards Manager.

6.14.1.2 T 1205 “Dealing with Suspect (Outlying) Test Determinations.”

6.14.1.3 Useful Methods.
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6.14.1.4 TAPPIT 1210 or TAPPI TIP 0800-01 “Units of Measurement and Conversion Factors.”

6.14.1.5 TAPPI Antitrust Policy and Compliance Procedures. See Appendix 2.
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7. Format and Style of TAPPI Test Methods and Standard Practices
(see Section 8 for Specifications, Glossaries, and Guidelines)

7.1 Scope

7.1.1 The recommended format and general style of TAPPI Test Methods are described in this section.
It is intended to establish and maintain uniformity among TAPPI Test Methods and is to be used in writing new
or revising existing Test Methods. Requirements relative to Test Methods are also applied to Standard
Practices, except where specific differences are noted.

7.1.2 A TAPPI Test Method, as defined in Section 4, typically includes a concise description of an
orderly procedure for determining a property or constituent of a material, an assembly of materials, or a product.
The directions for performing the test should include all of the essential details as to apparatus, test specimen,
procedure, and calculations needed to achieve satisfactory precision.

7.1.3 Standard Practices are accepted procedures or guidelines for the performance of one or more
operations or functions associated with Test Methods. If a Standard covers the evaluation of pulp, paper,
packaging, or related products, or of materials that possess a property of special or unique importance to the
pulp, paper, packaging, and related industries, and requires the reporting of qualitative or quantitative
observations that have been made on test specimens as a result of application of the Procedure in the Standard,
and those qualitative or quantitative observations may reasonably be expected to vary as a function of the
material being subjected to the Procedure, then the Standard is, in fact, a Test Method and must be categorized,
titled, and styled as such.

7.1.4 A TAPPI Test Method should represent a consensus as to the best test procedure for the intended
use. It should be supported by experience and adequate data obtained from cooperative tests.

7.1.5 1In order to be current, Test Methods require periodic review to determine whether revisions are
desirable as the result of technological advances in manufacturing, testing, and use requirements.

7.1.6 TAPPI Test Methods are frequently intended for use in the buying and selling of materials
according to specifications and therefore should provide such precision that when the test is properly performed
by a competent operator the results will be found satisfactory for judging the compliance of the material with
the specification. TAPPI itself does not set specifications for expected Test Method results, but specifications
from other societies or from individual companies may reference TAPPI Standard Test Methods as a means of
determining properties outlined in the specification. TAPPI Test Methods cover the determination of
fundamental properties of materials such as density, viscosity, moisture, brightness, etc. They may include a
variety of different laboratory procedures such as chemical and spectrochemical analyses, mechanical and
electrical tests, weathering tests, visual examination, fire tests, performance characteristics, sampling,
nondestructive tests, radiation exposure tests, etc.

7.1.7 Statements addressing precision are required in TAPPI Test Methods. This gives the user of the
Test Method the nature of the sample to be prepared and analyzed and information regarding the nature of the
data obtained by using the Test Method. The requirement of precision statements does not mean that numerical
statements must be generated. It means that the spread of resulting data and its relationship to an accepted
reference material or source (if available) shall be addressed. Some Test Methods have no numerical expression
of precision (for example, pass/fail tests, spot tests, etc.). In these cases, precision shall be addressed and the
reasons for not including quantitative data explained. Test Methods are sometimes prepared for use in research
rather than in the buying and selling of materials. Other Test Methods cover process control, screening, and
field tests. Although these latter Test Methods may not always be as precise as referee Test Methods, they are
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sufficiently precise for the intended use and usually require less time. Field tests allow testing at the site, thus
eliminating transportation of specimens to and from the laboratory.

7.2 Terminology

7.2.1 Language.

7.2.1.1 Write the Test Method in plain, simple language. Do not use jargon, ambiguous statements, or
undefined abbreviations. Consult a standard unabridged dictionary, e.g., Webster's Third New International
Dictionary or the Oxford English Dictionary, for general terms or The Dictionary of Paper, latest edition, for

papermaking terms.

7.2.1.2 Use the present tense throughout and the voice and mood specified below:

Voice Mood
Introduction, scope, summary, Active Indicative
significance, [Example: “The purpose of this Standard
interferences, precision, is to determine (some property)....”]
additional information
Sampling, test specimens, Active Imperative
test units, conditioning, [example: “Weigh a sample,” not
procedure, calculations, “A sample shall be weighed.”]

report, calibration,
preparation, maintenance,
safety precautions

Applicable methods, definitions, Use descriptive form
apparatus, reagents and materials,

keywords, literature cited,

references

Appendixes Same as parallel
section of main body

7.2.1.3 Where descriptive paragraphs are necessary, use the indicative mood for mandatory provisions
(e.g., is required to have, must have ...) and the subjunctive mood (e.g., should have, should be...) for optional
provisions.

7.2.2 Units

7.2.2.1 The International System of Units (SI) is the preferred system of measurement for use in TAPPI
Standards. Use SI units or other units recommended in T 1210 and TIP 0800-01 “Units of Measurement and
Conversion Factors” in all Standards as the primary means of expressing quantities, dimensions, tolerances, and
results. English units or commonly used units (such as Gurley stiffness units) may be given immediately
following in parentheses. Exceptions to this requirement are permitted in cases where Standards were originally
developed using the English system of measurement units, or where the majority of instruments in current use
are designed to English unit specifications, or for which there is such a considerable body of existing
measurement data within the industry that conversion to SI units for reporting results would cause considerable
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confusion, or for any combination of the above. The responsible SSIG must develop the rationale to support the
use of this exception.

7.2.2.2 When SI units are used alone, for example, in chemical methods, or are considered to be
sufficient by the responsible SSIG, omit the U.S. customary equivalents.

7.2.2.3 Within each paragraph, do not repeat equivalent SI or U.S. customary units, once given.

7.2.2.4 Round non-critical equivalent values to convenient reasonable numbers and insert the word
“nominal,” “approximately,” or “about” before the equivalent value in the parentheses.

7.2.3 Abbreviations

7.2.3.1 Use standard abbreviations, as given in ANSI/ASME Y1.1-1972 (R 1984) “Abbreviations for
Use on Drawings and in Text,” but only for space limitations in tables and figures. In general, do not abbreviate
in text, except for “Fig., No., Eq., Ref.” or others allowed by TAPPI publication style.

7.2.3.2 Use abbreviations in the singular only, except for “Figs., Nos., Egs., Refs.”

7.2.4 Notes

7.2.4.1 Notes in the text are informative and are not properly part of the Standard. Substantive
information must not be placed in a note. They are to be used sparingly. Place them at the end of the paragraph
to which they pertain, not at the end of the section. If it is especially desirable to refer to a note in connection
with an item in the middle of a paragraph, insert after that word or phrase “(NOTE...).” If possible, however, it
is better to end the paragraph at the point where a note is required. Otherwise the reader is compelled to look
ahead to read the note, then return to the text.

7.2.4.2 Number notes in sequence regardless of the number of the section or paragraph.

7.2.4.3 Number notes in appendixes by A.1, A.2,...

7.3 Format
7.3.1 Drafts

7.3.1.1 Drafts of newly proposed Standards should be preferably submitted electronically, but they may
be typed on white bond paper.

7.3.1.2 Double space all copy (including notes, tables, and references) and leave a margin of at least 25
mm all around. Number the pages consecutively.

7.3.1.3 If the Standard needs illustrations, include original artwork and black and white glossy
photographs or black drawings. If necessary, contact the TAPPI Standards Manager for assistance.

7.3.1.4 Drafts for review of existing Standards are prepared by TAPPI staff and distributed at the time
of balloting. Standard-Specific Interest Groups who wish to make changes before a review draft is balloted
should notify the Standards Manager so the changes can be incorporated. Working Group Chairmen should
submit changes by clearly marking a copy of the Standard.
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7.3.1.5 Working Group Chairmen should not retype Standards that have already been prepared in ballot
form by TAPPI, because the drafts are entered in the TAPPI computer system, and typographical errors could
be made when retyping. Changes should be marked on a copy of the draft and submitted to the Standards
Manager. For each new draft balloted, sections that have been changed since the last draft will be highlighted
so that voters can easily identify changes.

7.3.2 Sections

7.3.2.1 Divide the text into sections, numbered consecutively as 1., 2., etc., except for Appendixes (A.1,
A.2), Literature Cited (see 7.4.20), and References (see 7.4.21), with the subject heading of each section flush
left and in boldface.

7.3.2.2 Write the sections in the following order, omitting inapplicable sections and adding appropriate
ones where needed. The order of the sections may be changed if the procedure does not naturally fit the order
prescribed. The headings identified in this section as “mandatory” are required for Test Methods. Standard
Practices follow the same general format, although many of the non-mandatory sections listed below are usually
appropriate for Test Methods but not for Standard Practices (e.g., Apparatus, Reagents and Materials, Sampling,
etc.). Other headings shall be included when the subject matter is pertinent to the Standard in question, in which
case, all instructions and guidance for that particular section shall be followed. For example, if the Standard
does not contain reference to any other literature within the text, it is not required to include a “Literature Cited”
section. If, however, specific safety precautions are cited throughout the text, then the section on “Safety
Precautions” shall be followed.

Title (mandatory)
Introduction
Scope (mandatory)
Summary
Significance (mandatory)
Applicable Standards
Definitions
Interferences
Apparatus
Preparation (may be a separate section or included under Apparatus)
Calibration (may be a separate section or included under Apparatus; extended calibration or
maintenance procedures are best placed in an Appendix)
Maintenance (may be a separate section or included under Apparatus)
Reagents and materials
Safety precautions (mandatory when applicable)
Sampling, Test Specimens and Test Units (may be combined in one or included as separate sections)
Conditioning
Procedure (mandatory)
Calculations (or Interpretations of the Observations) (mandatory for quantitative methods)
Report (mandatory for Test Methods, optional for Standard Practices)
Precision (mandatory for Test Methods only)
Keywords (mandatory)
Additional information (mandatory: must include Effective Date of Issue)
Literature cited
References
Appendixes
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Not all of these headings may be required for a particular Test Method or Standard Practice. Additional
headings which are included to cover specialized subjects should appear in the most appropriate place,
depending on their relation to the sections listed above.

7.3.2.3 The major difference between a Test Method and a Standard Practice is the absence of sections
titled Calculations, Report, and Precision in the Practice. On the other hand, a Practice may contain a Report
section which states, "Report that (place here the activity covered by the practice -- calibration, separation,
selection, etc.) was carried out as described in TAPPI Standard Practice T XXX sp-xx . ."

7.3.2.4 A description of the contents appropriate to each of the above headings is given in Section 7.4.
7.3.2.5 Divide each section of the text into paragraphs and subparagraphs as appropriate.

7.3.2.6 Number paragraphs and subparagraphs in accordance with the Modified Decimal Numbering
System, illustrated by the numbering of sections, paragraphs, and subparagraphs of these guidelines. Assign to
each paragraph of a section a two-part number consisting of the section number followed by a decimal point and
the paragraph number. For example, designate the paragraphs of Section 5 as: 5.1, 5.2, etc. Designate
subparagraphs as: 5.3.1, 5.3.2, etc. Designate a fourth subdivision as 5.3.3.1. Division beyond this is prohibited.
Do not divide any section into subsections if only one subsection is the result of such division.

7.4 Contents of sections

7.4.1 Title (mandatory). The title should be concise but complete enough to identify the nature of the
test, the material to which it is applicable, and to distinguish it from other similar titles. Titles of analogous Test
Methods should be identical, except for the distinctive feature(s) of each Test Method. Titles are used frequently
in lists, tables of contents, indexes, tabulating card systems, etc., and therefore should be brief but inclusive.
Select words that lend themselves to indexing. The essential features of a title are the particular property or
constituent being determined, the material to which the Test Method is applicable, and, when pertinent, the
technique or instrumentation. Specific instrument names are generally not included in the title, except in cases
where the instrument name is needed to differentiate the Test Method from another TAPPI Test Method
purported to measure the same property (see 7.4.9.5).

7.4.2. Introduction. A separate section covering general introductory or informational material is not
required, but occasionally a Test Method is of such a nature that it requires an explanatory statement for proper
understanding by the user.

7.4.3 Scope (mandatory)

7.4.3.1 Include here the purpose and application of the Test Method. State the recommended range of
application as completely as possible, as to types of materials and to limiting values of the properties or

constituents. Avoid repetition of information included in the “Significance’ section.

7.4.3.2 Describe in a separate paragraph specific limitations of the Test Method. Means of recognizing
when it may not be applicable to particular materials or conditions should be stated.

7.4.3.3 Relate the Test Method to other TAPPI Test Methods intended for measuring the same or
similar properties, and comment on the applicability of each.
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7.4.4 Summary

7.4.4.1 Outline briefly the essential features of the Test Method in sufficient detail for general
understanding. Include a brief statement of the principles involved; e.g., for chemical methods, state the type of
procedure, as colorimetric, electrometric, volumetric, etc., major reactions, etc.

7.4.5 Significance (mandatory)

7.4.5.1 Provide in this section information on the importance of the Test Method, avoiding repetition of
information included in the “Scope.” State first the most significant features in a concise manner without
sacrificing important ideas or completeness in order to provide the user an understanding of: (a) the meaning of
the test as related to the manufacture and end use of the material; (b) the suitability of the test for specification
acceptance, design purposes, service evaluation, regulatory statutes, manufacturing control, development, and
research; (c) the fundamental assumptions inherent in the method that may affect the usefulness of the results.
Include any warning needed in the interpretation of the results of the test.

7.4.6 Applicable Standards or Other Documents

7.4.6.1 List the title of any Standards, including other TAPPI Standards or Standards from other
societies, which may be useful or necessary (or are referenced) in the understanding of the Test Method. Do not
include the year of designation on a referenced Standard unless there is a technical reason for requiring a
particular revision as a reference.

7.4.7 Definitions

7.4.7.1 Include only definitions or descriptions of terms which are required for the correct interpretation
of the Test Method. Include definitions that are not given in standard dictionaries.

7.4.7.2 State definitions in short form which does not repeat the term being defined, e.g., Sample: a
specified number of test units selected according to a prescribed procedure to represent the lot.

7.4.8 Interferences

7.4.8.1 If the successful application of the Test Method requires the inclusion of explanatory statements
on interference effects, include such information here; otherwise, omit this section. List briefly the constituents
or properties that are likely to cause interference and the amounts that are known to interfere. In some cases this
information is obtainable only by observation during the performance of the test. If the presence of an
interfering factor affects the precision of the test results and compensations are made in the calculations, this
should be explained in this section and noted in the appropriate section. In some cases, interferences may be a
major factor in judging test results and explanations of their effects may become lengthy; lengthy explanations
may be placed in an appendix.

7.4.9 Apparatus

7.4.9.1 List and describe the essential features of any special apparatus required for the Test Method.
Add an illustration if needed to make the description clear.

7.4.9.2 Give the description of each piece of apparatus in one or more separate paragraphs, using the

name of the apparatus described as a subheading in italics (underlined in typewritten manuscripts). If lengthy
(requiring more than one typed page) place a detailed description of the apparatus in the appendix. Retain in the
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text only a brief description and an illustration, if necessary. Include sufficient description in the Test Method so
as to give the reader an adequate explanation of each essential part.

7.4.9.3 Give tolerances for all critical dimensions, weights, and other specifications. Tolerances shall be
expressed in either absolute value or as a percentage of the quantity or dimension. Only one set of tolerances
should be included; that set of tolerances should be in the primary units used for dimensions in the Test Method
(as determined by the WGC and the vote of the SSIG; see 7.2.2.1).

7.4.9.4 Reference a footnote on the first appropriate item under “Apparatus” which refers the user to the
TAPPI Suppliers List (see 5.3.6). The text of the footnote shall read: “Names of suppliers of testing equipment
and materials for this Test Method may be found on the Test Equipment Suppliers List in the full set of TAPPI
Test Methods, or may be available from the TAPPI Standards Manager.”

7.4.9.5 Avoid the use of trade names unless the instrument name is needed to differentiate the Test
Method from another TAPPI Test Method purported to measure the same property. Use generic descriptions of
equipment and materials which are sufficiently complete to allow the user of the equipment to locate the needed
item using readily available supplier catalogs and buyer's guides. In these descriptions state the required
properties of the material or apparatus in performance or characteristic based terms, rather than trade names or
traden%&rks. [For example, “...chemically and thermally resistant borosilicate glass...” rather than Kimax™ or
Pyrex ™.]

7.4.9.6 In cases where a WGC and/or SSIG find that materials or apparatus from a specific source are
required for satisfactory performance of a procedure, or has found only a single material or material source that
is suitable for the procedure, this fact should be indicated in the Test Method. In cases where this is done,
however, the phrase “...other materials or equipment complying with the description of (item required) may
work equally well...” or similar should be placed immediately following the material description. For example,
«_..extraction apparatus constructed of... a Soxhlet™ extraction assembly complies with the description in this
section, and was used to obtain the precision data stated in this Test Method. Other equipment complying with
the description of extraction apparatus in this section should work equally well.”

7.4.9.7 Note any reference materials that may be required for the test. These are materials, chemicals, or
equipment distributed by organizations whose competence and performance in the control and maintenance of
these reference materials are recognized. For reference materials that are proprietary to TAPPI and are
available only from TAPPI, simply refer to these materials in the Test Method and note that they are available
from TAPPI. For materials that are available from other sources, do not list the organizations in the Test
Method; instead, refer the user to the TAPPI Reference Materials List and notify the TAPPI Standards Manager
as to which suppliers of reference materials exist and request that these suppliers be contacted and informed of
what they must do to be added to the list, in accordance with any existing Standard Practices that describe the
requirements for suppliers to be recognized as suppliers of reference materials.

7.4.9.8 In all cases where materials or equipment are required to perform a Test Method, and in cases
where reference materials are required to perform a Test Method, it is the responsibility of the WGC to be
certain that all suitable sources have been added to the Suppliers List and/or the Reference Materials List by
notifying the Standards Manager.

7.4.9.9 Separate sections called “Calibration,” “Preparation,” and “Maintenance” should be included
which feature directions for calibration, preparation, and maintenance of the apparatus described in this section,
unless these are used frequently and constitute a normal sequence of the procedure, in which case place these
directions in the “Procedure.”
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7.4.9.10 List together in a final paragraph with the subheading “Other Equipment” all the commonly
used glassware, with sizes, and apparatus required and not previously described. This list, together with the
other items, will serve as a checklist for the prospective user.

7.4.9.11 In no case may materials or apparatus be cited in a Test Method in a manner that
appears exclusionary or inconsistent with the TAPPI Antitrust Policy.

7.4.10 Reagents and materials

7.4.10.1 As with “Apparatus,” list alphabetically reagents, solutions, color standards, etc., required for
the Test Method, under the appropriate heading. Enter the name of each item in italics (underlined in
typewritten manuscripts) as a subheading. Give the chemical formulas of the reagents and, if necessary, provide
directions for their preparation. If the directions are lengthy, place them in the appendix. Include the desired
concentration of reagents, if significant, followed by instructions for preparation and standardization (if
required), using the imperative mood and concise descriptions. Spell out the names of chemicals and follow
with the chemical formula; subsequent references may be to the formula where they can be clearly and
efficiently specified in this manner. Exception: always spell out the word “water” and the names of substances
in their elemental state (for example, use “lead” rather than “Pb” or “oxygen” rather than “O,”). If the reagent is
to be used as purchased and not diluted, dissolved, or purified, state the chemical formula as given by the
manufacturer.

7.4.10.2 List all reference materials which would fit into the category of reagents and materials (as
opposed to apparatus). These are reagents distributed by organizations whose competence and performance in
the control and maintenance of these reference materials are generally recognized. Do not list the organizations
in the Test Method, however; instead refer the user to the TAPPI Reference Materials List and notify the
Standards Manager as to which suppliers of reference materials exist so they can be added to the list.

7.4.10.3 Under a final subheading “Other Materials,” add a list of generally available materials. This
paragraph should include: the common reagents, such as dilute acids, bases, and solutions (other than
standardized solutions); usual reagents which can be briefly and sufficiently described, such as “dilute sulfuric
acid (1 part concentrated H,SO4 in 99 parts water)”; and common indicators. The expression “5% solution
(w/v)” means 5 g of anhydrous materials dissolved in water and diluted to 100 mL. If required, specify
concentrated acids or bases by their specific gravity or percentage by weight.

7.4.10.4 The use of analytical reagent grade chemicals and distilled water is assumed in all TAPPI Test
Methods unless otherwise specified, or where there is clearly no need for this degree of purity.

7.4.10.5 Use generic descriptions of chemicals and reagents which are sufficiently complete to allow
the user of the equipment to locate the needed item using readily available supplier catalogs and buyer's guides.
In these descriptions state the required properties of the material or apparatus in performance or characteristic
based terms, rather than trade names or trademarks. [For example, “...petrolatum or petroleum jelly...” rather
than Vaseline™.]

7.4.10.6 In cases where a WGC or SSIG finds that a chemical or reagent from a specific source is
required for satisfactory performance of a procedure, or is aware of only a single chemical or reagent that
permits the procedure to be performed, this fact should be indicated in the Test Method. In cases where this is
done, however, the phrase “...other chemicals or reagents complying with the description of (item required) may
work equally well...” should be placed immediately following the chemical or reagent description. (For
example, “...indicator solution, a 0.5% (w/v) of [state the exact chemical name here] in distilled water.
Keystone RediPuR™ [chemical name] was used for the studies reported in the precision section and found
satisfactory. Other sources of [chemical name] may be available and may work equally well.”)

37



7.4.10.7 In all cases where general or specific equipment is required for an analysis, it is the
responsibility of the WGC to notify the Standards Manager that suitable sources(s) should be added to the
Suppliers List.

7.4.10.8 In no cases may chemicals or reagents be cited in a Test Method in a manner that
appears exclusionary or inconsistent with TAPPI's Antitrust Policy.

7.4.11 Safety precautions (mandatory when applicable; the requirements of 7.4.11.2 are mandatory for
all Test Methods)

7.4.11.1 If there is a hazard in performing the test such as explosion, fire, toxicity, include a warning of
the dangerous step here. Repeat the warning in the text at the appropriate point and include the word
“CAUTION.” Note safety equipment required and refer user to MSDS sheets when applicable. Avoid specific
statements for protective devices or chemical disposal that may be subject to change due to regulations or
current safety practices.

7.4.11.2. The accepted TAPPI Caution Statement shall appear in a box on page 1 of the Test Method.
The statement is:

This Test Method may include safety precautions which are believed to be appropriate at the time
of publication of the method. The intent of these is to alert the user of the method to safety issues
related to such use. The user is responsible for determining that the safety precautions are complete
and are appropriate to their use of the method, and for ensuring that suitable safety practices have
not changed since publication of the method. This method may require the use, disposal, or both,
of chemicals which may present serious health hazards to humans. Procedures for the handling of
such substances are set forth on Material Safety Data Sheets which must be developed by all
manufacturers and importers of potentially hazardous chemicals and maintained by all distributors
of potentially hazardous chemicals. Prior to the use of this method, the user must determine
whether any of the chemicals to be used or disposed of are potentially hazardous and, if so, must
follow strictly the procedures specified by both the manufacturer, as well as local, state, and
federal authorities for safe use and disposal of these chemicals.

7.4.12 Sampling, Test Specimens, and Test Units (may be combined into one section or included as
separate sections)

7.4.12.1 List instructions for taking the sample from the lot or shipment. This will usually be a reference
to TAPPI T 400 “Sampling and Accepting a Single Lot of Paper, Paperboard, Containerboard, or Related
Product,” T 657 “Sampling of Fillers and Pigments,” T 257 “Sampling and Preparing Wood for Analysis,” T
605 “Reducing a Gross Sample of Granular or Aggregate Material to Testing Size,” or T 210 “Weighing,
Sampling and Testing Pulp for Moisture.” State also any special precautions in handling or storing the sample in
order to preserve its properties, and any special treatment or preparation of the sample required before
specimens may be taken from it. For chemical tests and where a special problem for other tests exists, list the
amount of material to be taken for each test unit.

7.4.12.2 Do not use the word “representative” as applied to the sample, because it is seldom possible to
obtain a sample which is representative of the lot in the statistical sense of having been selected “at random.”
The best that can be said is that a sample is one or more portions of a lot, i.e., test units selected according to a
prescribed procedure.
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7.4.12.3 For a small lot, one test unit may be sufficient. For a large lot, an adequate sampling may
require several test units (see TAPPI T 400 “Sampling a Single Lot of Paper, Paperboard, Linerboard, or
Related Material”). If in the latter case only a lot average will be required, include instructions for combining
the several test units into a single composite sample (composite test unit) from which the test specimens will be
drawn.

7.4.12.4 A test unit is an area of paper or amount of material sufficient to obtain a single set of test
results for all the properties to be measured.

7.4.12.5 A “test result” refers to the value obtained for a given property from one test unit. Specify the
amount of material required to obtain a test result in accordance with that Test Method, the test being as
specified in the Test Method, a single test determination or the average or other specified combination of test
determinations on a specified number of test specimens.

7.4.12.6 A “test specimen” is a test unit or portion of a test unit upon which a single or multiple
observation is to be made. If more than one test specimen is required per test unit, use the plural title for this
section. Follow the general form: “From each test unit of the sample, select (take, cut, weigh, prepare) test
specimens in each principal direction.” Omit the italicized words if not applicable. In the blank insert the
required number of test specimens. Prepare sufficient specimens to perform the number of tests required for the
procedure.

NOTE 1: The term “test specimen” as used in the United States is equivalent in ISO/TC6 Standards
to the term “test piece.”

7.4.12.7 1If it is not possible to select the test specimens “at random” from a sample, or in some other
manner to assure statistical representativeness, specify how the specimens are to be taken from a test unit.

7.4.12.8 If the sample is to be conditioned prior to cutting the test specimens, state this in the beginning
of this section (see 3.4.10). Also state if conditioning is not required.

7.4.12.9 A practice may be written to cover a common operation prior to performing various specific
testing procedures, where the absence of that practice would require incorporation of the sample preparation
procedure in multiple Test Methods. TAPPI T 205 "Forming Handsheets for Physical Tests of Pulp" is an
example of a practice required prior to doing various types of testing.

7.4.13 Conditioning

7.4.13.1 When the standard atmospheres are required for preconditioning, conditioning, and testing,
insert here: Precondition, condition, and test the specimens in atmospheres in accordance with TAPPI 402
“Standard Conditioning and Testing Atmospheres for Paper, Board, Pulp Handsheets and Related Products.”

7.4.13.2  For physical tests especially sensitive to humidity history, emphasize the need for
preconditioning, by adding after the word “preconditioning” the phrase “on the dry side” in parentheses.

7.4.13.3 If standard atmospheres are not used for preconditioning, conditioning, and testing, state in this
section the atmosphere(s) to be used, the time of exposure to the atmosphere, as well as the atmosphere required
during the test, where necessary. State whether the conditioning requirements apply to laboratory samples as
well as individual specimens. References may be made to other TAPPI Standards or standards from other
societies for this purpose. As a specific example, when Test Methods for nonwovens are developed, reference
may be made to ASTM D 1776 “Standard Practice for Conditioning Textiles for Testing.”
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7.4.14 Procedure (mandatory)

7.4.14.1 Describe in proper sequence the procedure to be followed in such detail that it can be
performed by a trained technician who may be unfamiliar with the test. Subheadings may be used if they will
help the organization of the material.

7.4.14.2 State any precautions that should be observed.

7.4.14.3 Indicate the number of significant figures required in weighing and other operations, as well as
in reading and recording the observations.

7.4.14.4 State the number of specimens to be tested from each test unit. When more than one
observation is to be made on each specimen, state the number of replicate observations per specimen. Be
specific. Avoid use of the words “at least,” as this causes uncertainty in interpreting the precision statement.
However, when appropriate, add: “If any values appear to be outliers, see TAPPI 1205 'Dealing with Suspect
(Outlying) Test Determinations' and use one or more of the extra test specimens specified in the section on test
specimens to replace outliers.”

NOTE 2: As described in 7.2.4, use a note to describe supplementary information regarding the
procedure, such as technical details or discussion to amplify the test procedure, or
alternative direction. Instructions or details essential to the procedure shall not appear in
notes.

7.4.15 Calculations (or Interpretations of the Observations (mandatory for quantitative Test Methods)

7.4.15.1 Give directions for calculating the test result, i.e., value for the test unit, from the observations
on the specimens of the test unit. Give all mathematical formulas necessary, using letter symbols in the
equation. Include a brief description of the derivation of any calculation factor needed to calculate the final
value(s). Define the symbols in a list following the equations, listing the symbol first, followed by an equals
sign, followed by a description of the symbol, followed by a comma, followed by the units to be used. For
example:

F=C/(A-B)
where
= zinc equivalent of ferrocyanide solution, g/mL
= solution required to titrate the zinc solution, mL
= solution required to titrate the blank, mL
C= zincused, g

7.4.15.2 For Test Methods whose results are obtained directly from a measurement, then include a
statement that no calculations are necessary.

7.4.15.3 In qualitative Test Methods or in Test Methods where the results are in descriptive form,
relative terms, or abstract values, this section may be titled “Interpretations of the Observations.”

7.4.16 Report (mandatory for Test Methods, optional for Standard Practices)

7.4.16.1 If reporting of qualitative or quantitative data is required, generally a Test Method rather than a
Standard Practice should be written. TAPPI T 205 "Forming Handsheets for Physical Tests of Pulp" is an
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example of a practice having no Report section. TAPPI T 400 "Sampling and Accepting a Single Lot of Paper,
Paperboard, Containerboard or Related Product" is an example of a practice having a Report section stating, in
general terms, how the practice (in this case, sampling) was conducted.

7.4.16.2 State the form of reporting the test result for each test unit, including the number of significant
figures and the units in which the result is to be expressed.

7.4.16.3 Require that for each test unit, the standard deviation (or the maximum and minimum) of the
acceptable replicate test determinations and the values of any rejected test determinations be reported. Require
that the reasons for rejecting test determinations, e.g., on basis of outlier test, TAPPI T 1205 “Dealing With
Suspect (Outlying) Test Determinations,” be stated.

7.4.16.4 When results are to be reported as a percentage of the specimen weight, state that this is the
conditioned weight unless there is a theoretical or practical reasons why some other weight, e.g., “as is” or
“oven-dried” weight, is used.

7.4.16.5 Require that any deviations from any section of the Test Method be stated in this report.

7.4.16.6 A practice may incorporate two or more different instruments, either of which can be used, or
two or more different conditions (temperature, speed, time, etc.) at which a practice may be conducted, in which
case the practice may direct that the specific condition used be reported in the Report section. For example,
"The test specimens were prepared using TAPPI Standard Practice T XXX, Instrument A, Speed B, . . ."

7.4.17 Precision (mandatory)

7.4.17.1 State precision, degree of agreement expected between test results, in terms of repeatability and
reproducibility as defined in TAPPI T 1200 “Interlaboratory Evaluation of Standards to Determine TAPPI
Repeatability and Reproducibility.” It is essential to indicate the number of test determinations per test result for
which the precision statement was calculated. [See paragraph 8.3.1 for details on Working Group Chairman's
responsibilities regarding the development of the precision statement in collaboration with Collaborative
Testing Services. ]

7.4.17.2 For quantitative TAPPI Test Methods use the form:

“For the maximum expected difference between two test results, each of which is the average of
(number) test determinations:
Repeatability (within a laboratory) =
Reproducibility (between laboratories) =
in accordance with the definitions of these terms in TAPPI T 1200 'Interlaboratory Evaluation of
Standards to Determine TAPPI Repeatability and Reproducibility.”

If repeatability or reproducibility is different for different ranges of results or types of specimens, note this in
the precision section.

7.4.17.3 Include identification of the source of precision information, such as: These values are based
on an interlaboratory study (Reference ...) conducted in accordance with TAPPI T 1200 “Interlaboratory
Evaluation of Standards to Determine TAPPI Repeatability and Reproducibility,” using (type of paper) only.
Give specific references to published data or to TAPPI archives where raw data and analysis may be filed.
Provide information on number, range and types of materials, the number of laboratories, and number of test
results or test determinations per material per laboratory. See T 1200 for further information concerning the
preparation of the precision statement from available data.
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7.4.17.4 Where reproducibility data from a public sector testing program (such as Collaborative Testing
Services) is used, the following statement shall be included in the precision statement of the Test Method:

The user of these precision data is advised that it is based on actual mill testing, laboratory testing, or
both. There is no knowledge of the exact degree to which personnel skills or equipment were optimized
during its generation. The precision quoted provides an estimate of typical variation in test results which
may be encountered when this Test Method is routinely used by two or more parties.

7.4.17.5 Both Official Test Methods and Provisional Test Methods are required to carry a statement of
repeatability. A statement of reproducibility is mandatory for Official Test Method. Quantitative Official Test
Methods may be issued without information on comparability as defined in T 1200. Insert the words “not
known” in place of missing reproducibility values in Provisional Test Methods. Omit any reference to
comparability in the absence of the appropriate data.

7.4.17.6 For TAPPI Test Methods having characteristics such that repeatability and/or reproducibility
cannot practicably be determined, a statement to that effect, with reasons, may replace the form of precision
statement specified in 7.4.17.2.

7.4.17.7 For qualitative Test Methods or Test Methods where the results are in descriptive form, a
precision statement is inapplicable; the precision section must still be included with a statement explaining the
inapplicability of a true precision statement. Possible causes of false results may be summarized in the section
“Interferences.”

7.4.17.8 All precision data and calculations not included in a published Test Method must be submitted
by the WGC to the Standards Manager for archiving at TAPPI.

7.4.18 Keywords (mandatory)

7.4.18.1 List appropriate terms for indexing, selected from both the title and body of the Test Method
and including general, vernacular, and trade terms. These terms are the basis for preparing index terms.

7.4.18.2 To assure consistency in selecting keywords for indexing purposes and in selecting the proper
form of a keyword, use the Thesaurus of Pulp and Paper Terminology, formerly published by the Institute of
Paper Science and Technology, and currently published by Elsevier. Terms that appear in this thesaurus are
preferred keywords and shall be used in the majority of cases. However, the Q&SMC shall maintain a
supplemental keyword list which shall be included as an Appendix in the guidelines for TAPPI Standards.
Included on this list will be terms that the Q&SMC has chosen as part of the supplement to the Thesaurus.

7.4.18.3 The Working Group Chairman should select keywords, but these keywords must be reviewed
by the Standards Manager for their acceptability in accordance with the Thesaurus and the supplemental list. If
the Working Group Chairman and/or the Standards Manager determine that, for ease of use or clarity, additional
terms need to be included in a particular Test Method, then these terms shall be approved by the Q&SMC.
When a majority of the members of the Q&SMC approve the inclusion of a new keyword, the new keyword
shall be added to the supplemental list and to the Test Method for which it was proposed.

7.4.19 Additional information (mandatory)

7.4.19.1 The first paragraph should state, “Effective date of issue: (to be assigned).” TAPPI Staff will
insert the effective date of issue upon publication, which is the date on which final SARG approval has been
achieved.
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7.4.19.2 If the Test Method is a revision, describe briefly the significant changes made in the Test
Method. In addition, state the extent to which the changes made affect the average level, repeatability and
reproducibility of test results with respect to both different materials and conditions, so that the effects of such
changes in test results can be compensated for in specifications and/or in other uses to which test results are put.
In the case of revised Test Methods which have had prior revision, the information regarding changes in the
Test Method which affect the test results, especially those which affect the average test level, shall include not
only the effects of current changes but also the effects of changes made in the immediately preceding revision
with the effect dates of such changes.

7.4.19.3 Give any information that may be generally helpful but not particularly appropriate elsewhere
in the text, i.e., errors that might result if undersized or too few specimens must be used because of sample
limitations.

7.4.19.4 If appropriate, describe how to obtain approximate test results from equipment which may be
available but which does not meet the requirements of the Test Method, indicating how the reliability of the
results may be affected.

7.4.19.5 For Provisional Test Methods, include a paragraph explaining the reason the method is
Provisional (for example, a new Test Method without reproducibility data, a Test Method reclassified due to
application of new technology, etc.).

7.4.19.6 For Classical Test Methods, include a paragraph noting the reclassification of the method as
Classical and include appropriate wording to describe the Classical Method status. For example, "T xxx cm-xx,
formerly T xxx om (or pm)-xx, has been (was) reclassified as a Classical Method (in YEAR). Such procedures
are no longer in common use, or have been superseded by advanced technology. These testing procedures are
technically sound, have a history of use, and may contain a body of literature references that make their
preservation valuable."

7.4.19.7 In a final paragraph, include a list of related methods. This section is to provide an index of test
methods published by other societies for measuring the same property or characteristic. Where known, a
distinction should be made between methods which are technically the same as the TAPPI Test Method and
therefore can be expected to give numerically identical results and those which purportedly measure the same
property but with a different procedure or apparatus. Specifically describe any differences from other published
methods for measuring the same property. Cite available references describing the relationships. Include the
number of the method, the exact title of the method, and the name and location of the sponsoring organization.
TAPPI staff will send to the Working Group Chairmen copies of related methods for their use when the ballot
tabulation is compiled.

7.4.19.8 It is the responsibility of the Working Group Chairman reviewing the Test Method to assure
the related methods cited are current with respect to title and reference number. The WGC and the Standards
Manager shall work jointly on revision of the Additional Information section.

7.4.20 Literature cited (do not number this section heading)

7.4.20.1 In the text, in parentheses and italics (underscore on a typewriter), add the reference numbers
of the literature citations consecutively, i.e., (1), (2), (3), etc.

7.4.20.2 List only literature cited in the text. These citations should be to journal articles, books, patents,
or other publications that pertain to background information or supporting data on the Test Method. Number the
citations in the order of their appearance in the text. Give authors and complete titles, source, etc.
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7.4.20.3 Do not include restricted publications that are not generally accessible. Do not reference
private communication unless records of such communication have been placed in the Test Method's file at
TAPPI.

7.4.20.4 Citations must be complete and accurate. This is the responsibility of the Working Group
Chairman.

7.4.21 References (do not number this section heading)

7.4.21.1 List under this heading any additional gener