
PC Chair’s Guide for Preparing Publication Public Review Letter Ballots 

The PC Chair or his designee shall issue a letter ballot for publication public review approval if a vote occurs outside of the meeting or if not all voting members are present at the meeting.   In the event that all voting members of the PC are not present at the meeting the PC Chair or his designee shall hold the ballot open and conduct a continuation letter ballot of all PC voting members not present.  Comments may be solicited from non-voting members of the PC. However, only voting members of the PC may vote for publication public review. 

Voting PC members should be instructed to vote YES, NO with comments, NO without comments, or ABSTAIN (See Sample Letter Ballots attached).  Explanations should be given for all negative votes and abstentions. If the letter ballot is conducted by email, the deadline date should be clearly stated.  If the Chair wishes for his vote to be counted as chair not voting (CNV) he must submit an abstention letter ballot in writing (this can be an email or signed ballot or recorded in the minutes as abstaining).
Recommendations or approvals for standards actions, and issuance or revision of an official interpretation require affirmative votes of the majority of the memberships of each approving body and of at least two-thirds of those voting, excluding abstentions. Every reasonable effort should be made by the PC Chair or his designee to have a completed ballot returned by each PC voting member.  The PC Chair or his designee should send a follow up email three to five days prior to the close of the letter ballot reminding those who have not returned their letter ballot to please do so.  The PC Chair or his designee should keep a copy of this correspondence for submittal to ASHRAE with the Publication Draft Submittal Form.
The PC Chair or his designee shall record and consider all negative votes accompanied by any comments that are related to the proposal under consideration.  The PC Chair or his designee shall indicate conspicuously on the letter ballot that negative votes be accompanied by comments related to the proposal and that votes unaccompanied by such comments will be recorded as “negative with comments” without further notice.

If the vote passes with one or more negative votes with comments, the chair will issue a Reconsideration Letter Ballot that will include the comments received with negative votes. The PC Chair or his designee many offer rebuttal to the comments of the negative voters.  All eligible voters will be given an opportunity to change their votes in accordance. A reconsideration Letter Ballot should not be issued solely to allow committee members who abstained to submit another ballot.

After the eligible voters have had a reasonable amount of time, but not more than two weeks to change their votes, the results shall be final. If negative votes are received on the Reconsideration Letter Ballot, all eligible voters will be informed but no further opportunities to change votes will occur.

After the Letter Ballot closes, the PC Chair shall prepare a Tally Report listing Affirmatives, Negatives, Negatives Without Comment, Abstentions, and Not Returned.

If no reason is given for a negative vote, the Tally Report will include an explanation that no reason was given. 

The PC Chair or his designee will transmit the vote tally, returned ballots, and explanations (Negatives and Abstentions) to the MOS with the Publication Draft Submittal Form.  
SAMPLE EMAIL LETTER BALLOT

DATE:

November 12, 2011
TO:


Members of Project Committee 3

RETURN TO:
 PC Chair

RE:
Publication Public Review Approval of BSR/ASHRAE Standard 3P-2001, 
Methods of Testing Condensers

Reference Document Attached: Publication Public Review Draft of Standard 3P




Please vote YES, NO, or ABSTAIN on the following 




Proposal:

Proposal:  Do you approve the publication public review of BSR/ASHRAE Standard
3P-2001, Methods of Testing Condensers?




Yes _____  No w/comments _____    ABSTAIN _____

Comments:  (If you vote NO or ABSTAIN, please provide a written reason) Negative ballots must be accompanied by written comments related to the Proposal above. Votes unaccompanied by such comments will be recorded as “negative without comments” without further notice.




Ballots are due back to me by November 26, 2011



For the record, voting members of the Project Committee 

include John Green, Richard Roe, Charles Best, Kim Brown, Martin Keen, and Sally Blue.

SAMPLE LETTER BALLOT TALLY REPORT

 Letter Ballot Tally Report

DATE:
November 27, 2011
TO:

Project Committee 3

FROM:
PC Chair

SUBJECT:
Publication Public Review Approval of BSR/ASHRAE Standard 3P- 2001, Methods of Testing Condensers?

Date Ballot Sent: November 12, 2011
Date Ballot Closed: November 26, 2011
	NAME
	Interest

Category
	Affirmatives
	*Negatives
	Negatives Without Comment
	*Abstentions
	Not Returned
	Total

	John Green
	User
	X
	
	
	
	
	1

	Richard Roe
	General
	X
	
	
	
	
	1

	Charles Best
	User
	X
	
	
	
	
	1

	Kim Brown 
	Producer
	X
	
	
	
	
	1

	Martin Keen
	General
	X
	
	
	
	
	1

	Sally Blue 
	Producer
	
	X
	
	
	
	1

	TOTALS
	
	5
	1
	0
	0
	
	6


*Explanation of Negative Vote – Sally Blue commented  “ I vote NO because the language in this standard creates great legal liability for ASHRAE.”

SAMPLE RECONSIDERATION LETTER BALLOT

DATE:

November 27, 2011
TO:


Members of Project Committee 3

RETURN TO:
 PC Chair

RE:
Reconsideration  of Letter Ballot to approve Publication Public Review of BSR/ASHRAE Standard 3P-2001, Methods of Testing Condensers

Attached is the vote summary and reason for the negative vote for the publication of Standard 3P-2001, Methods of Testing Condensers.

If you wish to change your vote, please return you Reconsideration Ballot by December 12, 2011.

If you do not wish to change your vote, not action is necessary.

Reference Document Attached: Publication Public Review Draft of Standard 3P




Please vote YES, NO, or ABSTAIN on the following 




Proposal.

Proposal:  Do you approve the publication public review of BSR/ASHRAE Standard 3P-2001, Methods of Testing Condensers?




Yes _____    No ______    ABSTAIN _____

Comments:  (If you vote NO or ABSTAIN, please provide a written reason) Negative votes must me accompanied by comments related to the Question above. Votes unaccompanied by such comments will be recorded as “negative without comments” without further notice.

SAMPLE RECONSIDERATION BALLOT TALLY REPORT

 Reconsideration Letter Ballot Tally Report

DATE:
December 13, 2011







TO:

Project Committee 3

FROM:
PC Chair

SUBJECT:
Publication Public Review Approval of BSR/ASHRAE Standard 3P- 2001, Methods of Testing Condensers?

Date Reconsideration Ballot Sent: November 27, 2011


Date Ballot Closed: December 12, 2011
	NAME
	Interest

Category
	Affirmatives
	*Negatives
	Negatives Without Comment
	*Abstentions
	Not Returned
	Comment

	John Green
	User
	X
	
	
	
	
	Vote not Changed

	Richard Roe
	General
	X
	
	
	
	
	Vote not Changed

	Charles Best
	User
	X
	
	
	
	
	Vote not Changed

	Kim Brown 
	Producer
	X
	
	
	
	
	Vote not Changed

	Martin Keen
	General
	X
	
	
	
	
	Vote not Changed

	Sally Blue 
	Producer
	
	X
	
	
	
	Vote not Changed

	TOTALS
	
	5
	1
	0
	
	
	6


*Explanation of Negative Vote – Sally Blue commented  “ I vote NO because the language in this standard creates great legal liability for ASHRAE.”
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