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General 
These Guidelines outline requirements and recommendations for staff and volunteers to aid them in 
the development of proposed revisions to standards for committee ballot and the preparation of a 
new or revised standard manuscript for submittal to C&S Publishing.  The purpose of these Guidelines 
is to ensure that the proposed and approved revisions to standards are presented in a clear and 
consistent manner. This will help ensure that the committees understand the proposed revisions and 
that the editors are able to accurately interpret and incorporate the approved revisions into the 
standard.  

Preparation of Proposed Revisions for Ballot 
Proposed revisions for committee ballot should be prepared as follows: 

• Use the most recent version of the standard.
• For new and revised sections of the standard, follow the “ASME Codes and Standards Writing

Guide 2010,” which is posted on the ASME Web site.
• Present revisions using one of the following preferred methods:

o Mark up a Word document using the “Track Changes” tool in MS Word.
o Mark up a PDF of the standard using the “Comment” features in Adobe Acrobat.

For additional guidance, see Guidelines for the Use of MS Word and PDFs When Submitting 
Revisions below. Alternatively, it is acceptable to manually mark up the pages of the standard 
and then scan them. Note that certain committees prefer that proposed revisions be 
presented in a standard format that would be specified in committee operating procedures or 
guides. 

• Use of Color in Ballots — Do not rely solely on the use of color text or highlights to indicate
proposed revisions. Use another noncolor formatting method as well, such as 
underlining/strike-through, boxing, clouding, or notations such as “add” or “delete.” (While 
color coding can enhance the readability of documents, it can cause confusion for those who 
do not have access to color printers and for those with color blindness.) The following should 
also be taken into consideration: 

o When using multiple colors, avoid colors close in the color spectrum, such as blue/light
blue, blue/purple, and light grey/medium grey. Instead, opt for colors far apart in the 
color spectrum (e.g., yellow and dark blue). However, do not use red and green — 
red/green color blindness is the most common form of the condition. 

o Do not use different fonts or font sizes alone to indicate proposed revisions.
o Do not use italics and boldface unless the affected material is intended to be italicized

or boldfaced in the published version, such as for glossary terms and table
subheadings.

Examples of acceptable and unacceptable revisions may be found at the end of these Guidelines. 
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Preparation of Manuscripts for Submittal to C&S Publishing 
• For new standards, a Word manuscript should be submitted.
• For revised standards

o C&S Publishing prefers that a marked-up PDF of the previous edition with Word
attachments (for extensive revisions) be submitted.

o if a Word manuscript is submitted, revisions must be clearly indicated in the Word file
(see Guidelines for the Use of MS Word and PDFs When Submitting Revisions).

o manually marked-up pages of the standard are also acceptable. Make sure the
markups are clear and legible in all scanned documents.

• The image files for new graphics must be provided (see Creation of New Graphic Files).
• When providing material electronically, include hard-copy printouts for verification of

revisions. The hard copy should be single sided and all pages from the latest edition included.
The electronic version of a proposed revision is considered to be correct if there are
differences between the electronic and paper versions.

• ASME Staff is responsible for the preparation of revisions to the Cover Material, Front Matter,
including a complete listing of all areas to be changed/revised (summary of revisions) for
confirmation, and Back Matter as shown below in the checklist.

The following is a checklist of the various parts of a code or standard that should be included when 
submitting a manuscript to C&S Publishing: 

COVER MATERIAL (provided by Staff Engineer) 
□ Complete designator
□ Complete title
□ Revision line
□ Other publication information, if applicable
□ Department of Defense (DoD) notice, if needed
□ All revisions indicated

FRONT MATTER (provided by Staff Engineer) 
□ Copyright page
□ Foreword
□ Preface, if applicable
□ Introduction, if applicable
□ Summary of changes
□ Committee roster
□ Committee correspondence page, if applicable
□ All revisions indicated

TEXT 
□ Complete
□ Legible

□ Single-sided, double-spaced manuscript
□ Equations legible
□ All revisions indicated

FIGURES 
□ Complete
□ All callouts legible
□ All revisions indicated or original graphics files
provided 

TABLES 
□ Complete
□ Legible
□ All revisions indicated

BACK MATTER (provided by Staff Engineer) 
□ Appendices - mandatory or nonmandatory
□ Code Cases contain Foreword, Contents, Text, if
applicable 
□ Index
□ All revisions indicated
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Guidelines for the Use of MS Word and PDFs When Submitting 
Revisions 
The purpose of these Guidelines is to establish consistent methods for submitting revisions using the 
electronic version of an existing code or standard. There are two acceptable methods, one using MS 
Word, and one using Adobe Acrobat. 

Method 1: MS Word 
1. Base PDF
The base PDF to be used when making revisions should be a copy of the PDF produced by/obtained from 
ASME (the version uploaded under C&S Connect, when available). 

2. Text Extraction and Markup
Text should be copied from the PDF and pasted into an MS Word document. Once the material has been 
pasted into the Word document, the MS Word’s “Track Changes” tool should be turned on. This tool will 
capture all revisions being introduced. These tracked changes enable C&S Publishing editors to 
determine the most efficient way of transferring the revised material into the master document that will 
subsequently be used to generate the final, print-ready files. 

In addition to the “Track Changes” tool, the “Comment” tool can be used to highlight specific areas 
requiring additional revision or special instructions. 

Note that any revisions made to the Word document that have NOT been tracked by the “Track 
Changes” tool or highlighted by the “Comment” tool will not be included in the C&S master document. 

3. Figures, Tables, and Equations
The preferred method for conveying minor revisions to existing figures, tables, and/or equations is to 
print out the affected page(s) and mark the revisions by hand. If major revisions are made or new 
figures, tables, and equations are developed, follow the Guidelines for the Creation of Tables, Graphics, 
and Equations. 

Method 2: PDF Annotation 
1. Base PDF
The base PDF to be used when making revisions should be a copy of the PDF produced by/obtained from 
ASME (the version uploaded under C&S Connect, when available). 

2. Editing Text, Figures, Tables, and Equations
Revisions should be marked on the base PDF using the Adobe Acrobat “Comment” features, such as the 
“Annotation” or “Drawing Markups” tools available in Adobe Acrobat Pro. If color coding is used, the 
color formatting guidelines in Preparation of Proposed Revisions for Ballot on page 2 shall be followed.  

Different versions of Adobe Acrobat offer slightly different tool sets. As a guideline, markup should be 
shown using text boxes, colored highlights with pop-up comments, and/or boxed or circled text with 
pop-up comments. Avoid thin-lined strike-through, arrows, and “sticky notes,” which may shift. 
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Guidelines for the Creation of Tables, Graphics, and Equations 

Creation of Tables 
Use the Microsoft Word table function to create tables and include them in the text near their first 
mention. Tables should not be created by using spaces or tabs. For more complex tables, Excel may be 
more appropriate (although such Excel files must be supplied separate from the Word manuscript). It is 
best to work in an environment in which you are comfortable. Each data entry should be placed within 
its own table cell; tabs and line returns should not be used. 

If you have very complex tables, multilevel column headings, or merged-cell structures, it is best to 
discuss it with your Staff Secretary, provide a sample, and work with your Staff Secretary and C & S 
Publishing staff to create something usable and that best represents your intent. 

Creation of New Graphic Files 
Graphic files for production and publishing must be provided directly from the application in which they 
were created, not solely embedded in a Word file. Word-embedded graphics are not acceptable for 
production, though they are useful for document review and balloting. 

• Each illustration must also be supplied as a separate file.
• The file name should represent the figure as it is referred to in the text, e.g., Fig_01.
• Images should be supplied at roughly the final, desired size.
• San Serif fonts, such as Arial, Helvetica, or Calibri, should be used for any text within a figure.
• Any text/labeling within a figure should be 8-point type.
• Any line work must be 0.5 pt. or greater.

The following are acceptable figure types and file formats: 

• Vector (e.g., Illustrator files/line art): EPS (or native AI with all fonts embedded)
• Raster/Bitmap (e.g., Photoshop/photographs/halftone): TIF/TIFF
• CAD: DXF

Equations 
Equations must be provided in a clear, unambiguous fashion. It is best to work in an environment in 
which you are comfortable, e.g., MathType. 
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Examples of Acceptable and Unacceptable Revisions 
Example 1 is unacceptable because the revisions have not been marked clearly. The author has revised 
Table 4 by pasting the revised values over the already existing values, leaving it unclear as to what 
revisions need to be made. 

Example 2 shows an acceptable version of Example 1. The proposed revisions are clearly indicated in 
Table 4. 

Example 3 is unacceptable because it illustrates a proposal where revisions are not denoted clearly. 

Example 4 shows an acceptable version of Example 3, where the revisions are indicated with both color 
and noncolor (underlining/strike-through) formatting methods.  

Example 5 also shows an acceptable markup: the page from the most recent version of the code was 
marked and an insert page was attached. 

Example 6 is unacceptable and was rejected because of illegible type. Also, note that the copy runs off 
the top of the page. 

Example 7 illustrates an acceptable method because both color and noncolor (underlining/strike-
through) formatting methods are used to indicate the revisions. 

Example 8 illustrates an unacceptable method because a noncolor formatting method was not used to 
indicate the revisions. 
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Example 1 
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Example 2 
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Example 3 
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Example 4 
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Example 5 
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Example 5 (Con’t) 



ASME | GuidelinesForPresentingProposedRevisions_2016-05-11.pdf    13 

Example 6 
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Example 7 
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Example 7 (Con’t) 
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Example 8 
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