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Key Changes 

This edition of the COPM Policies and Procedures Manual contains updates from the previous version. 
The following is a list of some of the more significant changes made in this revision: 

a) Addition of the New Leadership Development Committee (NLDC) under Section 1.4 (approved by 
COPM on 12 December 2017). 

b) Addition to Section 2.1 of a term for subordinate group chairs (approved by COPM on 16 April 2021). 

c) Modification to Section 2.3.2 to update the composition of a subcommittee coordinating committee, 
removing the restriction to four members only (excluding the chair and vice-chair) to include a 
reference to appropriate subordinate group chairs instead (approved by COPM on 16 April 2021). 

d) Updating Section 5 on Standards Development to remove extraneous material already found in the 
API Procedures for Standards Development that it is not necessary to duplicate (approved by COPM 
on 16 April 2021). 

e) As part of the subcommittee membership requirements (Section 9.2.2), inclusion of the requirement 
that consultants disclose the organization whose interests they are representing (approved by COPM 
on 16 March 2018). 

f) Inclusion of a definition of a consultant as part of the interest categories specified in Section 9.2.6 
(approved by COPM on 16 April 2021). 

g) Addition under the Balloting (Voting) section (10.6.3) that consultants representing another 
company’s interests in developing a standard may not vote on that standard if the represented 
company(s) also votes (approved by COPM on 16 March 2018). 

h) Removal of Annex B Antitrust Compliance Guide [this is a stand-alone document already available for 
reference] but expansion of section 3.1 to include general guidelines (approved by COPM on 16 April 
2021). 

i) Updating Annex C [now Annex B] to include the latest formats for COPM forms and templates for 
subcommittee chair reports to COPM, meeting agendas and minutes (approved by COPM on 16 April 
2021). 
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API Foreword 
 
This manual shall become effective on the date printed on the cover but may be used voluntarily from the 
date of distribution. 
 
The purpose of this Committee on Petroleum Measurement (COPM) manual is to provide a reference 
guide for the responsibilities, organization, and operation of the Committee on Petroleum Measurement 
(COPM, its subcommittees and subordinate units, and the API policies that govern these activities. 
 
Suggested revisions are invited and should be submitted to the API, Standards Department, 
Measurement Standards Coordination, 200 Massachusetts Avenue, NW, Washington, DC 20001, USA, 
or by email to standards@api.org. 
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Section 1 Responsibilities, Purpose, Objectives, Functions, and Organization 
 
1.1 Responsibilities 
 
The Committee on Petroleum Measurement (COPM) is a stand-alone committee reporting to the 
American Petroleum Institute (API) Board of Directors through the Pipeline Subcommittee of the 
Midstream Committee. COPM also coordinates with the Global Industry Services Committee (GISC), and 
the COPM chair is a GISC member representing the interests of the COPM membership. It and its 
standing subcommittees are responsible for developing the policies of API on hydrocarbon measurement. 
COPM engages in three major activities: standardization, governmental response, and training.  
 
1.2 Purpose and Objectives 
 
In support of the API Mission (Annex A), COPM provides leadership (management and budget) in 
developing and maintaining cost effective, state of the art, hydrocarbon measurement standards and 
programs based on sound technical principles consistent with current measurement technology, 
recognized business accounting and engineering practices, and industry consensus. This is 
accomplished through the API and COPM leadership role in the national and international standardization 
community in the development, publication, promotion, and revision of petroleum measurement 
standards, through its subcommittee structure, and through elimination of duplicative efforts. 
 
The objectives of COPM are to: 

a. Manage and direct the development and maintenance of standards and practices for determining 
and measuring the quantity and quality of natural gas, natural gas liquids, liquefied petroleum 
gas, petrochemicals, crude petroleum, petroleum products, and other petroleum or hydrocarbon 
related fluids. 

These standards provide the means by which industry and government establish technically 
defensible baseline calculations for custody transfer, loss control, and environmental 
measurement activities. These terms are defined as follows: 

 Custody Transfer Measurement is the measurements specific to change 
in ownership and/or a change in responsibility for commodities. 

 Loss Control Measurement is the systematic review and analysis of all 
measurements that provide for inventory control by establishing baseline 
measurements against which to judge loss control efforts. 

 Environmental Measurement identifies and quantifies releases into the 
environment by actual testing and modeling. 

b. Encourage cooperation among various industry and government activities relating to 
measurement. 

c. Promote, through publications, the use of API petroleum measurement standards in industry and 
government. 

d. Provide training in the use of API measurement standards. 

e. Cooperation and liaise with pertinent national and international measurement standards 
organizations including but not limited to, the American National Standards Institute (ANSI), 
ASTM International, the Gas Processors Association (GPA), the American Gas Association 
(AGA), and the Energy Institute (EI) (formerly the Institute of Petroleum) of the United Kingdom, 
to eliminate duplicative standards activities. 
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1.3 Functions 
 
Functions of COPM include, but are not limited to the following: 

a. issue recommendations to the Global Industry Services Committee regarding the work program 
and resources; 

b. prioritize and manage both the annual research and content specialist/contracted expert and 
other resources budget; 

c. participate on the Appeals Board in the review of appeals of standards actions pursuant to the 
API Procedures for Standards Development, as required; 

d. manage the approved work plan; 

e. if disputed, adjudicate the assignment of lead subcommittee and associate subcommittee(s) for 
joint balloting of standards within multiple COPM subcommittees 

f. adjudicate the disposition of ballot comments and negative votes if there is a dispute between the 
chair of the lead subcommittee and the chair(s) of the associate subcommittee(s) for joint 
balloting of standards within multiple COPM subcommittees; 

g. appoint COPM emeritus members; 

h. maintain the COPM Policies and Procedures Manual. 
 
1.4 Organization 
 
1.4.1 COPM 
 
COPM members shall be representatives designated by petroleum or petroleum pipeline companies 
which are API corporate members or representatives designated by API general member companies, and 
who are active in petroleum and hydrocarbon measurement management roles within their companies 
(see Section 9). COPM officers consist of a chair and up to two vice-chairs.  
 
1.4.2 Subcommittees 
 
1.4.2.1 Overview 
 
The subcommittees of COPM are responsible for the creation, approval, and structure of the 
measurement standard documents and for developing responses to federal and state regulatory activities 
in areas of their technical expertise. 
 
1.4.2.2 API/ASTM D02.02 Joint Subcommittee on Measurement Quality (COMQ) 

a. COMQ is a joint (sub)committee with ASTM International through ASTM Technical Committee 
D02. Not all standards that are developed by the joint committee are joint API/ASTM standards. 

b. Maintains joint standards as applicable with the Energy Institute (formerly Institute of Petroleum). 

c. COMQ develops, approves, and maintains standards pertaining to measurement quality of 
hydrocarbons (sometimes in conjunction with other COPM subcommittees), including: 

 Temperature Determination, MPMS Chapter 7 
 Sampling, MPMS Chapter 8 
 Density Determination, MPMS Chapter 9 
 Sediment and Water Determination, MPMS Chapter 10 
 Physical Properties Data, MPMS Chapter 11 
 Use of SI Units, MPMS Chapter 15  
 Custody Transfer/Crude by Truck, MPMS Chapter 18 (Joint with COLM) 
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Figure 1 – COPM Organizational Chart 
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1.4.2.3 Subcommittee on Liquid Measurement (COLM) 

a. Develops, approves, and maintains standards dealing with the measurement of flowing 
hydrocarbon liquids, including: 

 Tank Calibration, MPMS Chapter 2 
 Tank Gauging, MPMS Chapter 3 
 Proving Systems, MPMS Chapter 4 
 Metering, MPMS Chapter 5 
 Metering Assemblies, MPMS Chapter 6 
 Calculation of Petroleum Quantities, MPMS Chapter 12 
 Statistical Aspects of Measuring and Sampling, MPMS Chapter 13 
 Measurement of Hydrocarbon Fluids by Weight, MPMS Chapter 16 
 Custody Transfer/Crude by Truck, MPMS Chapter 18 (Joint with COMQ) 
 Flow Measurement—Electronic Liquid Measurement, MPMS Chapter 21.2 

b. Supports the API Downstream Department’s Weights and Measures activity.  
c. Maintains joint standards as applicable with the Energy Institute (formerly Institute of Petroleum). 

 
1.4.2.4 Subcommittee on Measurement Accountability (COMA) 

a. Develops, approves, and maintains standards for the measurement and reporting of 
hydrocarbons but not limited to crude or petroleum product for transfers by shore terminal 
operators, vessel personnel and other parties involved in cargo transfer measurement and 
accountability operations, MPMS Chapter 17. 

b. Develops, approves, and maintains standards by providing practical methodologies for monitoring 
hydrocarbon transportation loss and gain for non-marine systems i.e. pipeline, tank cars (rail tank 
cars, tank trucks, etc.), MPMS Chapter 23. 

c. Supports the API Midstream Department’s Marine Subcommittee activities. 

d. Maintains joint standards as applicable with the Energy Institute (formerly Institute of Petroleum). 
 
1.4.2.5 Subcommittee on Gas Fluids Measurement (COGFM) 

a. Develops, approves, and maintains standards for the measurement of natural gas fluids, 
including: 

 Natural Gas Fluids Measurement, MPMS Chapter 14 
 Flow Measurement — Electronic Gas Measurement, MPMS Chapter 21.1 
 Testing Protocols, MPMS Chapter 22 

b. Maintains joint standards with the American Gas Association and Gas Processors Association. 
 
1.4.2.6 Subcommittee on Production Measurement and Allocation (CPMA) 

a. Develops, approves, and maintains standards for production and allocation measurement, MPMS 
Chapter 20. 

b. Coordinates standards development with API's Drilling and Production Operations Subcommittee 
(DPOS), which reports to API's Upstream Committee. 

 
1.4.2.7 Subcommittee on Evaporation Loss Estimations (CELE) 

Develops, approves, and maintains publications that provide methods for determining evaporation 
losses and emissions during storage and transfer of crude petroleum and petroleum products, MPMS 
Chapter 19. Maintains joint standards as applicable with the Energy Institute (formerly Institute of 
Petroleum). 

 
1.4.2.8 Subcommittee on Measurement, Education & Training (COMET) 

a. Maintains, in conjunction with other COPM subcommittees, MPMS terms and definitions. 

b. Develops training programs based on current API measurement standards development.  
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c. Conducts measurement seminars. 

d. Engages in other education and training activities of interest to COPM participants. 

e. Oversees the Spanish translation of API measurement standards. 
 
1.4.2.9 New Leadership Development Committee (NLDC) 
 

a. Engages returning attendees who are interested in pursuing a first time leadership position on a 
COPM working group or subcommittee. 

b. In conjunction with the COPM subcommittees, identifies leadership opportunities available for 
interested members. 

c. Creates liaison relationships with subcommittee chairs and API staff to gather and disseminate 
feedback to improve the working group leadership selection process. 

d. In conjunction with COMET, identifies the training needs of new leadership. 

e. Identifies and recruits actively participating members and motivates and directs them into 
leadership roles. 

f. Connects NLDC members with existing COPM chairs to establish mentoring relationships 
coordinated by API staff. 

 

1.4.3 Subordinate Groups (Working Groups) 
 
COPM or subcommittees may form subordinate groups to accomplish specific projects. These 
subordinate groups may be called by various names, including but not limited to working group, drafting 
group or task group. In this document, the term primarily used is working group. 
 
COPM and its subcommittees form working groups to accomplish the detail work involved in the 
development, review, or maintenance and revision of specific standards or groups of standards, terms 
and definitions, or to study and report on issues of interest or concern. They also may provide liaison with 
other standards organizations and advise API staff and subcommittees on standards interpretation and 
the need for new standards. Annex D provides working and subordinate group guidelines. 
 
A working group chair may, with the concurrence of the subcommittee chair, form lower level groups for 
specific purposes such as defining the scope and justification for a proposed new standard, or preparing 
a draft document, or other specific task. The working group has the primary responsibility to address any 
comments on standards ballots within their scope, and to recommend appropriate resolution of negative 
ballots for the subcommittee’s approval. 
 
Working groups may be disbanded after resolution of final ballot comments or continue to provide 
editorial support through publication or as otherwise deemed appropriate by the subcommittee chair. 
 
Task groups may be disbanded upon completion of their task or form the basis of a continuing working 
group. 
 
1.4.4 COPM Relationship to the American National Standards Institute (ANSI) and other 
Standards Developing Organizations 
 
COPM encourages participation in international standards efforts to ensure the measurement interests of 
API member companies are considered during the promulgation of international standards. API is a 
member of ANSI, which coordinates the adoption of American National Standards, and is the United 
States’ member body of the International Organization for Standardization (ISO). U.S. Technical Advisory 
Groups (TAGs) develop and transmit, via ANSI, the U.S. positions on activities and ballots of ISO 
Technical Committees (and as appropriate, subcommittees and policy committees), including the 
approval, reaffirmation, revision and withdrawal of ISO standards. Therefore, COPM participation in the 
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measurement subcommittees of ISO/TC 28 and ISO/TC 193 is carried out through the relevant U.S. 
TAGs. 
 
COPM also conducts active liaison and joint standards development activities with ASTM International, 
the American Gas Association (AGA), the Gas Processors Association (GPA), and the Energy Institute 
(EI) (formerly the Institute of Petroleum (IP)) to help ensure the international acceptability and applicability 
of API standards to the greatest extent possible. 
 
 

Section 2 Officers and Their Responsibilities 
 
2.1 Officers and Terms 
 
The officers of COPM include a chair and up to two vice-chairs. The API Midstream Committee Chair 
appoints the chair of COPM for a 2 year term. The vice-chairs and subcommittee chairs are appointed by 
the COPM chair for 2 year terms, and may serve longer if re-appointed. Subordinate groups chairs are 
appointed for 3 year terms, and may serve longer if re-appointed. 
 
2.2 Executive Committee 
 
2.2.1 Composition and Duties 
 
The Executive Committee is composed of the chair of COPM, the vice-chairs, subcommittee chairs, the 
API secretary, and the immediate past COPM chair. The Executive Committee carries out planning, 
awards nomination and review, and budget reviews, and, if required, makes policy decisions between 
COPM meetings. 
 
2.2.2 Duties of the COPM Chair 
 
The chair is the presiding officer at all meetings of COPM and establishes the time, date, and agenda for 
committee meetings and ensures that the activities of COPM conform to the objectives and policies of the 
API. The chair provides the subcommittees with general guidance. 
 
The chair is responsible for liaison and coordination with API staff and officers of other API committees. 
 
2.2.3 Duties of the COPM Vice-Chairs 
 
The vice-chair (or vice-chairs) assist(s) the COPM chair in all the administrative duties of committee 
leadership, in long-range planning, and assist(s) the subcommittee chairs under their jurisdiction. 
 
In the absence of the chair, or at the chair’s request, a designated vice-chair assumes the duties of the 
chair.  
 
2.2.4 Duties of the COPM Secretary 
 
The COPM secretary shall be a designated professional staff member of API and is responsible for 
providing secretarial and administrative services as requested by the committee and subcommittee 
officers and as required by API policies in the areas of programs, projects, and budget. 
 
The secretary, in coordination with other API staff, shall maintain current and accurate committee, 
subcommittee, and subordinate group membership rosters. Rosters are available on the API COPM 
website. 
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2.3 Subcommittee Officers and Their Responsibilities 
 
2.3.1 Subcommittee Officers 
 
The officers of each subcommittee are the chair, the vice-chair, and the secretary. 
 
2.3.2 Duties of Subcommittee Chairs 
 
Subcommittee chairs shall guide the activities of the subcommittee consistent with its responsibilities.  
 
The subcommittee chairs appoint, with concurrence of the COPM chair, the vice-chair (or vice-chairs), of 
their subcommittees for a period of 2 years, but may serve longer if re-appointed. The subcommittee chair 
appoints the chairs of working groups and other subordinate groups established within the subcommittee. 
 
The chair of each subcommittee may appoint a Coordinating Committee consisting of the vice-chairs and 
appropriate subordinate group chairs to assist in resolving quick response needs in the periods between 
subcommittee meetings and to assist the chair in the operation and management of the subcommittee. 
 
The chair establishes the time, date, and agenda for committee meetings in consultation with API staff, 
and submits the agenda to API staff for distribution. The chair informs COPM of the progress of 
subcommittee work by presenting brief oral reports to COPM at the Spring and Fall meetings. A 
format/template for the agenda, meeting minutes, and subcommittee chair’s report is provided in Annex 
B. 
 
The chair of each subcommittee shall periodically review the status and progress of its working groups to 
validate ongoing projects. If a project has been active for 3 years without achieving a subcommittee 
ballot, it shall either be subject to resubmission of the Standards Resource and Request (SR3) Form for 
reapproval (see 5.4.1), or cancellation and disbanding of its working/drafting group at the discretion of the 
subcommittee chair. 
 
2.3.3 Duties of Vice-Chairs 
 
Subcommittee vice-chairs assist the chairs in all the administrative duties of committee leadership and in 
long-range planning. They may be responsible for the program portion of the subcommittee meetings. In 
the absence of a chair, or at the chair’s request, the vice-chair assumes the duties of the chair. In the 
absence of both the chair and vice-chair, the chair of COPM shall designate a temporary chair of 
subcommittee meetings. 
 
2.3.4 Duties of the Subcommittee Secretary 
 
API will appoint an API staff member as subcommittee secretary to record and finalize the minutes and 
maintain the record of attendance. Where appropriate, technical justification for actions should be 
summarized or referenced in the minutes. The secretary makes the minutes available to the appropriate 
subcommittee. In absence of staff attendees, the responsible committee chair shall appoint an acting 
secretary. 
 
2.4 Subordinate Group Officers and Their Duties 
 
The officers of each working group are the chair and the secretary. In addition, a vice-chair may be 
appointed. 

 Chair – The working group chair is appointed by the subcommittee chair from the membership of 
the respective subcommittee with the concurrence of the COPM chair. The working group chair 
shall guide the activities of the working group consistent with its responsibilities, and shall be 
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responsible for ensuring that the activities under their jurisdiction are organized and progressing 
in a manner that is compliant with COPM policies and directives. 

 Vice-Chair – The working group chair may appoint a vice-chair, with the concurrence of the 
subcommittee chair, to preside at meetings in the absence of the chair. 

 Secretary – The working group chair shall appoint a member of the group as secretary to carry 
out the required secretarial and administrative services for the working group. 

 
2.5 Appointments 
 
2.5.1 Appointing Authorities 
 
Table 1 defines authorities for appointing officers and members of the committee, subcommittee, work 
and task groups. 
 

Table 1 — Appointing Authorities 
 

Officers/Members to be Appointed Appointing Authority 

COPM Committee Chair Midstream Committee Chair 

COPM Vice-Chair COPM Chair in consultation with the COPM Executive Committee 

COPM Members COPM Chair 

Subcommittee Chairs COPM Chair in consultation with the COPM Executive Committee 

Subcommittee Vice-Chair Subcommittee Chair in consultation with the COPM Chair 

Subcommittee Members Subcommittee Chair 

Task Groups & Working Groups Chairs Subcommittee Chair 

Task Groups & Working Groups Members Task Group or Working Group Chair, as appropriate 

 
 
2.5.2 Appointment Letters 
 
To keep API records as complete and up-to-date as possible, all appointing authorities shall inform API of 
desired appointments, and the API office will issue any appointment letters, if requested, on behalf of the 
appointing authorities. 
 
 

Section 3 Legal Topics 
 
3.1 Antitrust Laws 
 
It is the policy of the API to comply strictly with the U.S. antitrust laws. It is the responsibility of every 
committee member, officer, and employee of the API to comply with the antitrust regulations. To assist in 
identifying situations which may have antitrust implications, the API Office of the Chief Legal Officer, 
working with the API General Committee on Law, has prepared an Antitrust Compliance Guide. The 
guide is intended to provide a general understanding of antitrust law, but it is not a substitute for advice of 
counsel. The API Office of the Chief Legal Officer should be contacted whenever a situation is 
encountered that might have antitrust implications. 
 
In order to ensure all COPM standards developing activities are in alignment with antitrust laws, there 
shall be: 

 no discussion or forecasting of prices for goods or services provided or received by a company, 
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 no sharing or discussion of a company’s confidential or proprietary information, 

 no discussion of any company’s specific purchasing plans, merger/divestment plans, production 
information, inventories, or costs, 

 no sharing or discussion of specific company compliance costs unless publicly available, 

 no agreement or discussion regarding the purchase or sale of goods or services, 

 no discussion of how individual companies intend to respond to potential market/economic scenarios 
or government action; discussion limited to generalities, and 

 no disparaging remarks and no promotional remarks regarding specific vendors, products or 
services. 

 
3.2 Other Legal Matters 
 
Other legal matters concerning COPM or its subcommittees are to be handled by the API Office of the 
Chief Legal Officer. 
 
 

Section 4 Meetings 
 
4.1 General Requirements 
 
Generally, all standards meetings of COPM, its subcommittees, and active working groups are open to all 
interested parties having a direct and material interest including users, manufacturers, service providers 
and government agencies. Participants shall be capable of providing technical contributions in the subject of 
a standard. Committees may hold closed meetings for policy or budget matters.  
 
COPM meets in the Spring and Fall in a given year. Subcommittees usually meet during the week of 
COPM of both Spring and Fall meetings. The chair normally calls COPM and its subcommittee meetings. 
A petition by 30 % or more of the voting members is required for any additional meeting(s). 
 
Working groups and other subordinate groups meet as required in a cost effective and productive 
manner. Efforts should be made to avoid closed meetings for the regular Spring and Fall COPM 
meetings. Working group chairs should consider the feasibility of providing conference call/on-line 
capability for any meeting not occurring during the Spring and/or Fall COPM meeting, or during the time 
between the Spring and Fall meetings to advance work items. 
 
The committee, subcommittee, or subordinate group chair shall call meetings in consultation with API 
staff. API staff or the chair shall send a meeting notice and an agenda (see Form B.1 for a template) to all 
members of the committee, subcommittee, or working group. Information regarding regularly scheduled 
Spring and Fall COPM meetings shall be submitted for listing on the API website. Meetings shall be 
conducted to the parliamentary procedures in Roberts Rules of Order. Members and interested parties 
shall be welcome to submit comments in writing, which shall be recorded or summarized in the minutes. 
 
Minutes shall be taken by the secretary or acting secretary of the activity and shall be approved by the 
chair. Minutes shall be submitted to API staff within 6 weeks of the end of the meeting. Meeting minutes 
for all meetings held shall be submitted to API staff for all committee, subcommittee, 
executive/coordinating committee, working/task/draft/ad hoc/etc. groups, and shall be posted on the 
respective COPM committee web pages if the specific committee/group has a website, or distributed to 
those on the roster via e-mail. 
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Minutes of each meeting shall contain, at a minimum: 
 name of committee; 
 date, time and location of meeting; 
 officers, members, and visitors present; 
 time opened;  
 review and approval of the agenda; 
 approval of previous minutes; 
 synopsis of each subject discussed and action items; and 
 the time the meeting closed.  

 
A template for meeting minutes is included as Form B.2. The minutes shall be approved by the chair and 
made available to all members of the relevant committee, subcommittee, or subordinate group as well as 
posted on the appropriate COPM committee web pages. Final approval shall occur at the subsequent 
meeting. 

 
4.2 Quorum Requirements 
 
A simple majority (greater than 50 %) of the voting members of COPM, or subcommittees (except API 
COMQ/ASTM D02.02) shall constitute a quorum for conducting business at a meeting. If a quorum is not 
present, actions taken are subject to confirmation by letter ballot. Working groups do not ballot documents 
for adoption; therefore formal quorum requirements do not have to be established. All documents, 
including new or revised standards, are balloted at the subcommittee or COPM level. 
 
Since API COMQ is a joint committee with ASTM D02.02, the quorum requirement to conduct ASTM 
business is for 10 % of the voting members to be present. For conducting API business, API quorum 
requirements shall be followed.  
 
 

Section 5 Standards Development 
 
5.1 Purpose 
 
The authorization for developing voluntary industry standards is derived from the API Charter and the 
Institute's Board of Directors.  
 
5.2 Definition of a Standard 
 
5.2.1 Overview 
 
For the purposes of these policies and procedures, the term standard means: 

“A prescribed set of voluntary rules, conditions, or requirements concerned with the definition of 
terms; classification of components; delineation of procedures; specification of dimensions; 
construction criteria, materials, performance, design, or operations; measurement of quality and 
quantity in describing materials, products, systems, services, or practices; or descriptions of fit 
and measurement of size.” 

This definition includes all API publications that are, or have been, designated as standards, 
specifications, recommended practices, codes, bulletins, and technical reports. The actual title is left to 
the discretion of the department developing the publication. 
 
Emerging or maturing technologies may be covered by measurement standards after the industry gains 
sufficient experience with the technology and an analysis of data from its use. Technical Reports (5.2.6) 
or Draft Standards (5.2.8) may be published to promote data collection and gain experience with 
emerging technologies. In such cases, a preliminary form of the standard (trial use standard) may be 
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issued as a draft standard and may be used a vehicle to obtain consistent data and experience within the 
industry. 
 
All API standards, excluding draft standards, shall be identified by an alpha-numeric designation. The 
following terms shall be included in the title to describe the nature of the document. 
 
5.2.2 Specifications 
 
These are documents that are written in such a way as to facilitate communications between purchasers, 
manufacturers and/or service suppliers. 
 
5.2.3 Recommended Practices 
 
These are documents that communicate recognized industry practices. Recommended practices (RPs) 
may include both mandatory and non-mandatory requirements. 
 
5.2.4 Standards 
 
These are documents that combine elements of both specifications and recommended practices. 
 
5.2.5 Codes 
 
These are documents that may be adopted by regulatory agencies or authorities having jurisdiction. This 
may include "inspection-based" material. 
 
5.2.6 Bulletins and Technical Reports 
 
Documents that convey technical information on a specific subject or topic and are generally issued on a 
one-time basis, are not Standards and are not addressed by these Procedures. 
 
5.2.7 Other Designations 
 
Any other designations such as, but not limited to, guide, publication, or guidance document shall not be 
used in the title of API standards. 
 
5.2.8 Draft Standards 
 
A draft standard is a document that has been developed under these procedures and is distributed for 
additional comment. Most draft standards are not published; however, with the approval of the 
appropriate committee, draft standards may be published for a specified period of time to obtain more 
widespread circulation to interested parties. A draft standard may be published as long as it is identified 
as such on its cover and includes an express disclaimer approved by the API Office of General Counsel. 
 
5.3 Standards Development2 
 
Documents assigned the designations given in 5.2.2 through 5.2.5, and 5.2.8, shall be developed, 
maintained, and withdrawn in accordance with the API Procedures for Standards Development and this 
COPM Policies and Procedures Manual. Standards shall be formatted in accordance with the API 
Document Format and Style Manual. 

 
2 Joint efforts with other standards organizations may require consideration of additional policies and 
procedures, i.e., ASTM, GPA etc. 
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Documents assigned the designations given in 5.2.6 and 5.2.7 are not addressed by these procedures, 
although it is recommended that they are identified and approved as work items in accordance with 5.4.1, 
and a letter ballot, as outlined in 5.5.3, may be utilized to ensure there is consensus on the subject 
matter. 
 
5.4 Identification and Approval of a Work Item 
 
5.4.1 Developing Standards 
 
Committee work to develop a new standard or revise an existing standard must begin with the 
identification of a work item by the subcommittee. The subcommittee may form a working group or task 
group to determine and report on the scope, justification, outline, and schedule of the proposed work. A 
Standards Resource Research and Request (SR3) Form (see Annex C) shall be completed and 
submitted to the subcommittee, whose members shall consider whether to concur with and approve the 
proposed project. 
 
An SR3 shall be prepared and approved for all joint standards developed and maintained with other 
standards developing organizations including AGA, ASTM, EI and GPA. An SR3 shall also be prepared 
and approved if it is proposed to nationally adopt an ISO standard as an API standard. 
 
If approved by the subcommittee, the Standards Resource Research and Request Form along with any 
other relevant information is submitted to the COPM secretary prior to a scheduled meeting of COPM. 
SR3 forms are presented at the scheduled COPM meetings, where members may ask questions on the 
proposals, but a decision on whether the SR3 is approved by COPM is not routinely made at the Spring 
and Fall meetings. Requests for COPM to approve an SR3 at the Spring or Fall meeting should be by 
exception and may be made for reasons such as: 

a. Limited modifications (such as a revised scope of a standard) to an existing (already COPM- 
approved) SR3. 

b. Necessity to immediately initiate work on a project due to a pressing need such as to address a 
safety issue or regulatory requirement. 

 
For SR3s presented but not approved at the COPM Spring or Fall meeting, the COPM secretary forwards 
the forms to COPM members for consideration, and includes the COPM approval vote on the agenda for 
the next COPM meeting, usually held via a conference call/web meeting approximately 6 weeks following 
the Spring or Fall meeting.  
 
SR3s submitted outside the regular scheduled Spring and Fall meetings shall be subject to letter ballot 
approval by the appropriate subcommittee and COPM. 
 
Actual work on the drafting of the standard should not begin until the project is approved by COPM. 
COPM may make changes or clarification to the proposed project prior to approval without re-submittal by 
the subcommittee and will assign the project to a subcommittee. 
 
Upon project approval by COPM, the subcommittee chair shall appoint a working group chair, who shall 
proceed with developing the standard. COPM may direct, or the subcommittee may decide, to solicit 
membership in the group from the participants of other subcommittees whose interests relate to the work 
being undertaken. For detailed information on the organization and function of working groups refer to 
Annex D (Figure D.1 shows an overview of the development process). 
If prior to the publication of a standard, COPM decides that the standard would no longer be in the 
interests of the industry, it may vote by simple majority to stop further development or publication of the 
standard. 
 



 

13 

One of COPM’s functions is to manage the work program. If a project has not been completed or made 
sufficient progress (e.g. has not been published or balloted within the subcommittee) within 3 years of 
COPM approval of its SR3, it should be subject to resubmission and reapproval of an updated SR3 by the 
subcommittee and COPM, or it should be canceled. The revised SR3 should take into account: 

 whether the scope of the project needs to be modified; 

 if additional participants need to be identified, including the appointment of a new working group 
chair or co-chair; 

 a revised schedule for completion of the project. 
 
5.4.2 Review, Reaffirmation, and Withdrawal of Standards 
 
The API Procedures for Standards Development requires that all standards be reviewed at least once 
every 5 years unless they have been previously revised or withdrawn, or are being maintained under the 
stabilized maintenance option. Draft standards (5.2.8) shall be reviewed after 2 years to determine if the 
standard should become a full standard (see API standards procedures). At the request of a 
subcommittee, COPM may grant an extension to a draft standard for a specified period of time, but it 
should be noted it is the intention for draft standards to have a limited “lifespan” after which they are 
withdrawn. 
 
If a standard has not been revised within the 5-year period, API staff will advise the responsible 
subcommittee that it must make a determination whether to revise, reaffirm, or withdraw the standard. 
Even if the standard needs to be revised, it should be reaffirmed at the 5-year point pending revision, 
unless the existing version should be withdrawn due to serious technical flaws. 
 
A subcommittee may ask COPM for an extension of up to 2 years for the revision, reaffirmation, or withdrawal 
of a standard. Requests for extensions should demonstrate that work is underway to revise, reaffirm or 
withdraw the document. Any standard that is not acted upon (revised, reaffirmed, or withdrawn) at the end of 
7 years will be administratively withdrawn as an API standard.  
 
If the subcommittee reviews a standard and no revision is considered necessary, the standard shall be 
reaffirmed by the letter ballot procedure given in the API Procedures for Standards Development, and the 
date of reaffirmation shall be added to the cover. 
 
If the subcommittee determines that a standard is in need of revision, the subcommittee should justify the 
need for revision and initiate a new work item to accomplish the task utilizing the Standards Resource 
and Request Form.  
 
The subcommittee is also responsible for determining if a standard no longer serves the function for 
which it was intended. The subcommittee may recommend that COPM take action to discontinue 
publication of a standard. 
 
5.5 Balloting 
 
5.5.1 Joint Standards Balloting with Other Organizations (ASTM, AGA, GPA, ANSI) 
 
The Subcommittee on Measurement Quality (COMQ) is a joint committee with ASTM. All standards 
developed by COMQ that are to also be ASTM standards are balloted jointly with ASTM. Subsequent to 
approval of the draft following balloting within the joint SC using the procedure described in 5.5.2, it shall 
be submitted for ASTM D02 Main Committee ballot and ASTM Society Review according to ASTM 
procedures.  
 
The Subcommittee on Gas Fluids Measurement (COGFM) maintains several joint standards with the 
American Gas Association (AGA) and with the Gas Processors Association (GPA). These standards 
should be balloted through AGA and GPA simultaneously with the COGFM ballot.  
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Subcommittees wishing to initiate joint standards development work with other organizations should first 
contact API staff prior to starting work to ensure proper coordination between the organizations. 
 
Any MPMS standards submitted as a new, revised, reaffirmed or withdrawn American National Standards 
shall be submitted to the American National Standards Institute (ANSI) for listing in "Standards Action" for 
comment. Comments and objections resulting from interested parties shall be addressed in accordance 
with this section. 
 
5.5.2 Balloting Procedure 
 
See API Procedures for Standards Development for the API standards procedures, which include ballot 
and consensus requirements.  
 
5.5.3 Subcommittee Ballot 
 
5.5.3.1 General 
 
The final draft of the standard is forwarded by the working group chair, with the concurrence of the 
subcommittee chair, to the subcommittee secretary, specifying that the draft is ready for final ballot. 
 
The subcommittee secretary issues an electronic letter ballot on the draft document to all members of the 
appropriate subcommittee. Requirements of the API Procedures for Standards Development apply to the 
electronic balloting system. 
 
Once the subcommittee ballot has closed, the results are sent by the subcommittee secretary to the 
chairs of the subcommittee and appropriate working group. If no negative votes or comments have been 
submitted during the ballot, the results are sent for information only. If any negative votes or comments 
have been submitted, API staff is responsible for consideration and resolution of comments pertaining to 
API policies and procedures. The chair of the appropriate working group, in conjunction with the working 
group members, is responsible for the consideration and resolution of any other ballot comments. 
However, it is ultimately the appropriate subcommittee chair's responsibility to ensure that comments 
have been addressed satisfactorily in accordance with the API Procedures for Standards Development. 
 
All commenters shall be advised of the disposition of comments and objections in writing or through 
electronic communications. 
 
5.5.3.2 Recirculation 
 
Each unresolved objection and attempt at resolution, and any substantive change made in a proposed 
API standard shall be reported to the appropriate subcommittee in order to afford all voting members an 
opportunity to respond, reaffirm, or change their vote. 
 
5.5.3.3 Optional Reballot 
 
In some cases it may be desirable to reballot an entire document or reballot a portion of a document in 
lieu of recirculation (5.5.3.2). The decision to use the reballot option shall be made by the subcommittee 
chair in consultation with API staff. 
 
5.5.4 Appeals Procedure 
 
Any person having a material interest in an API standards action shall have the right to bring a timely 
appeal in accordance with the API Procedures for Standards Development. 
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5.5.5 Report of Final Ballot Results 
 
The subcommittee secretary shall report to the subcommittee the final results of the balloted standards 
including resolution of any comments or negatives. 

5.5.6 Joint Balloting of Multiple COPM Subcommittees 
 
In cases where joint balloting of multiple COPM subcommittees is determined to be appropriate because 
of the need to solicit input from multiple disciplines, the following procedures shall be followed: 

a. The lead subcommittee shall be identified at the initiation of the project and the associate 
subcommittee(s), whose input is also being sought, determined (see Annex E for assignments 
already made at the time of issuance of this edition of the COPM Policies and Procedures 
Manual). The lead subcommittee and any associate subcommittee(s) shall be clearly indicated as 
such on the Standards Resource Research and Request (SR3) form. 

b. A proposal (SR3) to develop a new standard or to revise an existing standard using joint 
committee balloting shall initially be considered within the lead subcommittee. If approved within 
the lead subcommittee, the proposal shall be subsequently considered within the associate 
subcommittee(s). Any cases of dispute as to the lead subcommittee shall be referred to COPM 
for adjudication where a decision will be made by majority vote. As with all SR3s, approval shall 
be given by COPM for progressing the project under joint subcommittee balloting before work on 
drafting or revising the standard commences. 

c. When the final draft of the standard is ready for final ballot, an electronic ballot will be initiated 
and distributed to all members of the lead and associate subcommittee(s). Voting on the joint 
ballot will be as follows: 

1. All voting members of the lead subcommittee shall vote. 

2. Where a voting member’s company on an associate subcommittee is NOT represented 
on the lead subcommittee, that member shall vote on the joint ballot. 

3. Where a voting member’s company on an associate subcommittee already has a voting 
representative on the lead subcommittee, the associate subcommittee member shall 
NOT vote on the joint ballot. In this case, the viewpoint of the associate subcommittee 
representative shall be directed through their voting representative of the lead 
subcommittee. 

Members who have representatives on the lead subcommittee and associate subcommittee(s) 
should coordinate the submission of comments via their lead subcommittee representative. 

d. Once the joint subcommittee ballot has closed, the chair of the lead subcommittee, in consultation 
with the chair(s) of the associate subcommittee(s), is responsible for ensuring that the disposition 
of ballot comments and any negative votes have been addressed satisfactorily in accordance with 
the API Procedures for standards Development. Any dispute between the chair of the lead 
subcommittee and the chair(s) of the associate subcommittee(s) as to the disposition of ballot 
comments and negative votes shall be referred to COPM for adjudication where a decision will be 
made by majority vote. 

 
5.6 Standards Documentation 
 
Documentation of origin, development and completion of each and every technical standard, including 
basic data correlation, equations, original field data, documentation (e.g., experimental, round robin data) 
or other technical material necessary to allow the documentation of a standard’s development, must be 
submitted to API staff for retention in the API standards documentation files in accordance with API 
Procedures for Standards Development. 
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5.7 National Adoption Procedure 
 
API groups that want to adopt an ISO standard for use as an API Standard should use the API Guide for 
the National Adoption of ISO Standards as API/American National Standards, in conjunction with ISO 
Guide 21, Regional or national adoption of International Standards and other International Deliverables 
Part 1: 2005, Adoption of International Standards, and Part 2: 2005, Adoption of International 
Deliverables other than International Standards.  If you have any questions, please contact API staff. 

 
Section 6 Budget Process 

 
6.1 General 
 
The funding of COPM-sponsored projects is provided within the API budget process on an annual basis. 
The COPM budget has two parts. The operating budget provides for operations including staff, office 
rental, travel, computer, and other support services. The second category covers the standards resource 
and research projects of COPM and its subcommittees. 
 
6.2 Operating Budget 
 
The operating budget is prepared and administered by the API Director, Standards Program, to provide 
the staff support required by COPM and in response to guidance from API Executive Staff. 
 
6.3 Resource and Research Budget 
 
6.3.1 General 
 
The first step of this part of the budget process is the definition of the research project objectives, content 
specialist/contracted expert or other resource assistance requirements, and the estimated costs by the 
COPM subcommittees. The project descriptions are then submitted to COPM for prioritization and 
approval in preparation for its consideration within the API Self-Supporting Program Budget, including 
seeking both internal and external funding support. After review and prioritization by COPM, it is 
submitted to the API Global Industry Services Committee (GISC) with other budget items from other API 
standards committees. The approved budget from GISC is then submitted to the API Management 
Committee's Budget Committee, who makes its recommendation to the Executive Committee. Ultimately, 
the API Board of Directors reviews the recommendation of the Executive Committee. The process begins 
in the spring of the year prior to expenditure and the API Board decides whether to accept the 
recommended budgets at its annual meeting. 
 
6.3.2 Initiation of the Budget Request 
 
The subcommittees of COPM are responsible for preparing and submitting budget proposals in January 
of the year prior to the expenditure. In practice, these budget proposals are prepared by the working 
groups for approval by the subcommittee and COPM at the Spring meetings.  
 
The appropriate section of the Standards Resource & Research Request Form (see Annex C) shall be 
used for submitting budget proposals. 
 
The strength of this document, its presentation, and support at the subsequent reviews will ultimately 
determine the success of the request. Highlighting the direct benefit to the API overall objectives helps to 
support approval, as does the identification of potential co-sponsors. 
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6.4 Schedule and Approval Requirements 
 
The agenda of the COPM Spring meeting includes the budget approval process, which is initiated by 
presentation of the funding requests previously approved by the subcommittees. Additionally, the COPM 
secretary defines the API's budget guidelines for the subsequent year and highlights any problems or 
strategies to be considered. The COPM membership reviews each funding request and participates in a 
process to determine project prioritization if necessary. 
 
The proposed budget items are next presented to the Global Industry Services Committee (GISC). If the 
GISC concurs, the budget items are combined with all others to form the API budget proposal for the 
following year. 
 
Review by the API Budget Committee begins in mid-July. By mid-September the budget is presented to 
the API Executive Committee for approval and presentation to the API Board of Directors for final 
approval at the API Annual Meeting.  
 
The budget, thus approved, applies to the fiscal year January 1 through December 31 of the following 
year.  
 
6.5 Funding and Management 
 
Once funding is approved, the sponsoring subcommittee is responsible for setting the scope and 
objectives and monitoring the progress of the research and special projects. Typically the members of the 
working group, the subcommittee, or both, review periodically with the research contractor(s), content 
specialist or contracted expert performing the work, and report to COPM on the status and progress. 
 
The administration of any contract is the responsibility of API staff and periodic reports to COPM are 
required (see Section 7.3).  
 
6.6 Reprogramming of Funds 
 
There are occasions where it will be necessary or advantageous to reprogram funds among or between 
projects within COPM. In this event, the evaluation and planning will be by API staff in consultation with 
the COPM Executive Committee for review and approval by COPM. 
 
 

Section 7 Outside Contractual Services 
 
7.1 General 
 
The Committee on Petroleum Measurement (COPM) frequently uses contract services to carry out 
well-defined studies or to obtain specific experimental data in support of approved activities, including 
preparation and support, new or updated standards. 
 
7.2 Introduction and Definitions 
 
The contracted services are in support of activities that cannot be undertaken directly by the 
subcommittee or working group members and where specific expertise is required. Typical examples are 
research, studies, or support services. 
 
Research projects are the most common and may involve the creation or analysis of large databases of 
experimental data in support of measurement needs. Examples are (1) the temperature and gravity 
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relationship for crude oils and products used to develop the revised Volume Correction Tables and (2) the 
10,000 data points collected during 1985 through 1988 to update the orifice meter equation. 
 
Studies involve the collection and analysis of data unavailable to members via any other method 
 
Services and consultants are used frequently as project managers, writers, editors, and to furnish 
analyses. 

7.3 Responsibilities 
 
Following the project and budget approval, the members of the subcommittee and the working group are 
responsible for the technical integrity of the contracted project. This may be accomplished by the 
appointment and operation of a project manager (or team) and a steering committee to provide guidance 
to API staff and review the results obtained. 
 
API staff is responsible for the preparation, with the assistance of the working group, of Requests For 
Proposals to solicit bids, and for negotiating contracts, financial control, contractor oversight and 
administration, progress reporting, and the other requirements of API financial policies. API staff has the 
fiduciary responsibility to its members and the goal of satisfying high standards of professionalism. 
 
7.4 Project Guidelines 
 
COPM members should consult with API staff regarding the chronological steps to be followed in 
planning and executing a project involving an outside contractor. 
 
Additionally, API financial policies establish procedures for preparation and approval of API contracts.  
 
7.5 Project Reporting 
 
The project management function includes the acquisition of cost and progress reports, adequate to 
ensure work performance, from the contractor and the transfer of this information to the steering 
committee, working group, subcommittee, and the Committee on Petroleum Measurement (COPM). API 
staff accomplishes this by acquiring appropriate data from the contractor as frequently as necessary. 
 
Specifically, the reporting of cost and progress milestones shall be a part of the subcommittee’s Spring 
and Fall reports (written and oral) to the Committee on Petroleum Measurement (COPM). The reporting 
shall address the status versus the targets, the successes, and the concerns, which may become 
significant at a later date. 
 
 

Section 8 Responses to Requests for Interpretation of API Standards 

8.1 Introduction 

Only API staff is authorized to issue interpretations. API staff shall issue interpretations in writing after 
consultation, if necessary, with the appropriate committee members and the API Office of the Chief Legal 
Officer in accordance with API Procedures for Standards Development. 

8.2 Definition of Interpretation 

For the purposes of this section and API Procedures for Standards Development, an interpretation is the 
answer to a question on the meaning of the standard. The answer to a question about the factual content 
of a standard is not an interpretation. 

Additionally, the term standard includes all API publications that are or have been designated standards, 
specifications, recommended practices, publications, guides, or manuals and which conform to API 
Procedures for Standards Development. 
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8.3 Policy on Interpretation 

All requests for interpretation shall be written and directed to API, Standards Department, who will 
coordinate and provide all responses. 

Completed interpretations will be sent to the inquirer and may be periodically published or made available 
electronically. 

 
Section 9 Membership 

 
9.1 Applicable Policies 
 
API corporate membership qualifications are defined in API's Charter and Bylaws. 
 
9.2 Requirements 
 
9.2.1 COPM Membership Requirements 
 
COPM members shall be employees of petroleum or petroleum pipeline companies that are corporate 
members of API, with membership limited to one representative per company, including its affiliates or 
subsidiaries, although others who bring special skills, experience, or viewpoints to the group may be 
appointed after consultation with API management. The members are actively involved in measurement 
and management roles for their companies. 
 
Their respective companies must endorse members of COPM, its standing subcommittees, and 
subordinate units and that endorsement is construed as a commitment of time necessary to carry out the 
duties of the appointment. 
 
9.2.2 Subcommittee Membership Requirements 
 
Subcommittee members shall be representatives of petroleum or petroleum pipeline companies, although 
others who bring special skills, experience, or viewpoints to the group may be appointed. While API 
membership is not a requirement for subcommittee membership, it is encouraged to strengthen 
governance and industry coordination. API seeks broad input to its standardization activities including the 
participation of individuals representing interest categories (see 9.2.6) appropriate to the nature of the 
standard, and attendance of all interested parties at meetings. In general, a balance of the various 
interest categories including operator-user, manufacturer-service supplier, and general interest should be 
sought. 
 
Where consultants are used to represent a company, the consultant shall disclose the organization 
whose interests they are representing. 
COPM subcommittees have a broad interdisciplinary membership from all sectors of the petroleum 
industry including users, suppliers, service organizations, and equipment manufacturers involved in 
measurement. Persons from state and federal agencies and from other API departments involved with 
the measurement requirements of the petroleum industry may also request participation. When the 
participation of people from these organizations would be important to the development of a standard, 
subcommittee chairs may appoint an advisory group to work with the appropriate working group in the 
preparation of a draft standard. This advisory group shall have the opportunity for fair and equitable 
participation in the standards development activity through meeting notice and attendance, and 
submission of coordinated and consolidated comments. The advisory group members, however, shall not 
have a vote so as to avoid the dominance of that single group over the interests of the industry users of 
the standard. 
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9.2.3 Subordinate Group Membership Requirements 
 
Membership on temporary subordinate units such as working groups, drafting groups, drafting groups for 
standards development, and task groups for special issues, may include all with capability for technical 
contributions. Since these groups tend to be limited in size, membership on these units shall take into 
consideration a balance between continuity and opportunities for member participation, special expertise, 
and interdisciplinary coordination. While API membership is not a requirement for membership, it is 
encouraged to strengthen governance and industry coordination. 
 
9.2.4 Subcommittee and Subordinate Group Chairs 
 
The chairs of subcommittees and all temporary subordinate groups (working, drafting, or task groups) 
shall be representatives of API member petroleum or petroleum pipeline companies unless the COPM 
Executive Committee approves an exception. 
 
Subordinate group chairs are ex-officio members of their parent committee. 
 
9.2.5 Alternates and Non-Voting Members 
 
Voting members may designate one alternate member from their company for each subcommittee. (Note: 
The alternate does not automatically succeed to subcommittee membership upon the voting member’s 
resignation.) Alternates shall be notified of all relevant letter ballots but shall not vote unless formally 
designated by the voting member. 
 
A company may permit several individuals to participate in committee activities. If a company already has 
designated a voting member for a subcommittee, the additional individuals shall be designated as non-
voting members. 
 
9.2.6 Interest Categories 
 
COPM interest categories are defined as follows: 
 
Operator-User 

A petroleum company, including those engaged in gathering and/or processing oil and/or natural gas, or a 
petroleum pipeline company. 
 
Manufacturer-Service Supplier 

• A company fabricating a product/equipment specified in the standard, or 
• an entity that is providing a service in compliance with the standard, such as a laboratory, 

inspection company, equipment calibration company, or 
 an entity engaged primarily in storing (i.e. terminal) or transportation (i.e. marine, rail and 

trucking) operations of oil and natural gas. 
 
General Interest 

A person, organization or other entity that is neither of the above but has a direct and material interest in 
the product, operation, or practice described in the standard. Typically this category includes consultants, 
regulatory bodies, government agencies, etc. 
 
NOTE A consultant is a subject matter expert under contract to an interested party other than API. 
 
9.2.7 Multiple Memberships, Liaison Members and Mailing Lists 
 
Multiple voting members from one company are not allowed on either COPM or its subcommittees. 
However, multiple memberships on subcommittee subordinate groups may be allowed.  
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Related organizations or governmental agencies may request liaison participation on COPM or its 
subcommittees and working groups. API will grant approval of such participation upon direction by the 
COPM Executive Committee or API staff. 
 
COPM, its subcommittees and other subordinate groups generally do not have mailing lists since 
membership is limited to active participants only. Members who act solely in a liaison capacity with other 
organizations or government agencies shall be given a liaison ranking on the roster. If mitigating 
circumstances exist, individuals may be added to the mailing list of a roster, but this is subject to the 
petitioner providing adequate justification to the chair of the appropriate group, and the chair and API 
staff's approval that such an addition is warranted. Mailing lists shall not be used in place of intra-
company correspondence, i.e. committee members should effectively liaise with others within their 
company/organization and forward any appropriate documentation that they receive from the API groups. 
It should be noted that a mailing list ranking on subordinate group will not allow access to the working 
area of that group on the COPM website (access is reserved for active participants only). 
 
9.3 Requests for Membership 
 
Requests for membership on COPM, its subcommittees, and subordinate groups shall be directed, in 
writing, to API staff and shall include the applicant's qualifications, direct and material interest in the 
committee's work, willingness to participate actively, and a commitment of time and resources to carry out 
the work of COPM. This information will be forwarded to the appropriate chair. 
 
Consideration for membership shall consist of the following: the need for active participation from each 
interest, the domination by a single interest category (see 9.2.6), the extent of interest by the applicant, 
and the reasonable limits for committee size. 
 
9.4 Removal from Membership 
 
Non-participating members of COPM, its subcommittees, and subordinate groups may be removed from 
membership by the appropriate chair for failure to participate in any three consecutive meetings and/or 
failure to otherwise contribute to the work of the group. For COPM and its subcommittees, the committee 
secretary will notify the nominating company that the member will be removed. If the company desires to 
continue to be represented, a new member should be nominated through their company COPM member 
or via a letter from their management to the committee secretary if there is no appropriate company 
representative serving on COPM. 
 
Subcommittee membership shall be terminated for failure to return subcommittee letter ballots. A review 
of its voting membership shall be conducted by every subcommittee, which shall then send warning 
letters of pending termination to those voting members who have failed to return the last two 
subcommittee letter ballots. 
 
In the absence of circumstances acceptable to the subcommittee’s Coordinating Committee or 
subcommittee chair, failure to return the next subcommittee letter ballot shall result in termination of 
subcommittee membership or suspension of voting status. Voting members or companies removed from 
the subcommittee for non-participation shall be required to petition the chair for reinstatement of their 
voting rights after waiting a period of no less than six months from the date that the privileges were 
withdrawn. 
 
A terminated member may appeal to the subcommittee’s coordinating committee, subcommittee chair, or 
the COPM Executive Committee. 
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9.5 Membership Rosters 
 
API staff maintains membership rosters of the committee, subcommittees, working groups, and task 
groups. It is the responsibility of the respective chairs to ensure that the lists include everyone and the 
responsibility of the member to ensure that the included information is correct and that staff is notified in 
writing of any errors and changes. 
 
Rosters can be viewed on the COPM website and can only be viewed by the members on that 
committee, subcommittee, or subordinate group. Login information can be obtained from API staff. 
 
9.6 Non-Committee Member Services 
 
Persons interested in the activities of the COPM subcommittees and working groups, who are not 
committee members (not listed on a committee roster), may receive meeting notices and attend meetings 
as observers. Draft documents and other working documents are not available under this service. Written 
request for access to these services shall be addressed to the API staff. 
 
9.7 Emeritus Membership on COPM Subcommittees 
 
In addition to the foregoing, individuals no longer sponsored by member companies may be granted 
emeritus membership by recommendation of the COPM Executive Committee and more than two-thirds 
vote by COPM. 
 
Qualified individuals are typically annuitants, who have been active within the industry, COPM, or 
subcommittees. Their special expertise is critical for the successful development of measurement 
standards, and they desire to actively participate with standard development at the subcommittee level. 
 
Individuals may be nominated from subcommittees, working or task groups. COPM members may also 
recommend individuals for emeritus membership through their subcommittee chair. The subcommittee’s 
Coordinating Committee will review and forward approved candidates to the COPM Executive Committee. 
The Executive Committee will consider the nominees and will forward the approved candidates for vote 
by COPM. 
 
COPM will normally vote on nominees at the Fall COPM meeting for membership in the following 
calendar year. No more than ten individuals may serve as emeritus members at the same time. 
 
Emeritus membership will be for a one-year period, reviewed annually, and may be reaffirmed by vote of 
COPM. 
 
An individual who has been accorded emeritus membership shall be exempt from paying meeting fees. 
He or she, however, shall bear all other ancillary costs associated with meeting attendance, such as 
hotel, travel, etc. 
 
An emeritus member shall be accorded subcommittee voting privileges under Section 10.5. An emeritus 
member must comply with all applicable rules and regulations of API. 
 
 

Section 10 Voting (Balloting) 
 
10.1 Balloting Requirements 
 
Requirements for balloting of standards are contained in the API Procedures for Standards Development. 
 



 

23 

10.2 Balloting Period 
 
The normal balloting period for letter ballots shall be six calendar weeks from the date of issue. At the 
chair's option, however, the initial ballot period may be lesser or greater, or extended to allow additional 
ballots to be received. 
 
Reminders to return ballots shall be sent, as appropriate, to committee members. 
 
10.3 Actions Requiring Approval by a Majority 
 
The following actions require approval by a majority of the voting membership of the committee or 
subcommittee either present at a meeting or by letter ballot: 

 Establishing a subgroup (such as a working group or task group), including its scope and duties. 
 Disbanding a subgroup. 
 Approval of a new work item. 
 Abandonment of a standards development project. 
 Approval of a budget item. 
 Approval of withdrawal of an existing standard. 

 
The following actions, by committee or subcommittee vote at a meeting, require approval by a majority of 
the voting members present: 

 Approval of minutes. 
 Authorization of a letter ballot. 

 
10.4 Actions Requiring Approval by Two-Thirds of Those Voting 
 
The following actions require either a letter ballot or an equivalent formal recorded vote with approval by 
at least a majority of the voting membership and at least two-thirds of those voting, excluding abstentions: 

 Adoption of committee procedures, or revisions thereof. 
 Approval of change of committee or subcommittee scope. 
 Approval of emeritus membership. 

 
10.5 Authorization of Letter Ballots 
 
A letter ballot may be authorized by any of the following: 

 Majority vote of those voting members present at a committee meeting. 
 The chair. 
 The COPM Executive Committee. 
 Petition of 30 % or more voting members of the committee or subcommittee. 

 
10.6 Voting and Non-Voting Members 
 
10.6.1 General 
 
Voting members of COPM are members representing companies with corporate API membership in 
accordance with Section 9.2. Non-voting members of COPM are those members serving because they 
are COPM subcommittee chairs for the same companies that already have a designated COPM voting 
representative. 
 
Companies or individuals that are members of a COPM subcommittee may request voting privileges 
within that subcommittee. A company shall provide API staff with a written notification of the designated 
voting member of a subcommittee. 
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Voting members of superior committees are deemed to have the authority to represent their company’s 
voting member in any matter before a committee subordinate to their voting membership. 
 
Non-voting members of COPM subcommittees are those company representatives or usually individuals 
appointed to participate because of special expertise such as government representatives or members of 
academia, as well as members representing other industry trade associations. 
 
All members appointed to serve on working groups have a vote (with a limit of one vote per company) for 
the purpose of addressing the recommendations for the resolution of negative votes on drafts of 
standards documents, and in recommending action items to the parent subcommittee, regardless of their 
company or individual API membership status, with the exception of those individuals participating on 
advisory groups appointed by the cognizant COPM subcommittee chair in accordance with Section 9. 
 
10.6.2 Vote of Alternate 
 
An alternate’s vote at a COPM meeting is counted only if the voting member is not present.  
 
10.6.3 Single Vote 
 
No member shall have more than one vote. If two or more organizations appoint the same person to 
represent each of them, however, that person may cast a separate vote for each organization 
represented. The organizations shall confirm in writing to the appropriate secretary that they are aware of 
and will accept the results. Additionally, representation of more than one organization by the same 
member shall require approval by a majority of the committee or subcommittee, excluding the vote of that 
member. 

Consultants representing another company’s interests in developing a standard may not vote on that 
standard if the represented company(s) also votes. 
 
 

Section 11 Procedures for Entry of New Issues for COPM Attention 
 
11.1 New Standards Development 
 
API members, or other interested individuals, may propose a new standard based on need or new 
technology. The proposals should be made in writing to API staff. Subcommittees or working groups may 
also develop proposals for new standards. In either case, the procedures given in Section 5 of this 
manual will be followed. Formal approval of the project by both the subcommittee and COPM is required. 
 
11.2 Requests for Revision of Published Standards 
 
A written request to the API staff with background and justification will be directed to the appropriate 
subcommittee for consideration and action. Formal approval of the project by both the subcommittee and 
COPM is required. 
 
11.3 Prioritization 
 
In order to use the resources of COPM and API staff efficiently, it is necessary to prioritize the 
development of new or revised standards, along with the current and ongoing projects. Prioritization is 
accomplished with periodic polling of COPM members. 
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Section 12 Awards 
 
12.1 Purpose 
 
Awards shall be made to recognize those individuals on COPM and its subcommittees who have made 
special contributions or who have provided distinguished service in the field of hydrocarbon 
measurement. Awards shall be made at COPM’s discretion during any regularly scheduled meeting of the 
committee, typically at the Spring meeting. 
 
12.2 Certificate of Appreciation 
 
12.2.1 Overview 
 
Certificates of appreciation may be given by COPM as API’s highest award for distinguished service on 
COPM or its subcommittees. The award shall be in the form of a certificate bearing the name of the 
recipient, a citation of the outstanding service rendered, and the signatures of the president and the 
secretary of API. 
 
12.2.2 Criteria for Awarding the Certificates of Appreciation 
 
To ensure that certificates of appreciation are meaningful, they should be awarded only after careful 
consideration of the contributions of the proposed recipient. The limit for COPM awards shall normally be 
one or two per year, with no obligation to make an annual award. 
 
Preference should be given to active committee members. Prospective recipients of an award should be 
nominated each year. Nominations should not be held over from year to year. 
 
The award should be given for continued, dedicated, and effective service to COPM or for the recognition 
of some specific, outstanding performance over a shorter period of time. The purpose of the certificate is 
to recognize distinguished service and is not to be interpreted as an award for routine performance. 

12.2.3 Nominating Potential Award Recipients 
 
Members of COPM and its subcommittees may nominate members for awards to the respective 
Coordinating Committee or directly to the COPM Executive Committee. The Executive Committee, in its 
capacity as an awards committee, shall consider all nominations. 
 
12.3 Citation for Service 
 
12.3.1 Overview 
 
The COPM Executive Committee may award a certificate of service to committee members and others in 
recognition of special contributions. The award shall be in the form of a certificate bearing the name of the 
recipient, a citation of the special contribution, and the signature of the chair of COPM. 
 
12.3.2 Criteria for Awarding Citation for Service 
 
The award is given to those members who have made significant contributions to COPM or its 
subcommittees. 
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12.3.3 Nominating Potential Award Recipients 
 
COPM members and subcommittee chairs may make nominations to the COPM Executive Committee. 
The COPM Executive Committee will then select and approve the nominees to receive the award. 
 
12.4 Chester W. Ochsner Mentor Award 
 
12.4.1 Criteria for the Chester W. Ochsner Mentor Award 
 
The Chester W. Ochsner Mentor Award is given to individuals who have made significant contributions to 
the work of COPM, while not serving in a committee, subcommittee, or task or working group leadership 
position. 
 
This individual is willing to share his/her knowledge with and mentor new members of COPM in an 
unbiased way to help them understand the principles behind measurement. 
 
The award need not be given every year. It consists of a certificate signed by the COPM chair. 
 
12.4.2 Procedure for Nominating Potential Award Recipients  
 
COPM and its subcommittees may nominate members for consideration for the Chester W. Ochsner 
Mentor Award to the COPM Executive Committee. All nominations are subject to approval by the 
Executive Committee, in its capacity as an awards committee. 
 
12.5 COPM New Member Impact Award 
 
12.5.1 Criteria for the API New Member Impact Award 
 
The API New Member Impact Award recognizes those individuals who have five years or fewer years of 
service and have made significant contributions to COPM and its subcommittees during the past year.  
 
The API New Member Impact award is given in recognition of special/significant contributions as new 
members of standards subcommittees, working or drafting groups, or vendor/manufacturer advisory 
groups. 
 
12.5.2 Procedure for Nominating Potential Award Recipients  
 
Nominations for the award are accepted from active COPM members and subcommittee chairs. Up to 
seven (7) final nominees can be chosen to receive the API New Member Impact Award. Nominations 
must be made in writing using the official nomination form. The COPM Executive Committee will review 
all entries and select and approve the nominees to receive the award. 



 

27 

Annex A 
(informative) 

 
API Mission 

 
To promote safety across the industry globally and to influence public policy in support of a strong, viable 
U.S. oil and natural gas industry. 
 
As the U.S. oil and natural gas industry’s primary trade association, API: 
 

 Engages in federal and state legislative and regulatory advice that is based on scientific research; 
technical, legal and economic analysis; and public issues communication.  

 
 Provides an industry forum to develop consensus policies and collective action on issues 

impacting its members.  
 
 Works collaboratively with all industry oil and gas associations, and other organizations, to 

enhance industry unity and effective in its advocacy.  
 
API also provides the opportunity for standards development, technical cooperation and other activities to 
improve the industry’s competitiveness through sponsorship of self-supporting programs. 
 

 



Annex B 
(informative) 

 
Formats/Templates for Agendas and Minutes, 

Subcommittee Chairs Reports to COPM 
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Form B.1—Meeting Agenda Template 

 
 

AGENDA 
 

API Committee Name 
Work/Task/Draft/Ad hoc/ Group Name 

Location or Virtual Meeting 
 

Date 
Time of meeting 

 
Chair of Meeting 

 
 
1. Opening and introductions Speaker 

2. Appointment of minutes writer (if no permanent secretary) Speaker 

3. Antitrust compliance reminder Speaker 

4. Review and approval of the agenda Speaker 

5. Review and approval of minutes from last meeting Speaker 

6. Officer changes Speaker 

7. Status of projects Speaker 

8. Old business Speaker 

9. New business Speaker 

10. Date of next meeting Speaker 

11. Adjournment Speaker 

 
 
 
 
 
 
 
 
Note: API standards meetings are open to all interested parties. By participating in the standardization process you 
agree: (1) to fully comply with API's policies and procedures governing standards and antitrust concerns, (2) that 
once balloted and approved by API, API shall have a non-exclusive, perpetual, royalty-free worldwide license to use 
any materials submitted by the participant for use in the standard, including creation of any derivative works, (3) you 
will not provide any material that will violate the rights of any third parties including, but not limited to, patents, 
copyrights, trade secrets, and trademarks, (4) to disclose the existence of any patented technologies in the material 
that you provide, and (5) you will not make audio or video recordings of API meetings without the express written 
consent of all persons being recorded. 
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Form B.2—Meeting Minutes Template 
 
 

Meeting Minutes 

API Committee of Petroleum Measurement (COPM) 

[SC] WG/TG/DG on <Meeting Name/Chapter Reference> 

<Date> 

 
Location or virtual meeting:  
 
Attendees:  
See the sign-in sheet, or 

Members: 
<Name of person> <Company> 

Guests: 
<Name of person> <Company> 

 
Minutes: 

Agenda Topic Discussion Action 

Roll call   

Decide who will write the 
minutes (if the group does not 
have a permanent secretary) 

  

Antitrust compliance reminder   

Review of agenda   

Review of minutes from last 
meeting 

  

Other issues and topics of 
meeting 

  

…   

…   

…   

…   

…   

Old business   

New business   

Date of next meeting   

Adjournment   
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Form B.3—Subcommittee Chair’s Report 
to COPM Executive and COPM 

 
Subcommittee Name:              

Date: DD/MM/YYYY. 

A) Membership/Attendance  

1) No. of Voters Present/Total No. of Voting Members:   

Quorum: ☐ 

Total Attendance (members + visitors) at meeting:   

 

B) Standard Status 

1) Standards/Addenda/Technical Reports published since last meeting:  

 

2) Standards Maintenance [report at both Exec and COPM] 

i) Standards to be maintained under Stabilized Maintenance: List standard title and 

designation. 

ii) Standards proposed for withdrawal: List standard title and designation. 

 

C) Items for Exec/COPM Action 

1) SR3 Report to Exec 

i) No. of SR3s (>3 yrs old) being resubmitted:  

ii) No. of new SR3s being presented:  

iii) No. of Extensions being requested:  

 

2) SR3 Report to COPM 

i) List designation and title of SR3s (>3 yrs old) being resubmitted:  

ii) List designation and title of new SR3 being presented:  

iii) List designation and title of SR3s being submitted that require immediate approval by COPM 

at the Spring/Fall meeting:  

iv) List designation and title of any extensions being requested:  

 

 

 

 

*Bold items to be reported to COPM Executive Committee only 
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D) Subcommittee/Work Group Leadership 

1) Officer nominations requiring Exec approval:  

 

2) Approved officer nominations: 

 

E) Informational Items 

1) Budget Status (Do not report to COPM): 

2) Major concerns (only include sensitive issues that potentially cross subcommittee scopes or 
could be of significant interest to COPM):  

3) Information on active projects (only key projects with approved SR3s):  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Bold items to be reported to COPM Executive Committee only 
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Annex C 
(normative) 

 
 

 
        File Name:  

 

Standards Resource & Research Request (SR3) Form 
Committee on Petroleum Measurement 

 
 

 Document Information 

Standard Designation:  

Title:  

Edition:  

Budget Year:    

Committee/Subcommittee: 
(check all that apply if a joint project) 

 COPM   CELE   COLM   COGFM   NLDC 

 CPMA   COMA   COMQ   COMET    

Priority Matrix Ranking:   
(to be completed by API Staff)  

Priority 1 
(Rank 10-15)  

Priority 2 
(Rank 7-9)  

Priority 3 
(Rank ≤6) 

UN Sustainable Development Goal 
(to be completed by API Staff) 

 
#7 Access to 
Energy  

#8 Economic 
Growth  

#9 Resilient 
Infrastructure  Other 

API Energy Excellence Program  
(to be completed by API Staff) 

 Yes  No 
 

Proposed Action: 
 New Standard  Revise Current Standard 

 Withdraw Current Standard  Research Only 

Proposed Funding Type:  Budget Request  Special Solicitation 

Total Funding Request (Parts A & B): $  

Name of Submitter(s):  

Date:  

 

Part A – Resource Plan 

I. Background and Information: 

1. Explain the business need for the proposed action.  Indicate potential cost savings to industry where possible. 

 
 

2. What is the scope of the standard? 

 
 

3. Is this standard on the work program of another standards development organization (SDO)? 

Yes   No  
 

If yes, specify SDO and standard designation/project title/contact 
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            File Name:  

 

Standards Resource & Research Request (SR3) Form 
Committee on Petroleum Measurement 

 
 

 

If yes, is the work being coordinated with the appropriate group? Are there special circumstances that would justify 
independent API initiation of the proposed action? 

 
 

4. Are a volunteer chair and group of experts available to perform the proposed action? 
Please include names and company affiliation and indicate chair, if available. 

 
 

5. Is there a need to commit resources to supplement the development of the draft?  Would a paid content specialist accelerate 
progress on the development/revision? Is there a readily available content specialist? 

 
 

6. Are there special format requirements for final document, i.e. knowledge of ISO template required), significant graphics, 
photos or equations) required that would need extraordinary resources? 

Yes   No  
 

If Yes, please provide details:  
 

 
7. Please provide any other information that is pertinent to the proposed action. 

 
 

8. What are the implications of not initiating the proposed action?  Include potential safety, reliability, environmental and financial 
impacts that may arise.  

 
 

9. Is there research proposed to accomplish the proposed action? 

Yes   No  
If yes, complete Part B of this form. 

 

II. Project Timing 

Proposed start date:  
Proposed date draft will be ready for 
letter ballot: 

 

TG/WG: (estimated number 
of volunteers needed)  

Content Management:  
($ amount "if needed" or volunteer)  
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            File Name:  

 
 

Standards Resource & Research Request (SR3) Form 
Committee on Petroleum Measurement 

 
 

 

PART B – Research Plan 

I. Background and Information 

1. Proposed Research Title: 

 
 

2. Proposed Project Scope: 

 
 

3. Research Amount: 

$  
 

4. What is the business need for the proposed research? 

 
 

5. Is the proposed research edition-specific for a single standard or will it result in technology enhancement for multiple 
standards? 

Yes   No  
If multiple standards, please cite the standards effected: 
 

6. Research Timing: 

 Research is necessary prior to scheduled revision.  Research can be done concurrent with revision. 
 

7. How does the research support the proposed action identified in Part A? 

 
 

8. Is a joint industry project (JIP) a possibility? 
Yes   No  
If Yes, with whom?  
 

9. Are there opportunities for leveraged research with other organizations? 
Yes   No  
What organizations?  
 

10. What are the implications of not performing the proposed research? 

 
 

 



 

35 

 
              File Name:  

 
 

Standards Resource & Research Request (SR3) Form 
Committee on Petroleum Measurement 

 
 

 

 
II. Dates and Funding: 

Estimated 
Completion Date 

Prior Research 
Funding Requested 

Anticipated Future Research Funding Needs 

 $  Year 2: $  Year 3: $  Year 4: $  

 

 PART C – Proposal Feedback/Approval Information    For API Use ONLY 

SC comments to Proposer/WG:  

Date approved by subcommittee:  

COPM comments:  

Date approved by COPM:  

Date entered into API Publications DB:  
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Annex D 
(informative) 

 
Working and Subordinate Group Guidelines 

 
D.1 Working Groups 
 
D.1.1 Overview 
 
Conceptually, a working group shall be formed to cover the scope of each standard of the API Manual of Petroleum 
Measurement. Some standards may not require a standing working group and others may require several drafting 
groups to adequately cover and manage the efforts necessary in writing, balloting, and maintenance of the 
standards. The subcommittee chair is responsible for managing these issues.  
 
D.1.2 Composition 
 
Subordinate groups are a hierarchy of groups reporting to the subcommittees and consist of working, drafting or 
task groups. They should achieve a balance in representation among API member companies and other interested 
parties and be no larger than necessary to accomplish the needs. Membership requirements are defined in Section 
9. Membership of the working, drafting or task groups should be limited to active participants only.  
 
It is within the subordinate group chair's prerogative to form a Vendor-Manufacturer Advisory Group if it is 
considered advantageous for input to, and review of, a document. Development of such a group must include the 
concurrence of the subcommittee chair and the benefit of his or her guidance. Some subjects are impacted greatly 
by available or developing equipment. In these cases it is important to include information from the suppliers at an 
early stage in the development of a document. This determination should be made early. 
 
If needed, an advisory group roster should be structured with consideration for: 1) the task and composition of the 
subordinate group, and 2) the number of interested vendors and manufacturers. If a large number of advisory 
members are needed, the group should be structured to include a small delegation to act as spokesmen with the 
drafting or working group and to minimize the number of persons attending each meeting. The advisory group shall 
not have a vote on working or drafting group issues. 
 
D.1.3 Time Commitment by Members 
 
Subordinate group members are expected to actively participate in subordinate group activities. It is the 
responsibility of subordinate group members to obtain the approval of their company COPM member and/or 
management with respect to necessary time/financial commitments. The subordinate group chair may assist in this 
regard. 
 
D.1.4 Subordinate Group Officers 
 
D.1.4.1 Chair 
 
The subordinate group chair is appointed by the subcommittee chair within the guidelines of this COPM Policies 
and Procedures Manual. The chair is the single most important factor in the success of the subordinate group and, 
therefore, this selection should be given careful consideration. It is recommended that the same individual is NOT 
appointed as chair of multiple subordinate groups. 
 
The chair is responsible for acquiring members willing to devote sufficient time, forming the necessary drafting and 
task groups, scheduling meetings as required, maintaining records, and reporting to the subcommittee on a semi-
annual basis.  
 
The subordinate group chair shall report all significant actions to the subcommittee chair to ensure a continual 
awareness of the work and its progress. 
 
Refer to Section 2.5.1 for appointment of drafting and task group chairs. 
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D.1.4.2 Vice-Chair 
 
The subordinate group chair, with the approval of the subcommittee chair, may appoint a vice-chair to preside at 
meetings in the absence of the chair. The vice-chair shall have the same general qualifications and be subject to 
the same requirements as the chair. 
 
D.1.4.3 Secretary 
 
The subordinate group chair may appoint a secretary to record and finalize the meeting minutes and maintain the 
record of attendance. 
 
D.2 Subordinate Group Meetings 
 
D.2.1 Meeting Management 
 
All meetings should be managed using the Robert's Rules of Order and it is imperative that the chairs of any group 
become educated and comfortable routinely using these principles.  
 
D.2.2 Frequency of Meetings 
 
The subordinate group chair sets the time, duration, place, and frequency of meetings in consultation with API staff 
and with the concurrence of the parent group chair. 
 
To expedite the development of standards, subordinate group chairs are encouraged to conduct subordinate group 
business between biennial subcommittee meetings. Business may be conducted by conference call, web meetings, 
through e-mail correspondence, or by holding an interim meeting (when necessary and acceptable to appropriate 
members). 
 
API staff at the request of the subordinate group chair shall issue a written announcement for each meeting. The 
relevant subcommittee chair and API staff shall be advised of all meetings. 
 
D.2.3 Attendance 
 
It is the chair’s responsibility to encourage subordinate group members to participate to the extent possible. API 
staff, the subcommittee chair, and other subordinate group members may be requested to assist in this effort. 
 
Attendance (including name, company, and contact information) shall be taken at all meetings and shall be 
provided to API staff immediately following a meeting. 
 
D.2.4 Agenda 
 
An agenda for the subordinate group shall be prepared by the chair and distributed by API staff to all members prior 
to the meeting. Publishing an agenda ensures that all planned subjects are covered and that the meeting is run 
efficiently. (See Annex B, Form B.1.) 
 
D.2.5 Minutes 
 
Minutes are subject to review and approval by the subordinate group chair. The minutes are forwarded to the 
subcommittee chair for information and to API staff for review, issue, and posting on the subordinate group web 
page (if there is one) or distribution via e-mail to the roster. As a minimum, the minutes shall include a list of 
attendees (see D.2.3), all items on which affirmative action is taken, and an account of the disposition of all agenda 
items. Actions relating to the development of recommendations for resolution of negative ballot issues shall be 
clearly recorded. Minutes of ALL meetings (including ad hoc groups and coordinating committees) should be 
submitted to API staff within 6 weeks of the meeting. (See Annex B Form B.2.) 
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D.2.6 Rosters 
 
The subordinate group chair is responsible for developing the initial roster(s) with names, companies, addresses 
(physical and electronic), and telephone numbers for submittal to API staff for distribution and maintenance. The 
subordinate group chair makes revisions to the roster(s) with subsequent notification to API  staff. 
 
Rosters can be viewed by subordinate group members only on the API website. Login information can be obtained 
from API staff. 
 
D.2.7 Meeting Guidelines 
 

a. Keep to the subject. Limit discussion to issues, which are within the scope of the specific standard. Do not 
discuss or attempt to include topics, which are in or belong in other API standards. 

b. Seek consensus. Consensus is an agreement, which may be not totally satisfying to all parties but rather 
one which the parties can accept. 

c. Discussion of an issue should end when the discussion is clearly repeating itself and the arguments are 
being restated without the addition of new information or insight. Terminate the discussion with a vote. 
Once a topic has been voted upon, it should be considered closed. Do not revisit or rehash items that have 
been voted upon and closed. (Thus, minutes of past meetings become valuable and important.) 

d. Do not dwell on editorial or grammatical concerns. API editorial staff is responsible for this function. A draft 
should be technically accurate and written in understandable, clear language. Do not spend valuable time 
on editorial matters. 

e. Represent the best practical interests of the industry. API committee and subordinate group meetings are 
not forums for commercial/economic discussions, voicing personal prejudices or displaying grievances 
between companies. 

f. Ensure appropriate information can be reviewed by the group and guests. 
 
D.3 New Project Justification 
 
After the subcommittee has identified a work item, a working group or task group is formed to perform the following 
actions: See Figure D.1. 
 

a. Define the objectives. Make these written objectives as specific as possible. 

b. Define the scope and purpose of the standard. 

c. Brainstorming–anticipate questions to be asked during the approval process. 

d. Review existing information and all possible aspects of the issue. 

e. Identify issues where consideration by other API committees should be requested (i.e. safety, health, 
environmental, legal). 

f. Develop an outline of the proposed standard. 

g. Develop a schedule. Identify specific milestones and the dates by which they will be accomplished. 

h. Prepare the Standards Resource & Research Request Form (see Annex C). 
 
Once the working group or task group has completed the above, these are submitted to the subcommittee and 
COPM for approval. The working group shall not proceed with the development of the standard until COPM 
approval is obtained. 
 
D.4 Draft Standard Preparation by Working Group 
 
D.4.1 General 
 
After the project has been approved by the subcommittee and COPM (see Figure D.1), the working group proceeds 
with the development of the standard. 
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Drafting standards generally follows the following sequence. Deviations should be discussed with and approved by 
the subcommittee chair.  
 
D.4.2 Work assignments 
 
The working group chair should identify specific tasks and assign them to individual working group members or 
drafting groups on an as-needed basis. These tasks might include drafting sections of the document, research, or 
other tasks as may be identified. Drafting groups or working group members with special assignments report 
directly to the working group chair. 
 
The format [API or ASTM (in the case of joint standards)] of a standard should be specified early in the project so 
that all drafters can work toward the desired end product format. Format instructions are available in the API 
Document Formatting and Style Manual.  
 
Please contact API staff for existing electronic files when revising existing standards. 
 
D.4.3 Review and revise drafts 
 
As drafts are prepared for various sections of the standard, they should be compiled together into one document. 
Initial and subsequent drafts should be distributed to working or drafting group members prior to the next scheduled 
meeting. 
 
Working group votes on drafts shall be decided by majority vote (50 % plus one vote) of members present at the 
meetings or by letter ballots as appropriate.  
 
Note: The chair may protect his impartial position by exercising his voting right only when his vote would affect the 
outcome, in which case he can either vote or abstain. If he or she abstains, he or she simply announces the result 
with no mention of his/her own vote.  
 
If there is an issue on which there is not substantial agreement, the chair should ballot the working group members 
to determine, by majority vote, the wording of the final working group draft. 
 
At the completion of the drafting effort, when the working group and the chair believe the document to be ready for 
ballot, the completed full draft shall be reviewed by the working group members to confirm their acceptance and its 
readiness for the upcoming review by the subcommittee, COPM, and other standards bodies (ASTM, EI, AGA, etc.) 
via the ballot process. The ballot review is an extensive effort, exceeding the working group’s effort in most cases, 
and must not be initiated prematurely. 
 
D.4.4 Subcommittee and COPM Ballot 
 
The final draft is assembled by the working group secretary or chair and forwarded to the subcommittee secretary 
for letter ballot and approval by the subcommittee. 
 
D.4.5 Editorial Group Membership 
 
At this stage, it is possible to reduce the working or drafting group to a smaller editorial group, which can carry out 
the remaining editorial support. Responsibilities include reviewing the edited materials for technical clarity, 
consistency with Sections D.5.1, D.5.2, and D.5.3, and the full review of the API-edited manuscript prior to 
publication. It is recommended that membership consist of two (and no more than three) people, and that the 
working group, or drafting group, chair be included. 
 
D.5 Submission of Final Draft to API Staff for Editing and Production 
 
D.5.1 Submission of Manuscript for Editing and Production 
 
After the subcommittee chair signs off on the document the working group chair forwards the standard to the 
subcommittee Secretary for publication. 
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Before submitting a manuscript to the editorial staff for editing and production, the working group chair must ensure 
that the manuscript is complete and that all changes resulting from the balloting process and other reviews have 
been incorporated. All tables and annexes must be included, as should the artwork files for all figures. The editorial 
staff has been directed not to accept incomplete manuscripts for editing. 
 
The submittal of the final version of a new publication shall be in electronic format. 
 
D.5.2 Guidelines for Submitting API Technical Publications  
 
Please see API Document Format and Style Manual for details. 
 
D.5.2 Review of Edited Manuscript 
 
The review of the edited manuscript requires a substantial commitment of time and effort by the editorial group 
reviewer(s). The responsible staff member sends copies of the edited manuscript to the appropriate editorial group 
members, who must then compare the edited draft, word for word, with the draft submitted for editing. All editorial 
changes should be reviewed, and the reviewer should clearly mark any revisions directly on the edited draft. 
Retyping all or part of the edited manuscript impedes the production process because the editor must read all of the 
retyped material to determine what changes have been made. General instructions such as “reinstate original 
wording” also slow the production process because they do not provide the editor with specific information. The 
reviewers should answer all of the editor’s queries and should furnish any additional information requested by the 
editor. When the editorial group review is complete, the marked-up edited manuscript is returned to the responsible 
API staff member. 
 
Manuscript review is the final time for reviewers to make any corrections. Changes at subsequent production 
stages lead to delays and added production costs. 
 
D.5.3 Review of Corrected Proofs and Artwork 
 
The responsible API staff member shall send copies of the corrected proofs to the designated editorial group 
reviewer, who must then compare the proofs, word for word, with the marked-up edited manuscript. The reviewer 
should clearly mark any changes directly on the proofs. This is the last opportunity to review the document before it 
is published, so the reviewer must be satisfied that the document is correct and complete when the proofs are 
returned to the responsible staff member. To avoid delays in the production process, the reviewer should be given 
a target date for return of the marked-up proofs. 
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Figure D.1—Overview of the Standards Development Process 
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Annex E 
(informative) 

 
Joint Balloting of Multiple COPM Subcommittees 

 
 

Table E.1 — Lead and Associate Subcommittees 
 

 MPMS  Title  Lead SC 
Associate 

SC 
Comments 

Chapter 18.1  Measurement Procedures for Crude 
Oil Gathered From Small Tanks by 
Truck 

COMQ  COLM 

Chapter 18.2 Custody Transfer of Crude Oil from 
Lease Tanks Using Alternate 
Measurement Methods 

COMQ COLM 
 

 



 

 

 


