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This document contains the Working Procedures adopted by the ISO/TMB to be followed when
deciding on questions related to the technical work of ISO. It is available to all ISO member bodies
and ISO committees with a view to providing further information on the work of the ISO/TMB. The
Terms of Reference of the ISO/TMB are included in the ISO Rules of Procedure.
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1. Guiding principles of the ISO/TMB

In the spirit of providing helpful assistance at either the international or national levels, individual
ISO/TMB members may be actively engaged and responsive at meetings and via
correspondence to inquiries and may provide helpful input related to the ISO/IEC Directives and
their interpretation, practical guidance on ISO committee operations, ISO/TMB decisions and/or
their rationale, subject to all ISO/TMB members being committed to the following principles:

¢ In relation to ISO/TMB decisions and their rationale or the ISO/IEC Directives and their
interpretation, ISO/TMB members should only express collective ISO/TMB decisions and
rationale to the best of their understanding and should not convey their personal and individual
positions and views on such matters.

¢ In case of doubt on an ISO/TMB decision and its rationale or the interpretation of a provision
of the ISO/IEC Directives, individual ISO/TMB members should seek confirmation and clarity
by consulting other ISO/TMB members and the ISO/TMB Secretary.

e Individual ISO/TMB members should not comment authoritatively on behalf of the ISO/TMB
on any issue that has not been the subject of discussion and agreement within the ISO/TMB.

e Speculation on how the ISO/TMB might address an issue that has not been discussed or
decided to date should be avoided to the extent possible. It may be possible to provide such
speculation only if there is clearly a past ISO/TMB precedent with similar dynamics that could
support such speculation. In addition, it must be clearly communicated that such speculation
is just that and not a definitive ISO/TMB response.

¢ In relation to providing practical suggestions or guidance on aspects of ISO committee
operations, individual ISO/TMB members should make it clear that their interventions are
provided from their individual experience and do not represent a suggestion based on
ISO/TMB discussion and decision.

e When necessary, ISO/TMB members are strongly encouraged to inform parties at the
international or national levels that they would be willing to facilitate bringing issues to the
ISO/TMB as a whole for discussion and decision to provide the best service to those parties.

2. ISO/TMB meetings

ISO/TMB members shall be actively engaged and responsive at meetings and via
correspondence.

2.1.1SO/TMB F2F meetings

e |ISO/TMB holds three annual F2F meetings, with the Q1 meeting usually held outside
Geneva, Q2 in Geneva, and Q3 during the Annual Meeting.

e Dates and places of meetings shall be determined by the ISO/TMB, either at a meeting or
by correspondence.

e The notice of the meeting and the draft TMB meeting agenda shall be sent to ISO/TMB
members seven weeks before the meeting.

o The necessary relevant working documents shall be circulated by the ISO/TMB Secretary
to the members of the ISO/TMB at least four weeks prior to the meeting.

¢ TMB Resolutions are published as soon as possible once the meeting has concluded.
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The unconfirmed minutes are circulated to the TMB for a two-week commenting period.
Based on the comments received, the minutes are then revised and recirculated as
confirmed minutes for a further week to allow the possibility for any final objections, before
they are published.

ISO/TMB meetings are reserved for ISO/TMB members elected according to the ISO
Rules of Procedure. Clause 15.11 of the ISO Rules of Procedure provides further
information on representation. The appointment of session representatives by ISO/TMB
members is not permitted.

Mandatory in-person attendance at ISO/TMB meetings is outlined in Clause 15.12 of the
ISO Rules of Procedure, which also details the rule for missed attendance.

Virtual participation shall be possible in exceptional, duly justified cases, at the Chair’s
discretion.

Participation of persons other than members of the ISO/TMB at a ISO/TMB meeting shall
be requested in writing and approved by the Chair prior to the meeting. For example,
group leaders could participate by presenting the results of their group’s report.

The following is a list of criteria for holding ISO/TMB meetings outside Geneva excluding any
meetings held concurrently with the ISO Annual Meeting:

2.2

A demonstrated need or opportunity exists for ISO/TMB members to lead/participate in
valuable activities (e.g. training/seminars) being held in conjunction with or at the margins
of the proposed ISO/TMB meeting.

Significant relevant conferences are being convened at a similar time and location as
ISO/TMB meetings.

Events planned in conjunction with or at the margins of the meeting fully support
developing countries capacity building in standards development activities.

That the collective costs of holding the meeting outside Geneva are not significantly
higher.

That a ISO/TMB meeting has not been held in that location/country in the last 5 years.
.ISO/TMB exceptional virtual meetings (with decision-making)

The ISO/TMB may hold exceptional virtual meetings with decision-making. The purpose
of these exceptional virtual meetings is to respond to evolving needs and to ensure
business continuity. The discretion to do so lies with the Chair in consultation with the
ISO/TMB Secretary and considering possible recommendations from ISO/TMB members.
Full participation and attendance is expected as for the ISO/TMB F2F meetings, although
the rule for missed attendance specified in Clause 15.12 does not apply due to the short

notice.

Positions submitted via correspondence ahead of the meeting will be accepted.
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2.3

2.4

*

ISO/TMB exceptional virtual meetings with decision-making are reserved for ISO/TMB
members elected according to the 1ISO Rules of Procedure. The appointment of session
representatives by ISO/TMB members is not permitted.

The ISO/TMB Secretary shall circulate the notice of the meeting, the agenda, and any
necessary relevant documents to the members of the ISO/TMB. Given the exceptional
circumstances, the necessary relevant documents should be circulated ideally 1-week
prior to the virtual meeting.

The ISO/TMB may elect to ratify the decisions reached during the exceptional virtual
meeting through an abbreviated ISO/TMB ballot. The duration of the ballot shall be
determined and agreed upon during the meeting.

.ISO/TMB virtual meetings (informative nature)

The ISO/TMB may hold virtual meetings of an informative nature to advance on its Work
Programme.

Virtual meetings of an informative nature without decision-making shall be called as
needed at the discretion of the Chair in consultation with the ISO/TMB Secretary and
considering possible recommendations from ISO/TMB members.

The full participation and attendance are expected, although the rule for missed
attendance specified in Clause 15.12 does not apply due to the informative nature. The
appointment of session representatives by ISO/TMB members is permitted.

Feedback submitted via correspondence ahead of the meeting will be accepted.

The ISO/TMB Secretary shall circulate the notice of the meeting, the agenda, and any
necessary relevant documents to the members of the ISO/TMB. Given the informative
nature, the necessary relevant documents should be circulated ideally 2-week prior to the
virtual meeting.

ISO/TMB virtual meetings of an informative nature should be limited in time, with a
duration in the order of 90-120 minutes.

.Joint TMB/SMB meetings

Joint TMB/SMB meetings are held in accordance with the rules and procedures outlined
in the TMB/SMB Strategic Partnership Final Report.

3. ISO/TMB decisions

3.1

.ISO/TMB decision at F2F meetings or exceptional virtual meetings

For decisions that are taken in an ISO/TMB meeting, every effort shall be made to reach
consensus.

In exceptional circumstances, the Chair may conduct a vote during the meeting to gauge
the positions of the entire board.
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3.2

3.3

4. Mo

.ISO/TMB decisions by correspondence

When matters are referred to the ISO/TMB for decision by correspondence, the voting
shall terminate on the expiration of a period of four weeks.

In exceptional circumstances, the voting period may be reduced at the discretion of the
Chair in consultation with the ISO/TMB Secretary and considering possible
recommendations from ISO/TMB members.

ISO/TMB members have the obligation to cast a vote on all questions formally submitted
to the ISO/TMB for approval by correspondence. Abstentions for votes by correspondence
shall not be permitted.

When an ISO/TMB vote by correspondence takes place during the last four weeks of the
year, ISO/TMB members whose term of office expires on 31 December are authorized to
send in their votes after that date, within the voting period.

If an ISO/TMB member is replaced, the CEO of the member body shall cast the votes
during the interim period before the confirmation of the new ISO/TMB member by
CSC/NOM.

For proposals seeking a YES/NO response, approval requires at least two-thirds YES
votes of the total votes cast.

For proposals with multiple alternatives, the alternative with the highest number of votes
is approved. In case of a high number of alternatives (e.g. more than 3), and where there
is no clear consensus, the ISO/TMB Chair may decide to organize a two-round vote,
where the result of the first round would select the two contenders for the second round.
In the case of a tie, the ISO/TMB Chair will decide which one is approved.

Votes by correspondence will not be counted after the official closure of the voting period.

A member of the ISO/TMB may request that the matter be deferred to the next ISO/TMB
meeting in exceptional cases for non-administrative matters. ISO/TMB members have a
responsibility to explain their deferral vote by submitting comments. If they fail to do so,
their deferral will be considered as a "disapproval".

To avoid the delay that would be caused by a deferral of the decision to the next ISO/TMB
meeting, the ISO/TMB Secretary may request ISO/TMB members to discuss the issue
(e.g. by e-mail) with a view to reaching consensus prior to the next meeting. In such cases,
the ISO/TMB Secretary may decide to extend the vote to allow time for such discussions.
Where no resolution can be found, the ISO/TMB secretariat shall ensure that the matter
is included on the agenda for the next meeting.

.Fast-track decisions

Clause 9 of the ISO Rules of Procedure outlines the fast-track decision making process
in force majeure situations.

dalities for the groups established by the ISO/TMB
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Pursuant to Article 13.2 of the ISO Statutes, the ISO/TMB may establish advisory groups as
deemed necessary to accomplish its responsibilities.

The ISO/TMB will define the following elements for each group it establishes:

I. Mandate
Provides high-level summary of the advice and recommendations that will be delivered to
the Technical Management Board.

II. Expected Outputs
An enumerated list of outputs expected to be produced by the group.

[Il. Membership
Details on the members that will constitute the group and potential sub-groups to assist with
achieving the purpose and deliverables.

IV. Reporting
The frequency at which reports will be submitted to the Technical Management Board
(typically during meetings or annually).

V. Term
The length of the group's term, determined by the Technical Management Board.

VI. Leadership
The leadership of the Advisory Group, as determined by the Technical Management Board,
and the possibility of co-leaders.

VII. Secretariat
Secretariat support to be provided to the group.

Examples of various TMB groups and their corresponding indicative modalities are presented in
the table below.

Group type

Mandate & expected

Leadership &

Reporting

outputs

membership

Committee (CC)

typically used for

TMB

with biannual

Strategic Advisory | As defined by TMB, As defined by Limited At every TMB
Group (SAGs) typically utilized for TMB meeting
sector-specific
guidance
Coordinating As defined by TMB, As defined by Standing, usually | To provide

reports after

policy advice

Typically TMB
members or

inter-committee renewals their meetings
coordination Typically the or as specified
Chairs of by TMB
relevant
committees
Task Force (TF) As defined by TMB, As defined by Limited At every TMB
typically used for TMB meeting
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their appointed
representatives
Advisory Group As defined by TMB, As defined by Limited To provide
(AG) typically used for TMB reports after
specific advice their meetings
or as specified
by TMB.
Standards As defined by As defined by Limited At every
Evaluation Groups | TMB/SMB, typically TMB/SMB TMB/SMB
(SEGSs) utilized for sector- meeting
specific guidance

5. Transparency, confidentiality and communication

5.1

.Transparency and confidentiality

Given its mandate, the ISO/TMB has every interest in promoting the visibility of its decisions
while also ensuring that it has an appropriate sphere within which to exchange views and
engage in internal debates. This clause outlines what information may be publicly disclosed
and what should be kept confidential among ISO/TMB members.

ISO/TMB meeting minutes, ISO/TMB Resolutions, and the ISO/TMB Working Procedures
are considered public information and can be accessed by the ISO community and beyond
through 1ISO Documents.

ISO/TMB working documents may be shared to the extent needed to seek the input of
stakeholders. Relevant working documents may also be shared with concerned
individuals or groups.

The Chair has the discretion to designate a ISO/TMB working document as confidential.
The confidential document will be protected with a password, and a justification for its
confidential status will be communicated to ISO/TMB.

When a ISO/TMB working document item or vote form under preparation concerns a
particular committee, it should be distributed to the leadership team of the committee for
the purpose of allowing them to share their viewpoint with ISO/TMB.

The result of a ISO/TMB vote is communicated through a corresponding ISO/TMB
resolution, but the specifics of the ISO/TMB voting must remain confidential. Comments
made by ISO/TMB members can be shared with relevant committees or groups for
clarification purposes, however they must be anonymous.

The deliberations and debates in ISO/TMB meetings will remain confidential ("Chatham
House Rule"). Participants may use the information discussed at meetings but may not
attribute it to an ISO/TMB member or the organization.

ISO/TMB minutes are drafted to reflect the consensus decisions of the ISO/TMB (unless
otherwise expressly requested by an ISO/TMB member) and should be cited when
reporting on the details of a discussion that has taken place at a meeting.

E-mail exchanges in the context of debates between physical meetings are confidential.
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5.2

ISO/TMB members or the ISO Central Secretariat may at any time share confidential
information/documents with other ISO/TMB members. For the avoidance of doubt, the
confidential nature of the information/ documents being shared should be specified at the

time of communication/ circulation.

.Communication

ISO/TMB's key decisions and updates are conveyed through the ISO/TMB Communique,
which is available to the ISO community and beyond through I1SO Documents.

6. Procedures relating to the technical work

6.1

.Promoting coherence in ISO technical work

In addition to the ISO/IEC Directives, the following principles shall apply to ensure coherence
in the technical work.

The following criteria are considered when allocating a project to a new or an existing
committee:

Precedence (anteriority) of an existing technical committee and its work, based on its
business plan, scope, work programme and standards already published. A multiplication
of structures at the 1ISO level can create conditions favourable to overlapping and a loss
of efficiency.

Overall consistency between different topics already allocated to a TC, especially
concerning common/similar approaches to the technical issues and interoperability, taking
into account stakeholder needs and bringing benefits from work already done.

To consider balance of interests, representation and expertise, there is the need to ensure
sufficient expertise to develop future International Standards, taking into account the
expertise of different interested stakeholder groups (manufacturers, national authorities,
users, research institutes, safety bodies, etc.). This expertise is the prerequisite to develop
high quality International Standards, providing added value and which have an increased
acceptance. Therefore, the number of available experts (while considering the different
interested stakeholder groups they represent) should be considered. Experts from
stakeholder groups representing the intended addressee (user) of proposed
standardization activities are of particular importance in this context.

In addition to the steps specified in clause 1.5.5 of the ISO/IEC Directives, Part 1, the following
action will be taken in the case of a proposal for a new field of technical activity (TS/P):

Where a technical committee (TC) is proposed with a field of activity that is too broad, i.e.
involving many different fields of industrial activities, the Central Secretariat should consult
with the proposer (prior to processing the proposal) with a view to sub-dividing or limiting
the proposal. The field of activity should be suitable for easy management in one TC and
the work programme should be achievable in a reasonable number of years.

Proposals for a new TC with a very narrow or very limited field of activity should also be
carefully examined to see whether it is possible to accommodate the work in an existing
TC, by extending the latter's scope if needed. This avoids the unnecessary creation of a
new TC. A specific narrow scope can, however, be approved if the subject calls for the
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preparation of a large number of standards or if the results of standardization are to be
generally applied in a variety of fields, e.g. Screw-threads. In cases where a limited field
of activity is justified, and only one (which can include a multi-part standard) standard is
to be prepared, it is preferable to propose the establishment of a project committee.

The ISO Central Secretariat will take the necessary action to address proposals that could
potentially overlap with the scopes of other existing committees. Such action could include
working with the proposer to modify the scope or adding a comment to the TS/P before it
is circulated for vote.

Proposals for the internal structure of the TC should not be discussed before the
programme of work has been drawn up and priorities have been defined. The total
structure of subcommittees/working groups (SCs/WGs) need not be established at the
beginning of the TC's activities. SCs/WGs should only be created as needed for the TC’s
current work; other SCs/WGs can be added later, if the programme of work expands or
other developments require it.

In addition to the steps specified in clause 2.3.4 and Annex K of the ISO/IEC Directives, Part
1, the following steps will be taken in the case of a proposal for new work (NP):

All proposals for new work should be examined, initially by the Central Secretariat, to
ascertain whether the field of activity is already covered by another international
organization or whether widely used de facto international standards already exist, which
adequately cover the subject and which can be adopted by ISO. Information on these
guestions should accompany the proposal during member body enquiry.

ISO/CS will circulate the proposal to any relevant secretariats that have been identified
either in the proposal itself, or during the examination phase. Any feedback received will
be submitted to the ISO/TMB for consideration along with the results of the TS/P or NP
member body ballot.

The ISO/TMB may take the steps it deems necessary to address any overlap, as well as any
unnecessary accumulation of the number of committees and working groups (including
changes to committee structures, disbandment, etc.).

6.2

.Procedures concerning secretariats
6.2.1. (Re-)allocation of committee secretariats in cases of multiple candidates

All member bodies wishing to undertake the secretariat of a committee must meet the
requirements in clause 1.9.1 b) and Annex D of the ISO/IEC Directives, Part 1. The
ISO/TMB secretariat will include the following additional information (where available) with
the vote form in the case of multiple candidates for the allocation and reallocation of
secretariats for the consideration of the ISO/TMB:

e The resources to be made available for the committee secretariat (person(s)/year)
by the member body. See Annex SQ, ‘Selection criteria for people leading the
technical work’.

e The involvement of relevant stakeholders in the country in the activities of the
committee (e.g. does the country have a relevant industrial strength in the field
concerned?).
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e A table of the P-memberships, O-memberships and secretariats held by the
candidate member body in the technical committee and any subcommittees.

e The voting performance of the P-members (DIS/FDIS and CIB) in the technical
committee and its subcommittees.

As a general principle, and if all of the above criteria are fulfilled by more than one
candidate to a similar degree, preference should generally be given to an ISO member
seeking to gain practical experience to build their capacity.

These guidelines, while serving to ensure consistency in the ISO/TMB's decisions, are not
fixed rules. Additional weight shall be given to information regarding performance.
ISO/TMB members are free to consider other factors in deciding how to vote.

6.2.2. Re-allocation of relinquished TC and PC secretariats

Member bodies who wish to relinquish the secretariat of a technical committee (TC) or
project committee (PC) are required to follow clause 1.9.3 of the ISO/IEC Directives. The
following procedure shall be applied in re-allocating the TC or PC secretariat to another
member body.

¢ A member body must notify the Secretary-General of its intention to relinquish a
secretariat. This notification is then immediately forwarded by the 1SO/TMB
secretariat to all members of the ISO/TMB (along with any comments from the
Secretary-General). At the same time, the ISO/TMB secretariat informs all P-
members of the relevant TC or PC and requests that they indicate, within a period
of three months, if they wish to assume the secretariat.

¢ If no candidate can be identified through the three-month P-member consultation,
this will be communicated to the ISO/TMB members who will be requested to assist
in identifying a possible candidate(s) to take over the secretariat. Possible
candidates will be submitted to the ISO/TMB secretariat within two months.

e The ISO/TMB secretariat will check with any member body which has been
proposed as to whether it would be prepared, if appointed, to assume secretariat
responsibilities for the relevant TC or PC.

e If one or more candidates have been identified as a result of these above
consultations, the Technical Management Board will vote on the re-allocation of
the secretariat responsibility. Where there is more than one candidate, refer to the
guidelines for the (re-)allocation of committee secretariats in cases of multiple
candidates, see 8A.

¢ If no candidates have been identified as a result of the above consultations, the
matter will be referred to the next meeting of the Technical Management Board for
appropriate action.

6.2.3. Dealing with secretariats vacant for more than 2 years
If a technical committee (TC) or subcommittee (SC) secretariat has been vacant for less

than 2 years, the procedure for the re-allocation of relinquished technical committee and
project committee secretariats will apply.
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The following procedure shall apply to all TCs or SCs with a vacant secretariat for two
years or longer:

TCs:

e If no interest to assume the secretariat is expressed, the active subcommittee
dealing with the most generic aspect of the field will be invited to assume the role
of the TC. After agreement has been reached on the new committee structure,
which may include a revised title and scope of the TC, the ISO/TMB will be asked
to approve the new structure, including transformation of an SC into the TC or PC,
with a new title and scope, if appropriate.

¢ If no active subcommittee exists, a decision will be made as to whether to dissolve
or place the technical committee on stand-by, in accordance with the criteria for
Deciding between dissolution and stand-by for technical committees (see article 9
below).

SCs:

e A SC with a vacant secretariat shall be dissolved and the TC shall be invited to
assume the responsibility for maintaining the standards which had been developed
under the responsibility of the SC.

¢ Alternatively, another SC shall be invited by the TC to assume the responsibility
for the standards and enlarge its scope of activities accordingly.

e Pending work items shall be cancelled, unless the TC or one of the active SCs is
willing to include these work items in its programme of work.

6.2.4. Rotating secretariats

If two member bodies wish to create a partnership in which they rotate secretariat
responsibilities of a technical committee between them, they must both meet the
requirements in clause 1.9.1 b) and Annex D of the ISO/IEC Directives, Part 1. If the
rotation is proposed at the TC level, the request must be submitted for approval to the
ISO/TMB, if it is at SC level approval must be sought from the TC.

If one of the member body partners decides to relinquish the secretariat, the committee
shall make a call for candidates to take over the secretariat. The other partner may submit
their candidature to hold the secretariat.
When requesting approval for a rotating secretariat from the 1ISO/TMB, the 1ISO/TMB
secretariat will include, in addition to i. to iv. in section 8A (above), the following additional
information with the vote form for the consideration of the ISO/TMB:

e The rationale for a rotating secretariat.

e A plan detailing how the secretariat responsibilities will be rotated.

e Assessment from the ISO TPM assigned to the committee.
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These guidelines, while serving to ensure consistency in the ISO/TMB's decisions, are not
fixed rules. Additional weight shall be given to information regarding performance.
ISO/TMB members are free to consider other factors in deciding how to vote.

6.3.Deciding between dissolution and stand-by for technical committees

The ISO/TMB is responsible for deciding whether a technical committee (TC) should be
dissolved or placed on stand-by and, if so, the action to be taken.

Stand-by is defined in the ISO/IEC Directives Part 1, clause 1.5.12 (a technical committee or
subcommittee is said to be in a “stand-by” status when it has no tasks on its work programme
but retains its title, scope and secretariat so that it can be reactivated should a new task be
assigned to it.)

Stand-by may be considered for a TC which has no further work item under study or foreseen,
but which is responsible for the maintenance of one or more deliverables. The responsibility
for such maintenance rests with the secretariat of the TC on stand-by. At the request of the
secretariat of the TC on stand-by, the ISO Central Secretariat may undertake an investigation
to find out whether responsibility for the maintenance of the deliverable(s) can be transferred
to another existing committee.

Dissolution may only be considered if responsibility for the maintenance of any published
deliverable(s) or work items can be transferred to another existing committee, or if the TC
decides to withdraw the deliverable(s).

6.4.Requests for Committee Specific Procedures (CSP)

Background

In light of the concern regarding the proliferation of committee specific procedures (CSP), a
paragraph has been added as paragraph g) in the Consolidated ISO Supplement as an ISO
specific clause in the Foreword of the Directives.

Procedure for addressing requests to the TMB from committees for CSP

Proposed committee specific procedures (CSP) submitted to the ISO/TMB for consideration
will be submitted to the ISO Directives Maintenance Team (ISO/DMT) for review to assess
consistency with the Directives. The ISO/DMT will complete its review and decide on the draft
CSP within 4 weeks.

If the ISO/DMT determines that the draft CSP is consistent with the Directives, the 1SO
committee may implement the procedure without additional review and approval by the full
TMB.

If the ISO/DMT determines that the draft CSP is not consistent with the Directives, it should
clearly document its reasons. The draft CSP shall then be referred to the full TMB for review
and possible approval before implementation.

Approved CSPs shall be made publicly available for other committees to review and consider
their broader applicability.
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