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1. INTRODUCTION

AACE International recommended practices (RPs) represent the cost engineering industry’s methodologies regarding
related technical topics. They establish the technical foundation for our educational and certification products and
services. RPs are aligned with the Total Cost Management Framework and provide technical reference information
vetted by a rigorous review process regarding specific competency areas. RPs may be industry-generic, providing a
broad overview of specific practices that apply to most industries, or industry-specific, describing a particular
application of a practice in a specific industry.

The intent of the RPs is to provide AACE membership and cost engineering and project controls practitioners with
industry-vetted solutions, guidelines, and recommendations to advance total cost management. All RPs are required
to relate to 1) TCM/cost engineering/project controls domains and their respective specialties and sub-domains and
2) define purposeful, objective, repeatable practice/deliverables.
e  Purpose: The RP is designed to fit within AACE’s TCM Framework and other AACE RPs to optimize inter-
enterprise performance.
e Knowledge: The RP is designed to provide users with industry knowledge and practices that assist them in
increasing their skills for use within their respective organizations.
e Usability: The RP is designed to provide the reader with deliverables/practices that will enhance their work
efforts and create standardization and interoperability of the functions under the cost engineering domain.

Based on this understanding, this document is to be used for the development of new AACE International RPs. It is
intended to explain the RP development process, provide guidance to contributors, and define the roles and
responsibilities for the publication of new recommended practices. A separate guideline is provided for the review
of legacy RPs. The RP development process also explains how to submit an RP under development to be an ANSI
standard.

2. SUMMARY OF THE TYPICAL PROCESS

The recommended practice/ANS| standard development process entails multiple steps that are followed in
sequence. These steps are summarized as follows:

Reconcile
Comments
from
Subcommittee
Review

Reconcile

Scoping RP Draft Comments

Publication

from Public
Review

Document Development

Once a step has been completed, the draft RP will be reviewed and approved so it can advance to the next step. If
necessary, the RP may require content changes, additions, and deletions to ensure compatibility with other AACE
RPs and industry standards. Once the reconciliation and changes are approved, the RP can advance. In terms of the
review timelines (open for review), the subcommittee review period is 45 days, and the public review period is also
45 days.

AACE International® Recommended Practice (RP) Development Process (Rev.2025-01-12)
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3.

SUMMARY OF OVERALL RESPONSIBILITIES

Director of RPs (AACE Tech Board) Responsibilities (DRP)

Noukw

Monitors and facilitates the RP process and assists in shepherding the RP through the entire process, including
the ANSI approval process.

Provides updates to the master RP log on the status of all RPs. Tracks the current status of RP development
associated with their subcommittees.

Ensures that legacy RPs are updated as per AACE protocols.

Works with other Tech Board Members and Subcommittees to identify future RP needs.

Review and validate the RP scoping document in conjunction with the assigned subcommittee chair.

Review and validate the ANSI PINS document before submittal to ANSI.

Walks the primary contributor through the development and disposition processes and assists with RP
development as necessary.

Primary Contributor (Author) Responsibilities (PC)

Develop new or update the existing scoping document(s) to provide a general and/or specific understanding of

key concepts, ideas, and focus of the proposed RP based on expertise on the subject matter.

Develop the RP in alignment with AACE, Total Cost management, and its sub-domains. If the RP has been

selected as an ANSI Standard, ensure there is no duplication or conflict to ANSI documents.

Develop the RP to promote the practical usability of industry knowledge (it is developed to allow the user to

apply/replicate the recommended practice). Other responsibilities include:

a. The RP is technically correct, addresses the subject matter clearly and thoroughly, and effectively
communicates all technical aspects of the RP.

b. The RP is clearly organized and is reinforced with developed reasoning, examples, figures, and other
supporting information.

c. The RP has a fluent style and demonstrates syntactic variety and clear command of language and
vocabulary.

Develop the RP while following the RP development process through subcommittee and public reviews.

Consolidate all disposition logs and address comments in a fair, equitable, reasonable, and timely manner while

updating/maintaining the comments in the disposition log. The comment disposition log is an established form

that includes the following information: Name of person providing the comment, date of the comment, RP

section, line number, the comment itself, and disposition of comment (form attached to this PDF).

Maintains communication with the subcommittee chair or designee as appropriate.

If necessary, contact reviewers/commenters to seek understanding and clarity on their respective comments.

Promote a collaborative discussion to assist in the disposition of the comment(s).

Subcommittee Chair Responsibilities (SCC)

The following items are the responsibility of the technical subcommittee chair or his/her designee. The
responsibilities below should not be performed by the author or primary contributor(s).

1.

ouew

Monitor and facilitate the progress of all recommended practice development for which the subcommittee is
responsible.

Review and approve RP scoping documents affiliated with the subcommittee. Once approved, forward the final
scoping document to the Technical Board for approval.

Maintain scoping documents related to their subcommittee for recommended practice development.

Assist primary contributor with RP development as necessary.

Review and distribute the draft RP in accordance with the RP development process.

Review the completed comment disposition log after subcommittee review to ensure that all comments are
included in the log and have been addressed.

AACE International® Recommended Practice (RP) Development Process (Rev.2025-01-12)
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Technical Board Liaison Responsibilities (TBL)

1. Review RP scoping documents affiliated with the subcommittee.
2. Assist subcommittee chair and primary contributor with RP development as necessary.

Reviewer/Commenter Responsibilities (R/C)

Reviewers of draft RPs are expected to critically review the draft RP, primarily regarding its content. Although
proposed grammar improvements are welcome, it is more important that the technical content of the RP is in
alignment with industry practices.

The names of reviewers may be added to the RP as a contributor if the review comments are, in the view of the
author and/or the Technical Board, substantial enough to add technical value to the RP. Contributor credit will not
be given for grammar or stylistic comments. Reviewers/commenters who participate in the RP review process
acknowledge that their comments become the intellectual property of AACE.

1. Ensures that the RP is technically correct, that the author addresses the subject matter clearly and thoroughly,
and effectively communicates all technical aspects of the RP.
a. If not, Identify any issues with the RP narrative and provide alternative language that improves clarity and
language and is technically more in line with industry practices.
b. Provide explanations and context behind their comments regarding any recommended technical revisions.
2. Ensuresthat the RPis clearly organized and is reinforced with developed reasoning, examples, figures, and other
supporting information.
Input all comments in the disposition log provided.
4. In some circumstances, the author may reach out to the reviewers/commenters to seek understanding and
clarity on their respective comments. Please be prepared to have a collaborative discussion to assist in the
disposition of the comment(s).

w

AACE Technical Board Responsibilities (TB)

1. Review the RP for technical content and alignment with the TCM Framework.

2. Review the completed comment disposition log after subcommittee review and public review to ensure that all
comments have been addressed and adjudicated.

3. With a quorum present (in person or virtually), a majority vote (greater than 50%) is needed to approve a new
or updated recommended practice. Members of the Tech Board who are not present may designate a proxy
member who is attending to provide their vote. Approves/disapproves the recommended practice under
consideration for public review and publication.

The ANSI standards development process should have a balance of interestsl. If the Technical Board voting
membership lacks balance, outreach to achieve balance will be undertaken. (Balance)

If an appeal has been submitted, AACE will assign the appropriate personnel to manage the appeal process and
ensure resolution. The appeals process is addressed later in this document.

AACE Headquarters Responsibilities (HQ)
1. Assists in monitoring and facilitating the RP process.

2. Incoordination with the RP Coordinator, maintain the RP log that tracks the primary contributor and the current
status of RP development.

1
As determined in accordance with ANSI’s criteria for balance.
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4,

Format and distribute the RP. This includes quality and plagiarism checks, review of punctuation, spelling,

copyright issues, and editorial integrity.

a. If the RP includes new or revised terms and definitions, these need to be clearly pointed out when
distributing the RP.

Maintain version histories of recommended practice and comment disposition log source files.

Review and distribute the draft RP in accordance with the development process.

Notifies the primary contributor and subcommittee chair upon publication.

Maintains communication with the RP Coordinator and Technical Board as appropriate.

Once the Technical Board has approved the RP for publication, AACE Headquarters (or the primary contributor)

distributes the final comment disposition log to each commenter, including all comments, the primary

contributor’s responses, and the Technical Board’s responses. This is done in the interest of creating a

transparent process.

CRITERIA FOR PRIMARY VS. REGULAR CONTRIBUTORS FOR RECOMMENDED PRACTICES

Primary Contributor(s) (Author)

Being a Primary Contributor is open to anyone interested in submitting a Recommended Practice. No undue
financial requirements shall be placed primary contributor to submit a Recommended Practice. It is expected
that the primary contributor has a general and/or specific (both theoretical and practical) understanding and
knowledge of key concepts, ideas, and focus of the proposed RP based on expertise on the subject matter.

If there is more than one primary contributor, all must individually have provided significant portions of the
written content critical to the development of the RP.

If called upon, should have enough knowledge of the RP content to be able to provide a presentation, or discuss
its content in detail with authority.

Provide all draft revisions and updates to the RP, including review comment dispositions.

An RP typically has one or two primary contributors. Listing more than two primary contributors will require
Technical Board approval.

Contributor(s)

N

Have provided materially applicable technical content that has been incorporated into the RP.

Have provided significant editorial comments that add clarity or materially improve the RP.

Grammatical and minor editorial suggestions/edits are not considered to be contributions that warrant
Contributor status.

RULES OF ENGAGEMENT AND PARTICIPATION

When developing a recommended practice, establishing clear rules of engagement and participation is essential to
ensure a structured and collaborative process. These rules set expectations for all participants, defining how input
will be gathered, decisions made, and responsibilities assigned. This fosters open communication, maintains focus
on objectives, and efficiently produces a comprehensive and effective procedure. For these purposes, AACE will
ensure that there is no single interest category, individual, or organization that will be allowed to dominate? the RP
development process. The following points are to be considered when participating in the development of an RP.

e Ensure that everyone’s perspective is considered to create a comprehensive and effective recommended
practice.

e Maintain transparent and open channels of communication. Encourage members to voice their ideas,
concerns, and suggestions during development.

e  Strive for consensus in decision-making. Aim for solutions that balance different viewpoints and meet the
overall objectives.

2
Dominance means a position or exercise of dominant authority, leadership, or influence because of superior leverage, strength, or
representation to exclude fair and equitable consideration of other viewpoints. (Lack of Dominance)

AACE International® Recommended Practice (RP) Development Process (Rev.2025-01-12)
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Ensure that all perspectives are evaluated and encourage open dialogue.

Leverage the expertise of specialists in relevant areas to guide specific sections of the recommended

practice. Ensure that their input is valued and incorporated where applicable.

Actively seek feedback from members during reviews and ensure it is integrated into the recommended

practice. Address feedback constructively and promptly.

Prioritize quality over speed. Ensure that the final product meets the required standards and effectively

serves its intended purpose.

6. RECOMMENDED PRACTICE DEVELOPMENT PROCESS

Roles/Legend:

DRP — Tech Board Director of Recommended Practices

HQ — AACE International Headquarters Liaison to the Technical Board
PC — Primary Contributor (ANSI defines this individual as the developer)
R/C — Reviewer/Commenter

SCC — Subcommittee chair or designee

TB — Technical Board

TBL — Tech Board Liaison

I.  RP Scoping Process

The scoping document is intended to concisely describe the RP content and ensure alignment with the Total Cost
Management (TCM) Framework and other published recommended practices.

The RP Scoping Process includes use of the following documents:

the RP Scoping Document Template (Attachment A)
the RP Scoping Document Review Form (Attachment BB)
the ANSI PINS Form (Attachment C)

The scoping document template must be utilized for this step of the RP development process. It is maintained by
AACE Headquarters and is attached to this development process as Attachment A. Without approval of the Technical
Board, no more than two primary contributors can be listed on the scoping document template.

STEP

DESCRIPTION

RESPONSIBILITY

1.

Identify the need for a new RP and communicate with SCC to discuss further. Once
agreed upon, an email will be sent to the DRP to determine if an existing scoping
document exists.

Solicit a PC(s) with the expertise/knowledge to develop the RP. Only two PCs can be
assigned to the development of the RP (unless approved by the TB). One PC must be an
AACE member.

Develop (or update the existing) scoping document for approval, ensuring current
version utilizes the RP Scoping Document Template (see Attachment A). PC(s) to ensure
that the RP meets the conditions outlined in the RP Development Process Guideline.
Review the scoping document and complete the RP Scoping Document Review Form
(see Attachment B). This may be an iterative/collaborative step between the PC and
SCC. Once an agreement has been determined, the SCC will send the scoping document
and associated review form to the DRP for consideration and approval.

AACE International® Recommended Practice (RP) Development Process (Rev.2025-01-12)
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STEP

DESCRIPTION

RESPONSIBILITY

Review scoping document and associated review form for approval. This review includes
confirmation that no other subcommittees are affected by the proposed document and
that the proposed RP will not duplicate or contradict the TCM or existing recommended
practices.
a. If yes —make motion to the TB for approval of the scoping document.
b. If no—return to SCC and PC (Repeat Step 3).
Technical Board considers motion for for approval of the scoping document.
a. If yes —send a notification to the DRP indicating disposition.
b. If no—-return to SCC and PC (Repeat Step 3)
TB is required to review the scoping document and determine/approve RP to be
developed as an ANSI standard.
a. Ifyestoan ANSI standard, PC must complete the PINS form, submit to the DRP who
will submit to ANSI. The PINS review process:
i.  Assess ANSI documents (current) for duplication/conflict issues.
ii. For ANSI standards, the ANSI PINS Form (see Attachment C) is completed
and submitted to ANSI for review (30 days).
iii. ANSI to review the PINS form, assess for duplication/conflicts, and request
additional information (as necessary, within the 30-day PINS review period).
iv. AACE to respond (30 days) to any written correspondence from ANSI
regarding the PINS submittal.
b. If no, proceed to develop the RP as an AACE product (only).
A detailed understanding of the PINS process is provided in Section 8 of this document.
Assign RP a reference number for document control purposes.
DRP to update the master RP log, send the PC the requirements templates, style guides,
etc., and walk the PC through the development process (as necessary).

Il. RP Development Process
The initial RP Development must utilize the following documents:

STEP

the RP Template (Attachment D)

the Technical Document Style Guide (Attachment E)

the Style Guide Adherenece Review Form (Attachment F)
the Recommended Practice Review Form (Attachment G)
the Comment-Disposition Log Template (Attachment H)

DESCRIPTION

DRP

TB

TB

HQ
DRP

RESPONSIBILITY

10.

11.

Develop the initial draft of the RP in accordance with these RP development guidelines,
utilizing the RP Template (see Attachment D). Ensure that the RP is in alignment with
the TCM Framework. The PC will also comply with the style requirements provided in
the Technical Document Style Guide (see Attachment E) and completes the Style Guide
Adherence Review Form (see Attachment F). The completed draft along with the
completed form should be submitted to the SCC.

For RPs that have been designated to be an ANSI standard candidate, ensure ANSI
compliance (no reported duplicates or conflicts). The PC will work with the TB (and
others) to review current ANSI products to ensure that there are no duplicates or
conflicts).

Review draft RP by the applicable technical subcommittee chair. The subcommittee
chair checks to ensure the RP draft is of acceptable standards, clearly written, and is in
alignment with the scoping document by completing the Recommended Practice Review
Form (see Attachment G).

a. If yes —the subcommittee chair submits to DRP.

AACE International® Recommended Practice (RP) Development Process (Rev.2025-01-12)
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STEP

DESCRIPTION

RESPONSIBILITY

12.
13.

b. If no—the subcommittee chair provides comments back to the PC for edits to draft
RP. (Repeat Step 10)
Log document status and submit package to HQ.
Post the Draft RP to the appropriate AACE Community for subcommittee review along
with the Comment-Disposition Log Template Excel file (see Attachment H). (Section IIl.)
Cross-post to multiple subcommittees as appropriate.
a. HQ maintains version history for document control purposes.
b. HQ will notify the PC (and others as necessary) when the review period starts and
send the source files to the PC for future editing resulting from the subcommittee
review.

lll. Subcommittee Review Process
The subcommittee review process includes utilization of the following documents:

STEP

the RP Template (Attachment D)

the Technical Document Style Guide (Attachment E)

the Style Guide Adherenece Review Form (Attachment F)
the Recommended Practice Review Form (Attachment G)
the Comment-Disposition Log Template (Attachment H)

DESCRIPTION

DRP
HQ

RESPONSIBILITY

14.

15.
16.

17.

18.

Subcommittee review. Subcommittee members shall provide subject matter expert
review and comments using the Comment-Disposition Log Template (Excel) (see
Attachment H).
a. Subcommittee review duration — minimum 45 calendar days.
b. Comments are to be submitted using AACE Communities and must include a
reference to the affected line number where applicable.

i.  Substantial (technical and non-stylistic) comments must be received from
at least three commenters to proceed to Technical Board review. It is in the
best interest of the primary contributor(s) and subcommittee to
proactively solicit comments from subject-matter experts

ii. If comments are not received from three commenters, the subcommittee
chair shall work with the primary contributor to develop a plan and
timeline to acquire the necessary subcommittee review comments.

HQ to close the review period and notify the PC and SCC.
Incorporate subcommittee review comments. Upon the closing of the subcommittee
review period, the PC is responsible for compiling and maintaining all submitted
disposition logs (from the communities page and incorporating all comments and
dispositions into one file) and updating the draft RP as required. Before submitting
revised draft, PC must complete the Style Guide Adherence Review Form (see
Attachment F). The revised draft, consolidated disposition log, and the completed form
should be submitted to the SCC.
The subcommittee chair or designee validates that all comments in the disposition log
have been addressed. The SCC will also ensure that:
e Technical content is in alignment with the TCM Framework and published RPs
(no duplications or conflicts).
e The RP development process has been followed by completing the
Recommended Practice Review Form (see Attachment G).
a. If yes, submit to the HQ for processing (Step 18)
b. If no, the PC addresses issues raised by the subcommittee chair (Step 16)
Log document status and submit package to TB.

AACE International® Recommended Practice (RP) Development Process (Rev.2025-01-12)
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19. Approval by the Technical Board to publish for Public Review. The Technical Board TB
review is limited to the final disposition of rejected or disputed comments to confirm
appropriate resolution has been incorporated.
a. If yes — the Technical Board approves RP to be released for public review and
submits to headquarters for formatting and posting (Section IV).
b. If no—the Technical Board comments are submitted to the PC and SCC for review
and incorporation into the RP. Once addressed, the RP shall be resubmitted to
the Technical Board for review.
20. HQto post the Draft RP to the appropriate AACE community site(s) for public review HQ
along with the template comment/disposition log Excel file. (Section IV.).
a. HQ maintains version history for document control purposes.
b. HQ will notify the PC (and others as necessary) when the review period starts and
send the source files to the PC for future editing resulting from the public review.
¢. HQto submit RP to ANSI membership for public review.

Please note: If the RP requires significant changes/modifications, the RP may be sent back for PC and subcommittee
for an additional review cycle.

IV. Public Review Process

The public review process must utilize the following documents:
e the Style Guide Adherenece Review Form (Attachment F)
e the Recommended Practice Review Form (Attachment G)
e the Comment-Disposition Log Template (Attachment H)

STEP DESCRIPTION RESPONSIBILITY

21. The RP is published in the public review section of the AACE Communities. The public PUBLIC
shall provide review comments by subject matter experts using the Comment-
Disposition Log Template (Excel) (see Attachment H).
a. Public review duration — minimum 45 calendar days
b. Comments to be submitted using the AACE Public Review Community or other
means and must include a reference to the affected line number where
applicable.
c. ANSI to post RP for membership to review and provide comments. ANSI
d. A minimum of three public comments must be received to proceed to Technical
Board review.
i. Itisinthe bestinterest of the primary contributor(s) and subcommittee to
proactively solicit comments from subject-matter experts.
ii. If three public comments are not received, the subcommittee chair shall
work with the primary contributor to develop a plan and timeline to
acquire the necessary public review comments.

22. HQto close the review period and notify PC. HQ
a. ANSI to collect comments and send them to AACE HQ. ANSI
23. Incorporate public review comments. Upon the closing of the public review period, PC

the PC is responsible for compiling and maintaining all submitted disposition logs
(from the communities page and putting all logs into one file), addressing all proposed
comments, and updating the RP as required. Before submitting revised draft, PC must
complete the Style Guide Adherence Review Form (see Attachment F). The revised
draft, consolidated disposition log, and the completed form should be submitted to
the SCC.
a. Address all proposed ANSI comments and update as required. Be prepared for
discussions with the TB (once their review is complete) to assist in completing a
deliberations report (when necessary).

AACE International® Recommended Practice (RP) Development Process (Rev.2025-01-12)
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STEP DESCRIPTION RESPONSIBILITY

24. The subcommittee chair or designee validates that all comments in the disposition log ScC
have been addressed and that the RP process has been followed by completing the
Recommended Practice Review Form (see Attachment G).

a. If yes, submit to HQ for processing.
b. If no, the PC addresses the issues raised by the SCC.

25. Log document status and submit package to TB. DRP

26. The Technical Board reviews the final RP draft (for publication) to ensure that: TB
e all comments in the disposition log(s) have been appropriately addressed,

e wording and grammar are clear, concise, and professionally written.

Please note: This part of the process is highly iterative and collaborative, with many
stakeholders involved.

a. For AACE comments:

i.  TBtowork with the subcommittee chair (and, when required, directly with
the PC) to discuss/understand/reconcile comments & remarks. HQ is
involved in making updates (small formatting changes) to the RP prior to
final approval.

b. For ANSI comments:

i.  Once the ANSI disposition logs have been reviewed, TB will work directly
with the PC (the subcommittee chair may be involved) to
discuss/understand/reconcile comments and remarks.

ii. Prepares a deliberations report and BSR-9 form to ANSI’s BSR (that
addresses proposed ANSI comments). Submits (with assistance from HQ)
the report, form, and RP (AACE Final) to ANSI.

iii. Review the deliberation report, BSR-09 form, and RP (AACE Final). ANSI

iv. Ballot/review completed by ASD for ANSI Publication.

v. AACE/ANSI Reconciliation (if necessary).

27. AACE Approval for Publication. B

a. If yes —RP is released for publication If yes —RP is released for publication.
b. If no—repeat step 25. Once addressed, resubmit the RP to the TB.

28. ANSI Approval for Publication. ANSI

a. If yes —RP is released for publication

b. If no—repeat step 25. Once addressed, resubmit the RP to ANSI.
Please note: If the RP requires significant changes/modifications, the RP may be sent back for an additional public
review cycle.

V. Publication Process

STEP DESCRIPTION RESPONSIBILITY

29. HQ Notifications and RP Posting. HQ
a. HQto notify the relevant parties.
b. HQto post the Final RP
i.  Posts RP to the AACE website.
c. HQ maintains version history for document control purposes.
d. For transparency, HQ will store all disposition logs. These will be made
available to reviewers/commenters to understand the responses and
resolutions of their respective comments that were provided.
e. . 30-day appeal period begins. If no appeals have been submitted after the
designated period, the RP is considered complete and final.
30. RPlogupdated. DRP
31. RP Process Complete AACE

AACE International® Recommended Practice (RP) Development Process (Rev.2025-01-12)
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Please note: If the RP requires significant changes or modifications, the RP may be sent back for public review. Also,
any person(s) can submit an appeal based on the action or inaction during the RP process (within 30 days of
publication).
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7. APPEAL PROCESS

The appeal process for RP development is a structured approach that ensures all stakeholders have the opportunity
to voice concerns or objections regarding the content or implementation of a proposed RP. This process fosters
transparency, accountability, and collaboration, allowing for the resolution of issues through a fair and systematic
review. The process includes the following:

1. Complaint — Persons who have been or may be affected by any AACE action or inaction shall have the right
to appeal such action or inaction. The appellant shall file a written complaint with AACE within 30 days after
the date of notification of any action, or at any time with respect to inaction. The complaint shall state the
nature of the objection, the procedures or the sections of the Standards that are at issue, the action or
inaction at issue, and the specific remedial action(s) that would satisfy the appellant’s concerns. Previous
efforts to resolve the objections and the outcome of each shall be noted.

2.  Response — Within 30 days after the receipt of the complaint, the Technical Board chair shall respond in
writing to the appellant, specifically addressing each allegation in the complaint to the extent possible. AACE
shall attempt to resolve, informally, the complaint of the appellant.

3.  Appeals Panel and Hearing — If AACE is unable to informally resolve the complaint, it shall appoint an appeals
panel to hold a hearing on a date agreeable to all participants, with at least 15 working days’ notice. The
appeals panel shall consist of three individuals who have not been directly involved in the dispute and will
not be materially affected by any decision made. At least two members of the panel shall be acceptable to
the appellant and at least two shall be acceptable to AACE.

4. Conduct of the Hearing — The appellant has the responsibility of demonstrating improper action or inaction,
the adverse effects therefrom, and the efficacy of the requested remedial action. AACE is responsible for
demonstrating that it took all actions in question in compliance with these procedures.

5. Decision — The appeals panel shall render its decision in writing within 30 days of the hearing, based upon a
preponderance of the evidence, stating its findings of fact and conclusions, with reasons therefore, and citing
the evidence. The Technical Board Chair shall notify the appellant in writing of the appeals panel's decision,
which shall be binding and final for all concerned.

a. ANSI: Further appeal may be made directly to ANSI in accordance with its procedures.

6. In connection with an appeal articulated during a public comment period, an effort to resolve all expressed
objections accompanied by comments related to the proposal under consideration shall be made, and each
such appellant shall be advised in writing (including electronic communications) of the disposition of the
objection and the reasons therefor. If resolution is not achieved, each such appellant shall be informed in
writing that an appeals process exists within procedures used by the standards developer.

a. ANSI: In addition, except in the case of Audited Designators, each objection resulting from public review
or submitted by a consensus body member that is not resolved must be reported to the ANSI Board of
Standards Review (BSR).

The Technical Board takes all appeals seriously and will therefore initiate the process of addressing the appeal. All
appeals will be dealt with fairly and impartially. If the appeal is based on the actions of anyone other than the
Technical Board, then the Technical Board will investigate and lead the appeal response. The individual(s) involved
in the appeal response cannot have contributed to the RP or provided review comments. Within 15 calendar days
after the Technical Board Chair receives the appeal, the Chair will issue a response to the appellant.

If the appeal is based on the actions of or by the Technical Board, then the appeal will be referred to the Executive
Director who will investigate and lead the appeal response. The individual(s) involved in the appeal response cannot
have contributed to the RP or provided review comments.

AACE International® Recommended Practice (RP) Development Process (Rev.2025-01-12)
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Each unresolved objection and attempt at resolution, and any substantive change made in a proposed American
National Standard shall be reported to the Technical Board Chair to allow all voting members of the Technical Board
to respond, reaffirm, or change their vote. (Appeals)

8. ANSI REQUIREMENTS

AACE International agrees to comply with the provisions of ANSI’s Patent (3.1 of the ANSI ER) and Commercial Terms
and Conditions (3.2 of the ANSI ER) policies for proposed or existing American National Standards.

General Notes:

1. Any substantive changes subsequently made in a proposed ANS after the original public review must be relisted
for public review.

2. American National Standards shall be developed in accordance with applicable antitrust and competition laws,
and meetings amongst competitors to develop American National Standards are to be conducted in accordance

with these laws.

3. Each ANSI-Accredited Standards Developer shall have on file at ANSI a metric policy. International System of
Units (SI) are the preferred units of measurement in American National Standards.

Interpretation Policy

Official interpretations of American National Standards shall be made only by AACE, who is responsible for the
maintenance of that standard. ANSI shall not issue, nor shall any party have the authority to issue, an interpretation
of an American National Standard in the name of the American National Standards Institute. Requests for
interpretations addressed to ANSI shall be referred to AACE International.

Withdrawal of an American National Standard

If AACE chooses to withdraw its approval of one or more of its American National Standards, it may do so with a vote
of the relevant consensus body. If AACE does withdraw one or more of its American National Standards, then it shall
notify ANSI immediately, and the standard shall be withdrawn as an ANS and announced in Standards Action.

Discontinuance of a Standards Project

AACE may decide to abandon the processing of a proposed new or revised American National Standard or portion
thereof at its own discretion and with a vote of the relevant consensus body.

Records Retention

AACE International shall retain records to demonstrate compliance with all aspects of its accredited procedures.
Records shall be retained for one complete standards cycle, or until the standard is revised. Records concerning
withdrawals of all American National Standards shall be retained for at least five years from the date of withdrawal
or for a duration consistent with the audit schedule.

Process Project Initiation Notification System (PINS)
PINS Process

1. At the initiation of a project to develop or revise an American National Standard, notification shall be
transmitted to ANSI using the Project Initiation Notification System (PINS) form, or its equivalent, for

AACE International® Recommended Practice (RP) Development Process (Rev.2025-01-12)
Page 13 of 16



announcement in Standards Action. Comments received in connection with a PINS announcement shall be
handled in accordance with ANSI procedures.

A statement shall be submitted and published as part of the PINS announcement that shall include:
a. An explanation of the need for the recommended practice, including, if it is the case, a statement of
intent to submit the standard for consideration as an 1SO, IEC or ISO/IEC JTC-1 standard; and
b. Identification of the stakeholders (e.g., telecom, consumer, medical, environmental, etc.) likely to be
directly impacted by the standard; and
c. The interest categories that will or are expected to comprise the consensus body.

If the response to changes substantively as the standard is developed, a revised PINS shall be submitted and
published.

If the RP author receives a written request for additional information or for the opportunity to discuss the
proposal from a directly and materially interested outside party or current consensus body member during
the 30-day PINS comment period, AACE shall respond in writing within 30 days of the comment deadline.

A PINS is not required for revisions of an American National Standard that is maintained under continuous
maintenance and (1) is registered as such on the ANSI website, (2) has a notice in the standard that the
standard is always open for comment and how to submit comments, and (3) has information on the AACE’s
website that the standard is under continuous maintenance and how to submit comments. A PINS is also
not required in connection with the decision to maintain an ANS under the stabilized maintenance option.
A PINS form may be submitted but is not required, at the initiation of a project to reaffirm or withdraw an
American National Standard.

Proposals for New or Revised Standards — Public Review

6.

Proposals for new American National Standards and proposals to revise, reaffirm, or withdraw approval of
existing American National Standards shall be transmitted to ANSI using the BSR-8 form, or its equivalent,
for listing in Standards Action in order to provide an opportunity for public comment. If this is the case, then
a statement of intent to submit the standard for consideration as an 1SO, IEC, or ISO/IEC JTC-1 standard shall
be included as part of the description of the scope summary that is published in Standards Action. The
comment period shall be one of the following:

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

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

¢. A minimum of sixty days, if neither of the abovementioned options applies.

Conflicts or Duplication Assertions

If a developer receives written comments within 30 days from the publication date of a PINS announcement
in Standards Action, and said comments assert that a proposed standard duplicates or conflicts with an
existing American National Standards (ANS) or a candidate ANS that has been announced previously (or
concurrently) in Standards Action, a mandatory deliberation of representatives from the relevant
stakeholder groups shall be held within 90 days from the comment deadline. Such a deliberation shall be
organized by the developer and the commenter and shall be concluded before the developer may submit a
proposed standard for public review. If the deliberation does not take place within the 90-day period and
the developer can demonstrate that it has made a good faith effort to schedule and otherwise organize it,
then the developer will be excused from compliance with this requirement. The purpose of the deliberation
is to provide the relevant stakeholders with an opportunity to discuss whether there is a compelling need
for the proposed standards project.

AACE International® Recommended Practice (RP) Development Process (Rev.2025-01-12)
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8. The outcome of a PINS deliberation shall be conveyed in writing (the "Deliberation Report) within 30 days
after the conclusion of the deliberation by the developer to the commenter and to ANSI. Upon submission
of the Deliberation Report, the developer may continue with the submission of the proposed standard for
public review. If additional deliberations take place, they should not delay the submission of the proposed
standard for public review, and an updated Deliberation Report shall be conveyed within 30 days after each
deliberation. Any actions agreed upon from the deliberations shall be carried out reasonably promptly but
typically should not exceed 90 days following the deliberation. Subsequently, the developer shall include all
of the Deliberation Report(s) with the BSR-9 submittal to the ANSI Board of Standards Review (BSR) for
consideration should the developer ultimately submit the subject standard to ANSI for approval.
Stakeholders who were involved in the PINS deliberation process may also file separate Deliberation
Report(s) with ANSI and the developer within 30 days after conclusion of any deliberation for consideration
by the BSR, if the standard is submitted to ANSI for approval.

9. In the case of ANSI Audited Designators, the Audited Designator shall provide a Deliberation Report to the
commenter and to ANSI within 30 days after each deliberation. The Audited Designator shall review the
results of the deliberation prior to designating a standard as an ANS.

10. While the outcome is not binding unless the developer agrees to binding provisions, participants are
encouraged to develop a consensus on whether and how the standards development project should
proceed.

ANSI Publication Process

1. Ballot/review by the ASD’s consensus body (the group whose final vote to approve an American National
Standard (ANS) is compiled on a BSR-9 form and forwarded to ANSI for review/approval).

2. ASDs are not required to consider negative votes accompanied by comments not related to the proposal
under consideration, or negative votes without comments. The ASD shall indicate conspicuously on the letter
ballot that negative votes must be accompanied by comments related to the proposal and that votes
unaccompanied by such comments will be recorded as “negative without comments” without further notice
to the voter. If comments not related to the proposal are submitted with a negative vote, the comments
shall be documented and considered in the same manner as submittal of a new proposal. If clear instruction
is provided on the ballot, and a negative vote unaccompanied by comments related to the proposal is
received notwithstanding, the vote may be counted as a “negative without comment” for the purposes of
establishing a quorum and reporting to ANSI. However, such votes (i.e., negative vote without comment or
negative vote accompanied by comments not related to the proposal) shall not be factored into the
numerical requirements for consensus, unless the ASD’s procedures state otherwise. The ASD is not required
to solicit any comments from the negative voter. The ASD is not required to conduct a recirculation ballot of
the negative vote. The ASD is required to report the “no” vote as a “negative without comment” when
making their final submittal to the Board of Standard Review (BSR) unless the ASD has been granted the
authority to designate its standards as American National Standards without approval by the BSR.

9. REFERENCE DOCUMENTS

e  RP Scoping Document Template (Attachment A)

e  RP Scoping Document Review Form (Attachment B)

e ANSI PINS Form (Attachment C)

e RP Template (Attachment D)

e Technical Document Style Guide (Attachment E)

e Style Guide Adherence Review Form (Attachment F)
e Recommended Practice Review Form (Attachment G)
e Comment-Disposition Log Template (Attachment H)
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10. DETAILED PROCESS MAP

. RP Scoping Document Template

. RP Scoping Document Review Form

. ANSIPINS Form

. RP Template

. Technical Document Style Guide . Style Guide Adherence Review Form

. Recommended Practice Review Form

. Comment-Dispasition Log Template

5. ANSI to Post on Website
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INSTRUCTIONS:

This form is associated with Section 6 - RP Scoping Process of the AACE Recommended Practice Development Process. This form must be completed by the primary contributor (PC) and submitted to their selected subcommittee chair (SCC) to initiate step 4 of the RP development process workflow. 



Included topics (Form Section 11) may have multiple chapter interfaces with TCM content. In this event, the SCC and PC should provide their recommendation for secondary SCCs they believe should be included in the subcommittee (SC) review process. The purpose of the secondary SCC review is to ensure that the interfacing SC(s) agrees with applicability, alignment, integration and presentation of content, as it relates to their respective TCM domain.



The SCC to whom this form is submitted shall be designated as the primary SCC for the scoping document (SD) and will coordinate and manage the SC Review. This form must be accompanied by the Scoping Document Review Form when being submitted to the Technical Board’s Director of RPs by the primary SCC to initiate step 5 of the RP development process workflow. 



Additional guidance and instruction specific to each section or section element is provided within brackets, 
which can be overwritten by the preparer or in blue italics text.



Disclaimer

By submitting your work to AACE, you have granted it the non-exclusive right to reproduce, distribute, and display of your recommended practice document. This enables AACE to disseminate your valuable contributions to a broader audience, fostering knowledge-sharing and professional development within our community.

Please be aware that AACE is the sole copyright holder to all recommended practice documents.






		Status

		Date



		☐		Draft Submitted to SCC

		



		☐		Subcommittee Approved

		



		☐		Technical Board Revise & Resubmit

		



		☐		Technical Board Approved

		





Reminder: By submitting your work to AACE, you have granted it the non-exclusive right to reproduce, distribute, and display of your recommended practice document. This enables AACE to disseminate your valuable contributions to a broader audience, fostering knowledge-sharing and professional development within our community.

Please be aware that AACE is the sole copyright holder to all recommended practice documents.



Any edits/revisions made to this scoping document by the SCC or the TB should be documented and shown using the Microsoft Word Track Changes functionality. Before forwarding this document to the next RP Development process step, the Status tracking table above should be updated.



		1.

		SD Reference: __________ 

		Assigned by Technical Board after approval



		2.

		Title of RP

		



		3.

		Primary Subcommittee:

		[In this context, the primary subcommittee reflects which subcommittee will be responsible for developing this RP.]



		4.

		Secondary Subcommittee(s):

		[List other subcommittees that are potentially affected by the content of this proposed RP. In most cases, the number of secondary subcommittee(s) should be limited to two (2).]

The primary SCC should coordinate any integration and content concerns with the secondary SCC(s) prior to submission to the Technical Board.



		5.

		TCM Chapter Number(s):

		[If more than one TCM Chapter Number is related to this proposed RP, list the TCM Chapters in order of relative applicability – greatest to least.]



		6.

		TCM Framework Subchapter:

		-Numbers and Description



		7.

		TCM Flow Chart Boxes:

		[List specific process flow chart boxes (number and/or title) from TCM Framework on which this RP will expand knowledge for the reader.]



		8.

		Scoping Document Prepared by:

		



		9.

		Proposed RP Contributors(s):

		[Insert Name]

		[Insert email]

		[Insert phone]



		

		

		[Insert Name]

		[Insert email]

		[Insert phone]



		10.

		General Overview of Proposed RP:

		



		11.

		Topics Included:

		



		12.

		Topics Excluded:

		



		13.

		Draft Table of Contents:

		[This section is intended to give the Technical Board a clear view of the intended topics and structure of the recommended practice. This can be provided as an attachment to the scoping document if needed.]



		14.

		Suggested References:

		Related RPs

PPG

AACE Transactions/Papers
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INSTRUCTIONS:

This checklist is associated with Section 6.I Recommended Practice (RP) Scoping Process of the AACE Recommended Practice Development Process. This checklist must be completed by the technical subcommittee chair (SCC) or designee upon receipt of a new scoping document (SD). This form should accompany the scoping document when submitted to the Technical Board’s Director of RPs (DRP), who will review and, if appropriate, submit to the Technical Board (TB) for approval.



[bookmark: _Hlk177572148]Additional guidance and instruction specific to each section or section element is provided below in blue italics text.



		Scoping Document Under Review: 

Items 1, 2, 3, 4, and 9 should match the scoping document being reviewed.



		1.

		SD Ref.:

		



		2.

		Title of RP

		



		3.

		Primary Subcommittee

		



		4.

		Secondary Subcommittees(s)

		



		9.

		Primary Contributor(s)

		







Where applicable, numbers shown in brackets relate to the scoping document line number.

General Information

		Criteria

		Yes

		No

		Comments/Actions Required



		Is the RP title clearly stated? [2]

		☐		☐		



		Are the primary contributor(s) clearly identified? [9]

		☐		☐		



		Are the TCM references accurately documented? [5, 6, 7]

This includes TCM chapter number(s), subchapter number(s) with descriptions, and specific flow chart boxes from the TCM Framework

		☐		☐		



		Does the overview provide sufficient information for RP assessment?

		☐		☐		



		Does the subcommittee agree the topic is a current gap in the existing RP library?

		☐		☐		



		Alignment with TCM Framework



		Does the topic outlined in the scoping document clearly align with the TCM Framework? [7]

Scoping document should clearly relate to specific boxes of the flow chart elements in the TCM.

		☐		☐		



		Are the key concepts and objectives consistent with TCM principles?

		☐		☐		



		Does the document avoid conflicts or duplication with existing RPs?

		☐		☐		



		Compliance with AACE Template and Style Guide



		Is the scoping document structured according to the AACE template?

		☐		☐		



		Is the language clear, concise, and free of jargon?

		☐		☐		



		Technical Content Accuracy



		Is the technical content accurate and up to date?

		☐		☐		



		Technical Product Development Workflow Adherence



		Has the primary contributor obtained general feedback from the primary subcommittee on the scoping document?

Scoping documents should not be submitted without consultation with the primary subcommittee.

		☐		☐		



		Subcommittee Interface and Integration



		Has the primary SC or contributor(s) considered secondary subcommittee(s)? [4]

		☐		☐		



		Has secondary SC(s) been consulted on methodologies and content requirements to address identified SC interfaces and integration raised by this SD?

		☐		☐		



		Has primary contributor(s) dispositioned SC interface and integration considerations raised by secondary SC(s)?

		☐		☐		



		Has secondary SCC(s) concurred that SC integration and interface considerations have been appropriately addressed by the primary contributor(s)?

		☐		☐		









		Summary of SCC Review Comments and Recommendations



		SCC Recommendations 



		

		



		Reviewer Name (Printed):

		



		

		



		

		Initials

		Date



		· Scoping document approved to proceed to DRP Review (workflow step 5)

		☐		

		



		SCC General Comments



		



		Summary of DRP/ TB Decisions & Approvals 



		DRP Recommended Actions 



		

		



		DRP Name (Printed):

		



		

		



		

		Initials

		Date



		· Recommendation to proceed – Motion for approval by TB (workflow step 6)

		☐		

		



		DRP General Comments
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SAMPLE ANSI PINS FORM

INTERNATIONAL

INSTRUCTIONS:

This checklist is associated with Section 6 of the AACE Recommended Practice Development Process. In the case that the
Technical Board approves a recommended practice to be submitted to ANSI as a standard, an ANSI Project Initiation
Notification System (PINS) form must be submitted by a member of the Technical Board.

The required information must be submitted through ANSI’s web-based form. A sample of the form is provided herein for
informational purposes only and is subject to change without notice.

Primary contributor(s) may be asked to provide input needed for the PINS Form.

SAMPLE FORM:

Web PINS Form: Project Initiation Notification
System

After you enter your contact information once in the relevant fields that follow, you can then submit
data to ANSI in one of two ways: 1) by entering required (%) data for each standard in the fields
shown below (i.e., using the Submit Data Form tab); or 2) by downloading and submitting data in
an Excel table (i.e., choose instead the Submit Excel Form tab). If you choose the Submit Excel
Form tab, specific instructions will display. Otherwise, choose “Submit Data Form™ and please
enter your data for each standard into the fields provided. Fields marked with () are required.
When you have completed entering the information, you may PREVIEW it, but you must hit the
SUBMIT button to transfer the final data to ANSI. If you would like to add another standard using
the Submit Data Form, click the ADD REQUEST button on the confirmation screen. A receipt for
each form successfully entered will be emailed to you directlyupon successful submittal. Please
retain a copy of that record as evidence of procedural compliance subject to ANSI Audit.

* ANSI Accredited Standards Developer Acronym: Select the acronym of the developer

responsible for the project. If this is a joint project, select the developer assuming administrative
responsibility for the project.

-- Select One -- v

Sample ANSI PINS Form Rev. 2025-Feb-13
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* First Name:

* Last Name:
* E-mail:

* Phone (include dashes in phone format, e.g.: 212-123-4567):

* Designation of Proposed Standard: Enter the unique alphanumeric identifier used to

refer to the proposed standard, {(e.g., ASD 123). Please do not include the following in the
designation as the proposed standard is not yet approved as an ANS: "ANSI", "TANS",
"BSR", or a year date.

* Title of Standard: Enter the full title of the standard for which the form is submitted.

Please do not include the following in the title as the proposed standard is not yet
approved as an ANS: "American National Standard”, "ANSI" or "ANS".

* Project Intent: Select the type of project action intended from the list. The project

intent relates to the status of the standard within the American National Standards (ANS)
process only. For example, the project intent for a standard that is not a current ANS would
be “Create new ANS".

-- Select One -- v

Sample ANSI PINS Form Rev. 2025-Feb-13
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Supersedes or Affects:

Enter the designation of the approved ANS to be superseded or affected, (e.g., ANSI/ASD
123-2015). This relates to the current ANS affected by the project intent. This is a required
field for all but “New ANS",

Identify ISO, IEC or ISO/IEC standard to be adopted If an ISO, |IEC or ISO/IEC Standard

is to be adopted as an American National Standard, enter the designation of the
standard(s) to be adopted.

O Includes text from IS0, IEC or ISO/IEC standard: Check here if this standard

includes excerpted text from one or more IS0, IEC or ISO/IEC standards, but is not an
identical or modified adoption.

% Abstract of Project: Provide a one paragraph description of the standard. The

information should clearly indicate what is covered by the standard in order to differentiate
it from similar standards or projects on file at ANSI. As required, please note in the scope
if this standard is intended to be submitted for consideration as an IS0, IEC or ISOQJIEC
JTC-1 standard.

* Project Need: Provide a brief explanation of the need for the project.

Sample ANSI PINS Form Rev. 2025-Feb-13
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* Identify Stakeholders: List the relevant stakeholders, (e.g., telecom, consumer,

medical, environmental, etc.) likely to be directly impacted by the standard.

* Interest Categories: List the interest categories that will or are expected to comprise

the consensus body (Please do not exceed 100 word count).

(J Revises a previous PINS submittal: Check here if this revises a previous PINS
submittal. A revised PINS is required if the previously identified stakeholders have
changed substantively (see details of 'ldentify Stakeholders' on this form) or if the project
intent changes from reaffirmation or withdrawal to revision or National Adoption.

* Unit of Measure: Select the unit of measure used in the standard (i.e. US, Sl units,

both). If no measurements are included in the standard, select "Not applicable”.
O Not applicable

O us
O Metric
O Both

(J solicit New Consensus Body Members: Check here to request the publication in

Standards Action of a call for membership on the relevant consensus body. (Mote that
participants from diverse interest categories shall be sought with the objective of achieving
balance. See 1.3 and 2.3 of the ANS| Essential Requirements.)

Sample ANSI PINS Form Rev. 2025-Feb-13
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(J Modify Recent Submittal: Check here if you are submitting this form in order to modify

a recently submitted form that has not been published in ANSI| Standards Action.

Notes: Enter any additional information PSA staff should know about this submittal.

When you have finished entering the information, hit the SUBMIT button to transfer the
data to ANSI. Fellowing this submittal, you will see a confirmation screen indicating that
the submittal was successful. You will also receive a confirmation email containing a copy
of your completed form. Please retain this email for your records. If you do not see the
confirmation screen or if you have any questions please contact us at psa@ansi.org
(mailto:psa@ansi.org).

PREVIEW SUBMIT

Note: Adoptlion of an ISO or |IEC standard requires compliance with ANSI's Policy Regarding
Rights to Nationally Adopt [EC and IS0 Standards or Otherwise Use IEC and IS0 Material and with
the ANSI Procedures for the National Adoption of 150 and IEC Standards as American National
Standards.

Sample ANSI PINS Form Rev. 2025-Feb-13
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		AACE® International Recommended Practice No. [xx]R-[yy] 

(RP number is assigned by AACE Technical Board and Headquarters, and should be shown on approved scoping document.)

		[image: ]



		[TITLE OF RP] (As shown on approved Scoping Document)

		



		TCM Framework:

		n.n – TCM Section Name

n.n – TCM Section Name 

(List applicable TCM Sections as shown on approved Scoping Document)

		



		



		

		Month dd, yyyy







		[xx]R-[yy]: [Title of RP] (As shown on approved Scoping Document and page 1 header)

		2 of 2



		



		Month dd, yyyy



		(QAR Month dd, yyyy)









Template Revision Date: 2025-Apr-21

INSTRUCTIONS:

This template is associated with Section 6.II. - RP Development Process of the AACE Recommended Practice Development Process, specifically step 10. Step 10 also includes ensuring compliance with the Technical Document Style Guide and completion of the Style Guide Adherence Review Form, both of which can be found as attachments to the AACE Recommended Practice Development Process. This template must be used by the Primary Contributor (PC) and submitted to their selected Subcommittee Chair (SCC), along with the completed Style Guide Adherence Review Form, to initiate step 11 of the RP development process workflow. 



Additional guidance and instruction specific to each section or section element is provided within brackets or in blue italicized text, which can be overwritten by the primary contributor prior to submission. 

Instructions can be deleted prior to submission.



[bookmark: _Toc196124008]Table of Contents



The recommended practice must include a dynamic Table of Contents (TOC) that identifies page numbers for all level 1, 2, 3, and  4 headings. Be sure to use the predefined styles shown on the Home Tab of Microsoft Word (RP H1, RP H2, RP H3, RP H4).  To update the TOC below, right-click anywhere in the current TOC and select “Update Field”. You will have the option to update page numbers only or to update the entire table. The latter choice is recommended.



Table of Contents	1

1. Introduction	2

2. Recommended Practice	2

2.1. Heading 2	2

2.1.1. Heading 3	2

2.1.1.1. Heading 4	2

References	4

Contributors	5

Appendices	6

Terms and Definitions	6






[bookmark: _Toc196124009]1. Introduction



The above header (1. INTRODUCTION) is standard for all RPs and should not be modified or deleted. This section should briefly describe the scope and purpose of the RP and mention what area(s) of the TCM Framework [1] it applies to.



This recommended practice (RP) of AACE International defines the [Describe the generic or “as applied in” practice covered. If it is an “as applied in” RP’s, then tie back to the generic RP, and then define the area of application (i.e., industry, region, etc.). Limit to one or two paragraphs if possible.  Verify the RP aligns with the scoping document.]



This document is not intended to be a standard. This document is intended to provide a guideline for [fill in the blank] that most practitioners would consider to be good practices that can be relied on and that they would recommend be considered for use where applicable. [Identify the target audience if applicable.]





[bookmark: _Toc196124010]2. Recommended Practice



The above header (2. RECOMMENDED PRACTICE) is standard for all RPs and should not be modified or deleted. 



Define the practice, process (s), tools, methods, and other appropriate technical material.  Describe technical calculations, equations, data collection, analysis techniques, and reporting formats.  It should be written at an appropriate technical level.  RP’s are intended to be approximately ten pages in length. It is recommended that you also use the AACE Virtual Library to conduct research: 

https://library.aacei.org/vl5/litsearch_adv.shtml



Elaborate and include as many subheadings as needed to cover the scope of the recommended practice. Remember to use the predefined styles for Heading Levels 2, 3, and 4 shown in the Home Tab of Microsoft Word (RP H2, RP H3, and RP H4, respectively). Each subheading should be outlined numbered as shown by example in the three headings below.



[bookmark: _Toc196124011]2.1. Heading 2



[bookmark: _Toc196124012]2.1.1. Heading 3



[bookmark: _Toc196124013]2.1.1.1. Heading 4



Include figures and tables as needed aligned to the center of the page.. (Do not include a Table of Figures).





[bookmark: _Ref196123021][Figure 1: PDCA Cycle]

Use the predefined style for captions (“Labeled RP Figure and Table Captions”) shown in the Home Tab of Microsoft Word.  This will ensure that all captions are auto-numbered and formatted correctly.  To insert a caption, right click on the the table or figure, and select “Insert Caption”.

[image: A screenshot of a computer

AI-generated content may be incorrect.]

Cross-references: If caption labels are referred to in paragraph text (e.g., see Figure 1), use the cross-references functionality shown in the Insert Tab and References Tab of Microsoft Word. The “Reference type” drop-down allows the user to select what needs to be referenced (e.g. Table, Figure, Heading, etc.).  The “Insert reference to” drop-down allows the user to select whether to insert just the label and number (recommended) or the full caption.  Users also have the ability to insert dynamic language in the paragraph indicating whether the figure is above or below the current paragraph using the “Include above/below” checkbox.





It is recommended that users update the options in Microsoft Word to shade dynamic text. The text will not print shaded. To show dynamic text as shaded, so that the dynamic nature is clear, users can go to File > More… > Options; then, select the Advanced tab and scroll to “Show document Content”. Ensure the checkbox next to “Show bookmarks” is checked; and, set the “Field shading:” drop-down to “Always”.
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References

Provide the appropriate references supporting the RP. Do not include references for documents that were not specifically cited in the text of the RP. 

[1] 	H. L. Stephenson, Ed., Total Cost Management Framework: An Integrated Approach to Portfolio, Program and Project Management, 2nd ed., Morgantown, WV: AACE International, Latest revision. 
[2] 	AACE International, "Recommended Practice No. 10S-90, Cost Engineering Terminology," AACE International, Fairmont WV, Latest revision.
[3] 	AACE International, "Professional Guidance Document (PGD) 01, Guide to Cost Estimate Classification," AACE International, Morgantown WV, Latest revision.
[4] 	E. Druker, G. Gilmer and D. Hulett, "(RISK-1662) Using Stochastic Optimization to Improve Risk Mitigation," in AACE International Transactions, Morgantown WV, 2014. 




The references list should be built dynamically using Microsoft Word’s source management and citation functionality shown on the References Tab > Citations & Bibliography.  When using this feature, select IEEE style (as shown above) or simply right-click on the references list shown above and select “Update Field”. Only sources quoted or paraphrased  should be included in the references list. When applicable, and at a minimum when quoting a source document, include page numbers (or section numbers) in the citations. This expectation applies to references referred to in a footnote as well[footnoteRef:1]. If providing a reference that was not quoted or paraphrased anywhere elsewhere in the document, but may be beneficial to the reader, provide the reference in IEEE format as a footnote. [1:  It is important to ensure that any terminology used, is consistent with 10S-90 [2]  ] 


 

References number 1 and 2, shown above, should almost always be included as it is expected that all RPs use consistent terminology [2] and are in alignment with the TCM Framework. [1, pp. 100-125] 





[bookmark: _Toc196124015]Contributors



Disclaimer: The content provided by the contributors to this recommended practice is their own and does not necessarily reflect that of their employers unless otherwise stated.



List the names of the primary and regular contributors here. The criteria for Primary vs. Regular contributors for recommended practices is provided in Section 4 of the AACE Recommended Practice Development Process. An RP typically has one or two primary contributors. Listing more than two primary contributors will require Technical Board approval.





[Name of the primary contributor (Primary Contributor)]

[Name of contributor]

[Name of contributor]
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Appendices



Include if applicable.  Appendices should be labeled sequentially with letters (e.g. Appendix A, Appendix B)





[bookmark: _Toc206222228][bookmark: _Toc196124017]Terms and Definitions



Note: Upon acceptance of this RP, these terms and definitions will be removed and incorporated into AACE’s Recommended Practice 10S-90, Cost Engineering Terminology. [2]



Consult with 10S-90, and include any new or revised terms here, if applicable. Here is a direct link to the online version of 10S-90: https://library.aacei.org/terminology/welcome.shtml



Indicate if the term(s) are NEW or REVISED. For example:



(NEW)
PORTFOLIO – An array of assets (e.g., projects, programs, or other items) that are grouped for management convenience or strategic purposes. When strategically combined, the portfolio assets serve to create synergies among and otherwise complement one another.



(REVISED)
PROGRAM –

(1) A grouping of related projects with a common strategic goal.

(2) In some regions, the term 'program' or ‘programme’ may be used to mean a network schedule.
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1. Overview

1.1. Purpose

The purpose of this document is to establish the production and editorial review
requirements (including format and writing style) for all technical documents published by
AACE International (AACE or the Association). The intent is to produce technical
documents that are clearly written, and consistent in style and form.

1.2, Scope of Application

This style guide is applicable to the following technical documents published by the AACE
International Technical Board within the hierarchy of Association Intellectual Property
(IP):

e Technical Papers,

e Recommended Practices (RPs),

e Professional Guidance Documents (PGDs), and
e Professional Practice Guides (PPGs).

The above technical products will be inclusively referred to as documents herein. For
guidance in grammar and usage not included in this manual, please consult The Chicago
Manual of Style.*

1.3. General Requirements

AACE is a non-profit organization that is registered in the United States and is governed by
U.S. Federal law. All technical products must comply with U.S. laws, regulations, and
economic sanctions as well as the AACE Canons of Ethics.

2. AACE Product Production, Evaluation and Review Requirements

The AACE Technical Board has established production, evaluation, and review requirements for
all IP. This includes the requirement that product submissions conform to AACE International
product templates, demonstrate subject matter competency, and meet evaluation and review
criteria.

2.1. Conformity to AACE International Product Templates

Standard formatting styles for section headings, figures, tables, and other key elements
have been established in the AACE approved templates.

! The Chicago Manual of Style, 18th ed., The University of Chicago, 2024.
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All technical products should be submitted to AACE International using the latest revision
of the approved AACE templates available from the AACE website and in their native
formats.

For more details on general style and structure, see Section 4.2 on page 8.

2.2, Demonstration of Subject Matter Competency

All technical documents are peer reviewed and must clearly present technical competency
and expertise in the subject. All technical products published by AACE International are
intended to be a source of learning and reference to practitioners.

2.2.1. Recommended Practices

Recommended practices are intended to provide guidelines for implementation of
best practices associated with the Total Cost Management Framework. A
recommended practice is not an appropriate outlet to present new concepts that have
not been widely accepted by industry practitioners.

2.2.2. Technical papers and presentations

Technical papers and Presentations are intended to provide contributors an outlet for
presenting innovative ideas, best practices, case studies, and lessons learned.

2.3. Technical Document Review Process

Reviews of technical products for consistency and alignment to the requirements of this
document is the accountability of the Technical Board prior to publication. All documents
should align with the Total Cost Management Framework and previously published
recommended practices.

2.3.1. Recommended Practice Review Process

The process for development and review of recommended practices shall follow the
guidance provided in the AACE Recommended Practice (RP) Development Process
which is available on the AACE website (www.aacei.org).

2.3.2.  Technical Paper Evaluation and Review Process

The process for development and review of technical papers shall follow the guidance
provided in the AACE Technical Paper Development Process which is available on the
AACE website (www.aacei.org).

3. Legal Issues

3.1. Authorship

All technical documents are to be original documents of the author(s) or primary
contributor(s). All authors and primary contributors identified must have contributed to

Technical Document Style Guide Rev. 2024-Nov-07
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the writing of the document in a substantive manner as outlined in the development
guidelines for recommended practices and technical papers.

3.2. Plagiarism

Plagiarism is the use of another person’s words, thoughts, ideas, or other works without
explicit acknowledgment of the original author and source. Plagiarism is unethical and
unacceptable. AACE International conducts plagiarism checks on all technical documents
submitted to the association; and violators may face penalties.

3.3. Guidance related to use of Artificial Intelligence

Contributors developing AACE technical products shall address subjects within their
competence areas. They shall be qualified by education or experience in the specific
technical fields involved. A contributor shall not include subject matter information in
which they lack competence, nor shall they include any material that was not prepared
under their direction and control without citation to primary sources, including chapter
and page number.

The use of artificial intelligence (Al) for research is permitted, but each technical segment
must be prepared and supported by the contributors’ knowledge and experience. All
citations must reference primary source documents (not Al-generated text). Submission
of material (derived from Al) that is not within the author’s area of technical competence
could be an ethical violation.

3.4. Ownership of Figures

If not created and owned by the author, all figures (photographs, illustrations, or other
graphical elements) must be accompanied by a copyright release from the content owner
that is submitted with the document. If required copyright releases are not submitted
with the document, the document will be returned to the author for correction.

3.5. Confidentiality Issues

Do not use data or information that may be considered confidential or proprietary. The
purpose of most technical documents is to convey concepts. Whenever possible, use
modified data to illustrate the concept in place of actual project data that may be
considered confidential.

For case studies or other documents where actual project or potential proprietary
information is used, AACE International may require a disclaimer (submitted with the
document) from the project or data owner indicating that the information may be
included in the product. Where data or information is in the public domain, the author
should cite the public domain source of the information. Where potential confidentiality
issues exist, AACE International may return the technical product to the author for
correction.

Technical Document Style Guide Rev. 2024-Nov-07
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3.6. Intellectual Property of Others

If the technical document contains intellectual property owned by a party other than the
author, then the author must obtain a release (submitted with the document) from the
owner indicating that the information may be included in the document. Proprietary
application of knowledge or research gained from the author’s employer (or former
employers) will require a release. Where potential intellectual property issues exist, AACE
International may return the document to the author for correction.

3.7. Anti-Competitiveness Issues

Technical documents dealing with benchmarking issues or provision of comparative
metrics must abide by U.S. Department of Justice and U.S. Federal Trade Commission anti-
trust regulations regarding benchmarking, including maintaining strict confidentiality of
client data and information.

3.8. Commercialism

AACE International will not accept technical documents that are commercial or self-
promoting in nature. Whenever possible, refrain from using company/commercial
product names and logos.

If a technical document is focused on concepts and features that are common to a class of
software packages, and there is no direct marketing intent or implied, then the document
will be allowed. If AACE International considers a document to be overly commercial in
nature, it will be returned to the author for correction.

Authors are permitted to include references to software or products for the purposes of
providing demonstrative examples. Where products are referenced in text or in
illustrative elements, a footnote must be included that states “AACE does not promote or
endorse specific product(s) mentioned in this document. These items are provided for
illustrative purposes only.” The footnote should be inserted at the first mention of each
product.

3.9. Content Copyrights

The overuse of quotations in a paper may constitute violation of the fair use policies of
U.S. Copyright law. If AACE International considers that the use of quotations is excessive,
then the submitted document may be returned to the author for revision.

3.10. U.S. Economic Sanctions

AACE International must comply with U.S. economic sanction laws enforced by the U.S.
Office of Foreign Assets Control that restrict business activities with sanctioned and other
sensitive countries. Economic sanction laws prohibit certain business activities with
targeted governments, organizations, and individuals, as well as persons and entities that
act on their behalf. This may require AACE International to reject papers whose authors
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are citizens or residents of countries that are on the list of sensitive countries identified by
the U.S. Department of State. AACE is committed to accepting papers from foreign
authors whenever legally permissible to do so.

4. Writing Style

There are two goals for AACE International technical products. The first is to teach the reader
about a subject for which they may have little or no knowledge. The second related goal is to
clearly convey concepts and develop the subject thoroughly enough for the reader to put an
idea into immediate use.

Do not be constrained by word count. Break concepts down into the simplest step-by-step
explanations. Use examples, figures, tables, etc. to illustrate key points. Do not use jargon and
avoid obscure technical terms. Finally, write the product so that the idea can be read and
understood by a wide audience.

All technical documents should be submitted to AACE International in Microsoft Word and
formatted using the appropriate AACE template available from the AACE website. Technical
documents must meet all other expectations of style as identified in this document. Failure to
follow the indicated style guidelines may result in the return of the document to the author for
revision.

4.1. Reference to AACE International

The correct term for the Association name is AACE International. If previously introduced
as an acronym, such as AACE International (AACE), then the Association may be referred
to as AACE. Never use the acronyms AACEI or AACEi for the Association.

It is also incorrect to use the term AACE International or AACE in a plural or possessive
form. It would be correct form to state “AACE International publishes many
internationally recognized recommended practices” but incorrect form to state that
“AACE International’s recommended practices are internationally recognized.”

4.2, General Style and Structure

Documents should be easy to read and grammatically correct. Humor and colloquial
phrases should be avoided, and the inclusion of cartoons is prohibited.

Use the formatting styles included in the AACE International document templates.
Indentation for paragraphs, lists, etc. should not be modified from the template settings
and should be consistent throughout the document. All text should remain in black font.
Use of bold or italics for emphasis is allowed but should be limited. Do not use quotes for
emphasis.

Technical Document Style Guide Rev. 2024-Nov-07
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4.2.1. Title

Recommended practices: Titles shall be defined as per the scoping document details
approved by the technical subcommittee responsible for the knowledge area domain
governing the recommended practice subject matter, unless otherwise approved by

the Technical Board.

Technical papers: The title must accurately describes the technical content of the
paper. The title should be limited to approximately ten words or less. Do not use
humor in the title. For example, a title such as “10 Things We Remembered in the Bog
After the Big Storm” would be better expressed as “Project Control Issues After
Hurricane Katrina.” The paper title should convey the technical concept being
described in the paper and utilize words that a potential reader might seek when
performing an online search for technical documents.

4.2.2. Abstract

Technical documents must include a short abstract that accurately describes the
technical content of the document.

Recommended practices: Abstracts for recommended practices are prepared by
AACE Headquarters for use by AACE after publication approval.

Technical papers: Abstracts for technical papers will be prepared by the author. The
abstract should be the same as initially submitted to the AACE International Call for
Papers unless, as the paper itself is being written, the abstract needs to be updated to
reflect the finished paper. The abstract should be 100 to 200 words in length. If AACE
International considers the abstract to be too short, too long, or does not adequately
describe the content of the paper then the paper may be returned to the author for
revision.

4.2.3. Table of Contents

Technical documents must include a table of contents listing the first three major text
section headings of the document as defined by the established template
specification. The Table of Contents should be dynamically populated using the word
processor’s Table of Contents functionality.

4.2.4. Length of Technical Product

While there are no set page length requirements for technical products, the AACE
Technical Board will evaluate document length based on the adequacy of the subject
matter development.

If AACE International deems a paper too short to have adequately developed the
subject matter, then the paper may be returned to the author for revision. Conversely,
if a paper is deemed too long because of the inclusion of irrelevant material or from a

Technical Document Style Guide Rev. 2024-Nov-07
Page 9





lack of focus on the subject matter, the paper may also be returned for correction. Do
not include extraneous material in the paper simply to meet a minimum number of
words.

Recommended practices: AACE suggests recommended practices be ten to twenty
pages in length, not including the abstract, table of contents, bibliography, and
appendices.

Technical papers: AACE suggests that papers include between 3,000 and 12,000
words, not including the abstract, table of contents, bibliography, and appendices.

4.2.5. Paragraphs and sentences

Paragraphs: Each paragraph should typically contain a minimum of two sentences.
Each paragraph should develop a thought that is important to the subject matter.

Sentences: The document should be written in complete sentences. A sentence
expresses a complete thought, and most commonly contains both a noun and a verb.
Sentence fragments are not to be used. Conjunction and compound sentences should
be used with care. Each sentence should contribute to developing the subject matter
of the paper. Ensure that subjects and verbs agree in number (singular/plural).
Maintain a consistent tense throughout the document — usually past tense for
completed research and present tense for general truths.

4.2.6. Tables, figures, equations, and captions

All tables, figures, and equations (referred to collectively as “items” in this section)
should be introduced and discussed in the body of the text as close as possible to their
first reference in the text. The author should tell the reader why the item is included
and what the item is intended to illustrate. Items should be clear, legible, and have
consistent formatting (fonts, line sizes, etc.). If an item is too large to be legible within
the body of the document, it should be moved to an Appendix with a larger page size,
(See Section 4.2.10). All items should also include a caption directly underneath the
item, which contains the item label, sequential item number, and a description. The
caption should typically be limited to ten words or less and be displayed in the AACE
template’s caption style. If caption labels are referred to in paragraph text (e.g., See
Figure 1), use the cross-references functionality shown in the Insert Tab and
References Tab of Microsoft Word.

Authors are required to provide source files for all figures and tables. AACE
International requires copyright releases from the content owner for all items that are
not original content from the author. Releases must be submitted at the time of
document submission. This includes items from other AACE International publications.
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For expanded guidance on the utilization of tables, figures, and equations, please refer
to Sections 5.3, 5.4, and 5.5, respectively, beginning on page 14.

4.2.7. Quotations and citations

Quotations: The use of quotations should be minimized and employed only for the
purpose of providing key points from other technical references. All quotations
require citations (including page number) to identify the source.

Citations: Due to the technical nature of its products, AACE International follows the
IEEE Editorial Style Manual for Authors as it relates to citations and references only,
except for the location of page numbers. All quotations and other necessary
references shall be cited by number in the order they first appear in the document.
Within the text of the document, refer to a reference by identifying the reference
number (and page number if applicable) within hard brackets.

For expanded guidance and examples of citations, please refer to Section 5.7 on page
19.

4.2.8. Footnotes and endnotes

Footnotes: Footnotes are permissible to provide clarity; however, their use should be
minimized. They may be used to provide additional commentary that may detract
from the flow of the document’s body text. Footnotes should not be utilized in place
of a list of references.

If the author is providing a general reference to a source that has not been quoted or
paraphrased, it should be placed in a footnote.

Use the built-in footnote function in Microsoft Word. For example, here is an example
of a footnote.? Refer to the bottom of this page to see what it looks like. Note that if
the footnote is adjacent to punctuation, the superscript footnote number should be
placed after any punctuation.

Endnotes: AACE prefers that technical documents exclude endnotes.

4.2.9. List of References

A list of references should be included at the end of the document that provides
complete publishing information for the reader to easily identify source documents
that were quoted or paraphrased. Documents provided to the reader for information
only (i.e., not quoted or paraphrased) should not be included in the references list.
These documents should be provided in a footnote or list of additional resources.

2 This is a footnote. It helps to provide clarity but is not a substitute for a reference.
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Website references are discouraged in all technical documents. If a reference must be
included from a website to meet proper citation of a source, be sure to specify the
date the source was accessed. Website references should be from reputable technical
sources.

AACE templates contain pre-populated list of sources which includes references
commonly cited in AACE technical documents. It is the responsibility of the authors to
update the list of references for applicability to the content they are developing in
their document.

Authors should utilize Microsoft Word’s dynamic bibliography functionality to create a
list of references. References should be formatted using IEEE style. A reference list is
provided at the end of this document for sample purposes. For expanded guidance on
updating the list of references, please refer to Section 5.8 on page 19.

4.2.10. Appendices

Include ancillary or supporting information in an appendix if required to avoid
distracting the reader from the main content of the document. Some common
examples include:

e Tables or figures that may be too large to be legible in 8-1/2” X 11” page
format,

e Case studies, or
e Demonstrative steps of a methodology.

4.3. Language and Spelling

The official language for all AACE International technical documents is US English. The
latest version of Merriam-Webster’s International Dictionary of the English Language shall
be used as the arbitrator of correct spelling. All spelling, use of prepositions, use of verbs,
and punctuation should follow the standards of US English.

Jargon or colloquial terms unique to a particular industry or discipline should be avoided.
Words or terms not familiar to the intended audience should be defined or explained.
Clarity of the subject matter should always be emphasized.

4.4, Grammar, Usage, and Mechanics

Technical products require precise and clear writing to effectively communicate complex
information. Adhering to modern grammar and punctuation rules ensures that the
product is professional and easily understood. Following these guidelines also ensures
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published technical documents are consistent in style and aesthetic. The remaining
sections of this document provide expanded guidance as follows:

Expanded guidance on document structure and mechanics can be found in the following

sections.
5.1. Template settings 14
5.2. Trademarks 14
5.3. Tables 14
5.4. Figures 14
5.5. Equations and guidance for writing math 14
5.5.1. Equations: 14
5.5.2.  Writing math: 15
5.6. Lists 15
5.7. Quotation and citation examples 19
5.8. Updating the List of References 19

Expanded guidance on language, grammar, and style can be found in the following

sections.
6.1. English language guidance 20
6.1.1. Common spelling errors 20
6.1.2. Third or Fourth Person Form Technical Writing Style 21
6.1.3. Grammar 21
6.2. Abbreviations and Acronyms 22
6.3. Use of Capitalization 23
6.4. Periods and commas: 24
6.5. Semicolons and colons 25
6.6. Apostrophes and quotation marks: 25
6.7. Hyphens and dashes: 26
6.8. Using numbers in text 26
6.8.1. Numbers: 26
6.8.2. Ordinal numbers: 27
6.8.3. Millions, billions, and trillions: 27
6.8.4. Percentages 28
6.8.5. Decimals and Fractions 28
6.9. Units of Measure 29
6.10. Currency 29
6.11. Dates and times 29
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5. Expanded guidance on document structure and mechanics

5.1. Template settings

Templates are provided by AACE for technical papers and recommended practices. These
templates standardize margins, fonts, heading formatting and other stylistic elements to
ensure aesthetic consistency of documents published by AACE. Document settings, such
as the aforementioned items, should not be modified without approval of AACE
Headquarters staff.

5.2. Trademarks

Do not include copyright (©) or trademark (™) symbols in the document.

5.3. Tables

A table is always distinguished as having rows and columns of information. It is preferred
tables are created in Microsoft Word table format or inserted as an object from a table
created with Microsoft Excel or Visio. Alternatively, a table may be inserted as a graphical
image of a table. Word wrapping should be set to in line with text.

5.4. Figures

Figures should be inserted in one of the standard image formats (.jpg, .tiff, .png, etc.), or
as a Microsoft Visio object. Word wrapping should be set to in line with text.

Figures should be clear when scaled to a standard 8.5” X 11” page format and should
typically include limited use of color as many readers may be color-blind. When possible,
use shading or other graphical elements in place of color.

If the figure is a screenshot from a software application, then the caption should include a
notation of the software and version number used to create the screenshot. A sample
caption is provided below.

Figure 1: Example of the critical path (created by XYZ Software, Version 12.2)

Alternatively, if several screenshots from the same software application are included in
the document, then a footnote may be included in the document when the screenshot of
the software application first occurs. A sample footnote? is provided at the bottom of this

page.
5.5. Equations and guidance for writing math

5.5.1. Equations:

Mathematical expressions and equations should be displayed on a separate line of
their own if they are referenced, or if they are difficult to read in the body of the text.

3 Figures 3, 4, and 7 were created using XYZ Software, Version 12.2
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Equations should be inserted as a standard image file (e.g. .jpg, .tiff, .png) or using the
built-in equation function in Microsoft Word.

When displayed on a separate line, the expression or equation should be aligned to
the left, and numbered or labeled. The number or label is enclosed in parentheses
aligned to the right margin of the expression or equation (note this requires use of the
tab features of Microsoft Word), as shown in the following example:

a? + b? = c? (1)

This will allow the expression or equation to be referenced later in the document. In
the cross-reference, refer to the equation number (e.g. “In equation (1), we see
that...” or “Using Eqg. 1, the reader can see that...”).

All equations that have been placed on a separate line either for readability or for
later reference must be numbered. Do not provide a List of Equations.

5.5.2.  Writing math:

In addition to the guidance provided in Sections 6.8, the following pertains specifically
to mathematical contexts.

Exponents: In exponential expressions there are sometimes long and complicated
superscripts [e.g., (abc)xyzk]. These may be brought down in line with the

substitution of “exp” or “e” and the addition of square brackets (e.g.,
exp[(jwt)exp[(xyz)K]).

Fractions: Fractions should be enclosed in parentheses if they are followed by a
mathematical symbol or expression, (e.g., (a/b)x. For simple algebraic fractions in text,
the slash should be used rather than the horizontal fraction bar; for example, (ax +
b)/(cx + d), not ax+b/cx+d. Slashes should also be used for fractions in a numerator or
denominator (whether in the text or in a displayed expression), as well as in an
exponent that expresses a radical: exp[(b- d)1/2] for the square root of [b - d]). Note
that a slash connects only the two groups of symbols immediately adjacent to it; thus,
a + b/cis not the same as (a + b)/c.

5.6. Lists

Lists can either be integrated into the text or presented vertically. Short, simple lists work
best when run in, especially if they form a complete sentence with the introductory text.
Lists that are longer, require typographic emphasis, or contain multiple levels should be
displayed vertically.

Introductory numbers or letters in lists should only be included if they serve a specific
purpose, such as indicating task order, suggesting chronology, showing relative
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importance, facilitating text references, or clearly separating items in a run-in list. If
similar lists appear close to one another, it's important to maintain consistent formatting.

Regardless of the type of list selected, lists should be grammatically parallel (see Section
6.1.3). List types should be implemented consistently throughout the document. The
choice of separator (numerals or letters) should also be consistent. Items within a list
should not be capitalized unless they form a complete sentence.

Run-In Lists: These lists are in line with the body text of the document. There should be
three or less items in these lists and the items should be brief.

If a run-in list is separated by numerals or letters, they should be enclosed in parenthesis —
they should not be italicized. If the introductory content of the sentence is a complete
sentence, a colon should separate the leading text from the run-in list. The items should
be separated by commas unless any of the items requires internal commas, in which case
all the items will usually need to be separated by semicolons. If each item in a list consists
of a complete sentence or several sentences, the list should be formatted as a vertical list
rather than a run-in list.

Example of run-in list not separated by numerals or letters:

The major phases of the project are as follows: design, utility relocations, and
construction.

Example of run-in list separated by numerals:

The major phases of the project are (1) design, (2) utility relocation, and (3) construction.
Example of run-in list separated by letters:

The meeting was attended by (a) executives, (b) managers, and (c) craft employees.
Example of run-in list requiring semi-colons in lieu of commas:

The hiking guides recommend that campers pack (a) two pairs of boots, two pairs of
sneakers, and plenty of socks; (b) warm, sturdy outer clothing; and (c) a hat and gloves.

Vertical Lists - Ordered: These lists are shown below an introductory sentence, followed
by a colon. Items in the lists are preceded by numbers, and in some cases, letters. If
individual items run over to multiple lines, a hanging indent should be used to align the
additional lines with the first letter of the first line.

Example of a vertical list with numbers where each list item completes the sentence:
Compose three sentences:

1. toillustrate the use of commas in dates
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2. todistinguish the use of semicolons from the use of periods

3. toillustrate the use of parentheses within dashes

Example of a vertical list with letters where each item is a complete sentence:
To ensure the team meets the deadline, their manager took the following steps:
(a) She listed all tasks needed to complete the project.
(b) She assessed how much time each task would take.
(c) She assigned each task to team members.
(d) She frequently checked in with each team member on progress and status.

(e) If team members were falling behind on specific tasks, she adjusted the plan and,
in some cases, reassigned the tasks.

If the items in the vertical list, inclusive of the introductory text and list items form a
complete sentence, the structures should include (1) introductory text followed by a
colon, (2) list items with semicolons or commas between the items, and (3) a period to
follow the final item.

Example of a vertical list that forms a complete sentence:
There are at least eight parts of speech in the English language:

1) nouns,

2) pronouns,

3) adjectives,

4) verbs,

5) adverbs,

6) prepositions,

7) conjunctions, and

8) articles.

Vertical Lists - Unordered: These lists are shown below an introductory sentence,
followed by a colon. Unless the items consist of complete sentences, there should no
punctuation at the end of each line and usually begin with lowercase — except for proper
nouns and other terms that are normally capitalized. If individual items run over to
multiple lines, a hanging indent should be used to align the additional lines with the first
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letter of the first line. If the items in the vertical list, inclusive of the introductory text and
list items form a complete sentence, the structures should include (1) introductory text
followed by a colon, (2) list items with semicolons or commas between the items, and (3)
a period to follow the final item.

Example of an unordered vertical list that does not complete a sentence:
Your document submission must include the following items:

e the latest document revision

e the source files for all figures and illustrations

e releases for all copyrighted materials

e the completed comment disposition log
To avoid long, skinny lists, short items may be arranged in two or more columns.
Example
There are at least eight parts of speech in the English language:

® nouns

e pronouns

e adjectives

e verbs

e adverbs

e prepositions

e conjunctions

e articles
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5.7. Quotation and citation examples

Cite all quotations and other necessary references by number in the order they first
appear in the document. Within the text of the document, refer to a reference by
identifying the reference number (and page number if applicable) within hard brackets.

Page numbers do not need to be included in the citation for paraphrased text but must be
included in for quoted text.

Example of paraphrased text:
Thomas Edison defined genius as 1 percent inspiration and 99 percent perspiration. [1]
Example of quoted text:

A base estimate is defined as “Estimate excluding escalation, foreign currency exchange,
contingency, and management reserves.” [8, p.12]*

When necessary, legal citations may utilize in-line, expanded referencing, as shown in the
example below. In these situations, a citation for the legal reference should also be
inserted and included in the references list.

Example: A board decision, however, has extended this concept of the evolving critical
path to the extreme, finding that the final, as-built schedule should be relied upon as the
ultimate critical path that dictates which delays were, in fact, critical. See Sante Fe, Inc.,
VABCA No. 1943 — 1946, 84-2 BCA 1 17,341 (1984). [9]°

5.8. Updating the List of References

The format of the List of References must follow that identified in the AACE International
Technical Document Template. For references and citations, AACE follows the IEEE style
guide except as noted in this document.

The Total Cost Management Framework [1] and Recommended Practice 105-90 Cost
Engineering Terminology [2] should almost always be included as it is expected that all
technical documents use consistent terminology and are in alignment with the TCM
Framework. When using the references feature in Microsoft Word, select IEEE style.
When applicable, include page numbers (or section numbers) in the citations. If referring
to a reference in a footnote, add the reference number to the footnote as well.®

A sample list of references is provided at the end of this document.

4 Citation [8] is provided for example only and is not referring to a reference in this document.
5 Citation [9] is provided for example only and is not referring to a reference in this document.
51t is important to ensure that any terminology used, is consistent with 105-90 [2]
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6. Expanded guidance on language, grammar, and style

This section provides expanded guidance and examples related to earlier sections of this
document. For style-related sections, AACE adopts and adheres to the following
interpretations of the Chicago Manual of Styles. The style guidance in this section is not
intended to be all-inclusive. For any topics not covered, authors should refer to [3].

6.1. English language guidance

6.1.1. Common spelling errors

Alternate vs. alternative: Use “alternate” when referring to a substitute (e.g., Justin
went to the tournament as an alternate). Use “alternative” when referring to a matter
of choice (e.g., The procurement officer evaluated several alternative materials to
obtain the best pricing).

Among vs. between: Use “among” when referring to a group of things (e.g. choose
among options”). Use “between” when referring to the relationship of individual items
or entities (e.g. choose between Option A and Option B”).

Amount vs. number: Use “amount” when objects cannot be counted (e.g., a large
amount of water). Use “number” when objects can be counted (e.g., a small number
of coins).

Compose vs. comprise: Use “compose” when referring to what something is made of
(e.g. “a recipe is composed of ingredients”). “Comprise” is a verb referring to what
something includes (e.g. “a recipe comprises ingredients”).

Farther vs. further: “Farther” refers to physical distance (e.g. Andrea ran farther than
Julia). “Further” refers to figurative distance (e.g., . “Nothing could be further from the
truth”).

Fewer vs. less: Use ‘fewer” when items being compared can be counted (e.g. Julia
earned fewer running medals than Andrea). User “less” when items can be measured
(e.g., Julia ran fewer miles than Andrea).

Principal vs. principle: “Principal” means primary or main (e.g. the principal office
location). “Principle” refers to a rule (e.g. His principles kept him from plagiarizing).

Precede vs. proceed: “Precede” means to come before (e.g., “A” precedes “B” in the
alphabet). “Proceed” means to continue (e.g., After stopiing at the traffic signal, the
driver proceeded through the intersection).

That vs. which: Use "that" for restrictive clauses (essential information) and "which"
for non-restrictive clauses (additional information, set off by commas).
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Who vs. whom: "Who" as the subject (e.g., Who conducted the study?). "Whom" as
the object (e.g., To whom should we send the results?).

6.1.2.  Third or Fourth Person Form Technical Writing Style

Technical Products must be written in third- or fourth- person form. A technical
writing style, rather than a conversational style, must be employed.

A common mistake which will cause a technical document to be rejected and returned
to the author is not writing the technical product entirely in third- or fourth- person
form.

Table 1 below provides example of each form. Technical documents containing first-
or second- person form will be returned to the author for revision and resubmission.

CASE

FIRST PERSON Subjective Objective Possessive
Singular I me my/mine
Plural we us our/ours
SECOND PERSON Subjective Objective Possessive
Singular you you your/yours
Plural you you your/yours
THIRD PERSON Subjective Objective Possessive
Singular he him his/his

she her her/hers

it it its/its

Plural they them their/theirs
FOURTH PERSON Subjective Case Objective Case Possessive Case
Singular one any one's
Plural some/all every everyone's

Table 1: Pronoun examples

6.1.3. Active versus Passive Voice

Technical Products should be written in active voice wherever possible unless third- or
fourth-person form cannot be adhered to with the active voice without detracting
from the flow and clarity of the content.

Example with active voice: The project manager approved the schedule.

Example with passive voice: The schedule was approved by the project manager.
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Example where active voice where interferes with third-person form: We completed
the risk assessment today.

The example above should be edited to one of the following forms, depending its
effect on clarity and flow in the document.

Example with active voice (preferred): The team completed the risk assessment today.

Example with passive voice: The risk assessment was completed today by the team.

6.1.4. Grammar

Authors should ensure clarity, subject/verb agreement and parallel clause
construction.

Clarity: Avoid vague language (i.e., generic language or generalizations). Use coherent
paragraph structure. Avoid run-on or overly complex sentences.

Subject/verb agreement: The subject and verb should match in number form — if the
subject is singular, then the verb should be also. If the subject is plural, then the verb
should be also.

Examples with singular nouns: Examples with plural nouns:
The list is long. The lists are long.
The list of items is long. The lists of items are long.

Parallel clause construction: Sentences should be structured with consistent use of
parallel clauses.

Examples related to coordinating conjunctions
Incorrect: He likes to bike, run, and skiing.
Correct: He likes biking, running, and skiing

Examples related to correlative conjunctions
Incorrect: She is both smart and is kind.
Correct: She is both smart and kind.

Examples related to comparisons:
Incorrect: Running a marathon is harder than to swim a mile.
Correct: Running a marathon is harder than swimming a mile.

6.2. Abbreviations and Acronyms

Abbreviations: The use of abbreviations and acronyms (both technical and nontechnical)
should be minimized unless necessary for clarity and style, and not to simplify the process
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of writing. Use them where, in context, they can aid in clarity and lucidity of the
document.

If necessary, commonly accepted abbreviations should be used. Abbreviations that are
not commonly known should be defined in the document. In most cases, abbreviations
should be in lowercase letters or with the first letter capitalized (e.g., Ave. for avenue; or
psi for pounds per square inch).

Acronyms: Acronyms must be referenced in parenthesis immediately following the first
use of the applicable term to which they apply. Acronyms should only be defined once
even if they are used several times. Do not define an acronym if it is not used later in the
document.

Most acronyms should be in all capital letters. The words comprising the acronym should
not be capitalized unless they are proper nouns.

Examples: Monte Carlo simulation (MCS), critical path method (CPM)
Coined plurals or plurals of acronyms do not take the apostrophe as per [3].

Examples: CCT (singular); CCTs (plural)

6.3. Use of Capitalization

The AACE Technical Board discourages capitalization in text except where necessary.

Document titles and headings: For document titles and headings, capitalize the first word
and all major words —not articles, prepositions, or coordinating conjunctions.

Example: Heading for Proper Use of Capitalization

Sentence style: Use sentence-style capitalization, which means that everything is
lowercase except the first word and proper nouns.

Nouns: Proper nouns include the names of brands, products, and services, an individual
person, place, or organization. The initial letter of proper nouns should be capitalized
(e.g., Larry, Mexico, and Boston Red Sox). Common nouns are not to be capitalized (e.g.,
project manager, cost estimate, and procurement)..

Example: The project manager was the owner’s representative in dealing with contractor
related issues.

Titles and names: Capitalize titles when they precede a name. Do not capitalize them
when referring generally to the position.

Examples:

e The contract was signed by Chief Executive Director Johanna Smith.
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e Johanna Smith is the chief executive officer of ABC Company.
e The Cost Estimating Subcommittee Chair is very knowledgeable.
e The subcommittee chairs need to be proactive.

Specific groups, charts, publications: Capitalize a specific item in a group, chart, or when
referring to a specific publication.

Examples:

e AACE’s cost estimate classification system consists of five classes (1-5). This paper
describes a Class 3 estimate.

e AACE’s recommended practices are widely known and respected.

e AACE Recommended Practice No. 34R-05, Basis of Estimate, discusses the
importance of having a well-defined basis of estimate (BOE).

Abbreviations: See section 6.2 above.

6.4. Periods and commas:

Use with quotes: Periods and commas always go inside closing quotation marks. For
parentheses or brackets, a period is placed inside if the entire sentence is enclosed within
the parentheses or brackets. If the material is part of a larger sentence, the period goes
outside. A comma should always go outside the parentheses, never inside, unless the
comma is part of the parenthetical material itself.

Example of punctuation with quotations:

A base estimate is defined as “Estimate excluding escalation, foreign currency exchange,
contingency and management reserves.” [8, p. 12]

Example of punctuation with parentheses for a full sentence:

He finished the report. (It took him three days.)

Example of punctuation with parenthesis for part of a larger sentence:
There are many types of punctuation (e.g., periods, commas, parenthesis).

The Oxford Comma: The Oxford comma, also known as the serial comma, is the comma
placed before the conjunction (usually "and" or "or") in a list of three or more items. The
AACE Technical Board recommends utilization of the Oxford comma to improve clarity of
technical documents. The Oxford comma prevents misinterpretation by clearly
delineating each item in a list.
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Example with the Oxford comma: We need to study data on temperature, pressure, and
flow rates.

Without the Oxford comma, one could misread the clause as pressure and flow rates
being a single item. Using the Oxford comma consistently throughout your document
enhances readability and professionalism.

6.5. Semicolons and colons

Semicolons: Use semicolons to link closely related independent clauses or to separate
items in a complex list. If quotations are used, the semicolon goes outside the quotation
marks.

Example of a complex list:

The study included participants from the US, Canada, and Mexico; used a mixed-methods
approach; and spanned three years.

Example of related independent clauses:

The study included participants from multiple countries; however, all participants spoke
the same language.

Colons: Use colons to introduce lists, explanations, or quotations after an independent
clause. If quotations are used, the semicolon goes outside the quotation marks.

Example:

The research focused on three fundamental areas: methodology, data analysis, and
interpretation of results.

6.6. Apostrophes and quotation marks:

Apostrophes for possession: Use apostrophes to show possession.

Singular noun: Add 's (e.g., the researcher’s findings).

Plural noun ending in s: Add only an apostrophe (e.g., the researchers’ findings).
Plural noun not ending in s: Add 's (e.g., the organization’s results).

Apostrophes for contractions: To maintain a formal tone, avoid contractions in technical
writing (e.g., do not use "it's" for "it is").

Quotation Marks: AACE Technical Board recommends that quotation marks only be used
for direct quotes. If an author wants to highlight or emphasize specific terms or phrases,
italicized fonts should be used.
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6.7. Hyphens and dashes:

Hyphen and en dash: In most word processing software packages, the hyphen and en-
dash are represented using the same character (“dash”).

The dash can be used for hyphenation for compound adjectives, and to avoid ambiguity.
Examples: state-of-the-art equipment, well-known researcher.

Do not hyphenate compound modifies occurring after the noun.

Example with modifier before the noun: The 6-mile-long roadway is under construction.

Example with modifier after the noun: The roadway under construction is six miles long.

The dash can be used as a traditional en dash when representing the word to or through,
such as the case with ranges (e.g., pages 10-15, 2005-2024, 100-200 psi). If the word from
is used in the text, the word to should be used instead of a dash (e.g., from 0 to 60 mph
instead of from 0-60 mph).

Em Dash: Use em dashes for emphasis or to set off additional information, like the use of
parenthesis. To create an em dash in Microsoft Word, type the following sequence: [pre-
dash word, space, dash, space, post-dash word] — Microsoft will convert the dash to an
em dash automatically.

Example: The results — unexpectedly — were significant.
6.8. Using numbers in text

6.8.1. Numbers:

The AACE Technical Board recommends consistency in the use of numbers, but also
acknowledges that in some cases, “consistency must give way to readability” per
Chapter 9.1 of [3].

Numbers beginning a sentence should be spelled out (except to denote a year).
Always use numerals for numbers written with units (e.g., 3 mi). Otherwise follow the
convention below:

e 0to 10: Numbers below eleven should be spelled out unless they begin a
sentence or are combined in a range or with an abbreviated unit of measure
(e.g., 8to 12 times more, 1 in.).

e Hyphenate all compound numbers between twenty-one and ninety-nine.

e Numbers over ninety-nine should not be spelled out unless it is a whole
number of a larger exponent.

o Correct: The estimate was composed of 1,255 items.
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o Incorrect: The estimate was composed of one thousand, two hundred
fifty-five items.

o Correct: A millennium is a period of one thousand years.
o Incorrect: A millennium is a period of 1,000 years.

e Do not use a hyphen between numbers representing hundreds, thousand,
etc.; and utilize a common anywhere a comma would be used if writing the
number with numerals.

o Correct: one thousand, three hundred twenty-six
o Incorrect: one-thousand three-hundred twenty-six
Numerals should always be used in the following scenarios:
e when followed by abbreviated units of measure
e when followed by the word percent or the percent symbol (%)
e when preceded by parts of a document (e.g. page, part, chapter, etc.)
e when preceded or followed by a symbol (e.g. $1.50 or 8%)
e indates (e.g. June 1, 1952; May 5; the 5th of May)
e in clothing sizes (e.g. size 10 dress)
e in expressions indicating severity (e.g. Category 4 hurricane)
e inscores or tallies (e.g. a 12-4 loss to the other team)

Precision: Use numerals for precise data (e.g., 3.14, 45%).

6.8.2. Ordinal numbers:

Using zeroth, first, nth, (k + 1)th, rather than 1st, 2nd, (k + 1)th, etc. is preferred.
Ordinal numbers should not appear as superscript (e.g. 1st not 1%).

6.8.3. Millions, billions, and trillions:

As stated in Section 4.3 Language and Spelling, the official language for all AACE
International technical documents is US English. Most English-speaking countries
utilize the short scale for naming large numbers. Authors should adhere to the short
scale, even if their native country or language is not English. A side-by-side comparison
of the short-scale and long-scale systems for naming large numbers is provided in
Table 2. AACE technical documents should utilize short scale names.

Value Short Scale Name Long Scale Name
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Base 10 Base 1,000 Name Base 1,000,000 Name

108 1,000? million 1,000,000? million
10° 1,0003 billion milliard
1012 1,000* trillion 1,000,0007 billion
10%° 1,000° quadrillion billiard
1018 1,000° quintillion 1,000,0003 trillion
10% 1,000’ sextillion trilliard
10% 1,0008 septillion 1,000,000* quadrillion
10%7 1,000° octillion quadrilliard

Table 2: Short scale versus long scale for naming large numbers

If the short scale names need to be abbreviated, abbreviations shown in Table 3
should be utilized.

Value Short Scale Name

Base 10 Name Abbreviation
103 thousand K

10° million M

10° billion B

1012 trillion T
Greater than 102 Quadrillion and above Do not abbreviate

Table 3: Short scale numbers and abbreviations

6.8.4. Percentages

Always use the number and the percent sign when dealing with percentages. The
percentage symbol is repeated in lists and ranges.

Examples:

e Only 2% of the risks were realized.

e The mechanical projects from the last five years made up 20%-30% of the
project population for historical database development.

6.8.5. Decimals and Fractions

Decimals: When using decimal numbers in text, include the zero before decimal (e.g.,
0.25 not .25). Do not include the zero(s) after the last digit following a decimal (e.g.,
0.8 not 0.80) unless ending zero is intended to show precision or significant value of
analysis.

Fractions: Simple fractions should be spelled out in hyphenated form regardless of
part of speech.
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Examples:
e The contractor has completed two-thirds of the clearing scope.
e One-half of the labor force is on strike.
e A two-thirds majority is required.
Compound fractions can be expressed using figures (e.g. 7 % units).
In text, fractions may be broken down (shilled) on one line or built-up on multiple
lines. Sometimes parentheses may need to be added to distinguish between

expressions, especially when a minus appears [e.g., % becomes [(c-d)/(k+4)]. This

may be done to save space.

If writing numbers in a mathematical context, see additional guidance in Section 5.5.

6.9. Units of Measure

It is important for units of measure to be used consistently in the document, either metric
or imperial. There is no need to convert the naming of common items, such as 6”
diameter pipe, to metric equivalents.

Plurals of units of measure take the “s” without an apostrophe. For example, the plural
form of 3 mil is 3 mils: 3 bits/s instead of 3 bit/s.

When reporting ranges, there should be no unit after each number unless the units are
different: 40-50 mm; 50 inches to 7 feet; 2x4 inch lumber.

Spell out units used in text without quantities (e.g., “where the noise is given in decibels”).
Units used as compound adjectives may be hyphenated only if needed for clarity: 10-kV
voltage, 5-in-thick glass. Do not insert a hyphen when they are not used as adjectives: a
current of 2 A, aline 4 in long, a length of 3.05 mm.

6.10. Currency

When specifying currency, use the appropriate currency symbol before the number; and
do not include the name of the currency after the number (e.g., 54,503 not $4,503
dollars). When possible, maintain the same currency units throughout the document.

6.11. Dates and times

Dates: Authors should write the long form of a date with the month spelled out (e.g.,
September 24, 1956); or use international date format convention of “yyyy-mm-dd”
(1956-09-24). Written form of dates should be consistent throughout the document.

‘. ”n
S

The plural of calendar years does not take the apostrophe before the “s.” For example,

the plural form of 1990 is 1990s — not 1990’s.
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Times: To indicate the time of day, use figures with a colon to delineate minutes followed
by a space and the indication of am or pm in lowercase letters (e.g., 9:00 am, 12:42 pm).
For clarity, use noon and midnight instead of 12:00 pm and 12:00 am.
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INSTRUCTIONS:

The purpose of the Style Guide Adherence Review Form is to ensure that authors submitting technical papers and recommended practices have confirmed adherence to AACE’s applicable style guide requirements and templates for these products.  This checklist should be completed by the author and the form should accompany the draft RP document when being submitted by the author. It is the responsibility of the subcommittee chair (SCC) to confirm that this form has been provided by the author when receiving documents. The Technical Board Headquarters Liaison has the accountability to perform required validation and verification of the information provided by the author in this form to ensure the quality expectations have been met. When applied to recommended practices, this form is associated with multiple steps of the AACE Recommended Practice Development Process.



[bookmark: _Hlk177572148]Additional guidance and instruction specific to each section or section element is provided below in blue italics text.



		RP and Reviewer Information



		Ref. # 

		

		



		Title of RP

		



		Subcommittee(s)

		



		Primary Contributor(s)

		



		Reviewer Name:

		

		Date:

		mm/dd/yyyy



		Status of RP Draft: (next stage)

		☐		For Subcommittee Review



		

		☐		For Public Review



		

		☐		For Technical Board Review prior to Publication Approval







In the sections below, applicable sections of the Technical Product Style Guide (“TPSG”) are provided for convenience.

		General Formatting







		Criteria

		Yes

		No

		Comments/Actions Required



		Has the latest AACE template been used to create the product? [TPSG Section 2.1]

		☐		☐		



		Is the overall document layout consistent with the AACE document template? [TPSG Section 5.1]

		☐		☐		



		Text and Typography



		Is there consistent use of bold, italics, and underlining? [TPSG Section 4.2]

		☐		☐		



		Are bulleted and numbered lists formatted correctly and consistently? [TPSG Section 5.6]

		☐		☐		



		Is the indentation for paragraphs, lists, and block quotes consistent? [TPSG Section 4.2]

		☐		☐		



		Are abbreviations and acronyms correctly defined on first use and used consistently thereafter? 
[TPSG Section 6.2]

		☐		☐		



		Figures, Tables, and Captions



		Are the figures and tables legible and clear with consistent formatting (e.g., font size in tables)?
[TPSG Section 4.2.6]

		☐		☐		



		Are all figures and tables correctly labeled with titles and numbers? [TPSG Section 4.2.6]

		☐		☐		



		Are figure and table captions formatted according to the style guide (e.g., "Figure 1: Title") and with the template’s caption format style? [TPSG Section 4.2.6]

		☐		☐		



		Are figures and tables placed as close as possible to their first reference in the text? [TPSG Section 4.2.6]

		☐		☐		



		Are cross-references to figures and tables in the text accurate and correctly formatted? [TPSG Section 4.2.6]

		☐		☐		



		Citations and References



		Are all in-text citations correctly formatted according to the specified citation style defined in the guide? [TPSG Sections 4.2.7 and 5.7]

		☐		☐		



		Is the reference list/bibliography formatted correctly and consistently using the dynamic references functionality of Microsoft Word in the provided template? [TPSG Sections 4.2.9 and 5.8]

		☐		☐		



		Are references in the text accurately reflected in the reference list? [TPSG Sections 4.2.9]

		☐		☐		



		Is there consistent use of footnotes if required by the style guide? [TPSG Sections 4.2.8]

		☐		☐		



		Language and Grammar



		Is the language clear, concise, and free of jargon? [TPSG Sections 4.3]

		☐		☐		



		Are spelling and grammar correct throughout the document? [TPSG Sections 4.4]

		☐		☐		



		Does the document use consistent terminology as per the style guide? [TPSG Sections 5.8]

		☐		☐		



		Are contractions avoided unless specified by the style guide? [TPSG Sections 6.6]

		☐		☐		



		Is passive or active voice used consistently as per the style guide recommendations? [TPSG Section 6.1.3]

		☐		☐		



		Document Consistency and Final Review



		Is the document visually uniform with consistent formatting throughout? [TPSG Sections 4.4]

		☐		☐		



		Are there no formatting errors or inconsistencies (e.g., extra spaces, misaligned text)? [TPSG Sections 4]

		☐		☐		



		Has a final proofreading check been conducted for any remaining errors?

		☐		☐		







		Reviewer Name (Printed):

		



		Reviewer Signature:

		



		Review Date
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INSTRUCTIONS:

This checklist is associated with multiple stages of the AACE Recommended Practice Development Process.  This checklist should be completed by subcommittee chair (SCC) or designee upon receipt of a new draft document. This form along with the Style Guide Adherence Review Form should accompany the document when submitted to the Technical Board (TB) for approval.



[bookmark: _Hlk177572148]Additional guidance and instruction specific to each section or section element is provided below in blue italics text.



		RP and Reviewer Information



		Ref. # 

		

		



		Scoping Document Reference #:

		



		Title of RP

		



		Subcommittee(s)

		



		Primary Contributor(s)

		



		Reviewer Name:

		

		Date:

		mm/dd/yyyy



		Status of RP Draft: (next stage)

		☐		For Subcommittee Review



		

		☐		For Public Review



		

		☐		For Technical Board Review prior to Publication Approval







		General Information







		Criteria

		Yes

		No

		Comments/Actions Required



		Is the RP number correctly assigned and documented?

		☐		☐		



		Is the RP title clear and descriptive?

		☐		☐		



		Are the primary and regular contributor(s) correctly identified?

		☐		☐		



		Has the scoping document (SD) review and approval been completed and accurately documented?

		☐		☐		



		Alignment with TCM Framework and Industry Standards



		Does the RP align with the approved scoping document?

		☐		☐		



		Are the practices and recommendations consistent with industry standards?

		☐		☐		



		Are any references to external standards correctly cited and relevant?

		☐		☐		



		Content Completeness and Accuracy



		Are all required sections of the RP fully completed?

		☐		☐		



		Is the methodology fully described and logically structured?

		☐		☐		



		Are the technical details accurate and well-supported by evidence?

		☐		☐		



		Are examples, figures, and tables relevant and correctly presented?

		☐		☐		



		Are all recommendations practical, actionable, and clearly explained?

		☐		☐		



		Compliance with AACE Template and Style Guide



		Has the style guide adherence checklist been completed and submitted with document?

		☐		☐		



		Clarity and Usability



		Is the RP written in a clear and understandable manner?

		☐		☐		



		Does the RP provide sufficient context for users to apply the practices?

		☐		☐		



		Are the instructions and recommendations easy to follow?

		☐		☐		



		Is the document free of any potential ambiguities or confusing sections?

		☐		☐		



		Is the intended audience clearly identified and addressed?

		☐		☐		



		For revised drafts (After SC review or public review)



		Is the disposition log complete and transparent?
The Comment Disposition Log should include all comments made during the review period, regardless of medium by which the PC’s received them.

		☐		☐		



		Have all public or subcommittee comments been addressed, as appropriate for the current draft type?
The SCC should review the primary contributor’s dispositions and complete the SCC Disposition columns of the Comment Disposition Log. 

		☐		☐		



		Are all concerns raised by reviewers satisfactorily resolved?


		☐		☐		







		Reviewer Comments and Recommendations



		General Comments



		



		Recommended Actions



		



		Final Recommendation



		· Proceed to Technical Board for approval

		☐

		· Requires minor revisions

		☐

		· Requires major revisions

		☐

		· Not approved

		☐





		Reviewer Name (Printed):

		[SCC or designee]



		Reviewer Signature:

		



		Review Date
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INSTRUCTIONS



								RECOMMENDED PRACTICE COMMENT DISPOSITION LOG - INSTRUCTIONS

								This template (shown on the Log Tab) is associated with Section 6.III. Subcommittee Review Process and 
Section 6.IV. Public Review Process of the AACE Recommended Practice Development Process.







				HEADER INFORMATION:

				Note: Cells highlighted in blue are specific to each RP and will be pre-populated by AACE HQ based on the approved scoping document where applicable. 



				[1] RP #:				[Enter RP # as noted on the Approved Scoping Document and/or RP Tracker]

				[2] TITLE OF RP:				[Enter Title of RP]

				[3] PRIMARY SUBCOMMITTEE:				[Select the appropriate subcommittee using the pre-filled drop-down.]

				[4] SECONDARY SUBCOMMITTEE(s):				[Select the appropriate subcommittee using the pre-filled drop-down.]

				[9] PRIMARY CONTRIBUTOR(s):				[Enter the names of the contributors on the approved scoping document and/or latest RP draft]



				PRIMARY SUBCOMMITTEE CHAIR (or designee):								HQ will enter the Primary Subcommittee Chair (pink cell), but if the Subcomittee Chair's review as been delegated, the subcommittee chair's name should be replaced by the designee's name.







				TYPE OF REVIEW:				[Select the appropriate review cycle using the pre-filled drop-down.]				Date Posted:		[Enter the date the RP was posted in Communities for Review to indicate the Start Date.]



				REVIEW PERIOD (45 DAYS):				This is set up as a formula and does not need to be filled out.



				INSTRUCTIONS FOR REVIEWERS:



				REVIEWER

				Master Sort		Name		Date		RP Section		Line 
Number		Comment

				1



						Column Name		Instructions

						Master Sort		Do not edit this field.  It is used by the TB to maintain an original sort order of comments received.  If more than five hundred comments are received, contact AACE HQ to enable additional rows.

						Name		Enter name of reviewer

						Date		Enter date of review.  If the Primary contributor is compiling comments received outside of this template, use the date the comment was received.

						RP Section		The RP Sections from the draft RP will be pre-populated into a drop-down for this column.  The reviewer should select the appropriate document section. Avoid "general" comments because they are difficult for the primary contributor(s) to address.

						Line 
Number		This cell is limited to whole numbers.  Please enter the first line number associated with your comment.  If your comment relates to a range of lines, please start your comment with the line number range (in the Comment column). This column may be used by the PC, SCC, and TB to sort the comments in document order, so please be accurate with the line number entry. The cell is limited to whole numbers because ranges cause sorting issues in Excel.

						Comment		If commenting on a range of lines, please start the comment with that range (e.g. 100-199). If commenting on a figure or table, please start the comment with the figure/table number AND caption.  Comments should be primarily technical in nature.  Word-smithing and grammar edits should be avoided unless it adds value to the communication and clarity of the topic.





				INSTRUCTIONS FOR PRIMARY CONTRIBUTORS:



								PRIMARY CONTRIBUTOR(S)

								Disposition		Explanation of Disposition





						Column Name		Instructions

						Disposition		PC(s) should use this column to indicate whether or not they accepted the reviewer's comment. This column is formatted as a drop-down with the following options:

						>>> ACCEPT		If the PC accepts and/or agrees with the reviewer's comment, choose this option. If revisions were made as a result of the comment, indicate as such in the Explanation of Disposition column. It is helpful to note the revised section number where the revision was made.

						>>> REJECT		If the PC rejects and/or disagrees with the reviewer's comment, choose this option. Clear justification should be made for any rejected comments in the Explanation of Disposition column.

						>>> OTHER		If neither option above applies, choose this option.  If this disposition is chosen, clear explanation of PC's perspective/position should be provided in the Explanation of Disposition column.

						Explanation of Disposition		Use this column to provide justification or clarification for the options chosen in the previous column.





				INSTRUCTIONS FOR SUBCOMMITTEE CHAIR (or designee):



								SUBCOMMITTEE CHAIR

								Concurrence		Explanation of Concurrence







						Column Name		Instructions

						Concurrence		SCC (or designee) should use this column to indicate whether or not they agree the PC's disposition of the reviewer's comment. This column is formatted as a drop-down with the following options:

						>>> AGREE WITH PC		If the SCC agrees with the PC's disposition and explanation, choose this option.

						>>> DISAGREE WITH PC		If the SCC disagrees with the PC's disposition and explanation, choose this option. Clear justification should be made in the Explanation of Disposition column for any items with this option chosen.

						>>> OTHER		If neither option above applies, choose this option.  If this option is chosen, clear explanation of SCC's perspective/position should be provided in the Explanation of Disposition column.

						Explanation of Concurrence		Use this column to provide justification or clarification for the options chosen in the previous column.





				INSTRUCTIONS FOR TECHNICAL BOARD:



								TECHNICAL BOARD

								Final Disposition		Explanation of Final Disposition





						Column Name		Instructions

						Final Disposition		TB should use this column to indicate whether they accept the PC's disposition and associated revisions. This column is formatted as a drop-down with the following options:

						>>> ACCEPTED		If the TB agrees with the PC's disposition, explanation and associated revisions (if appliable) and SCC concurrence, choose this option.

						>>> MODIFIED		If the TB modified the RP based on the comment, PC disposition and/or SCC concurrence, choose this option.  If this option is chosen, clear explanation of TB's perspective/position should be provided in the Explanation of Final Diposition column.

						>>> REJECTED		If the TB disagreeswith the PC's disposition and/or SCC concurrence, choose this option.  If this option is chosen, clear explanation of TB's perspective/position should be provided in the Explanation of Final Diposition column.

						>>> OTHER		If none of the options above applies, choose this option.  If this option is chosen, clear explanation of SCC's perspective/position should be provided in the Explanation of Disposition column.

						Explanation of Concurrence		Use this column to provide justification or clarification for the options chosen in the previous column.
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LOG

								RECOMMENDED PRACTICE COMMENT DISPOSITION LOG				Note: Cells highlighted in blue are specific to each RP and will be pre-populated by AACE HQ 
based on the approved scoping document where applicable.														Template Revised: 2025-Apr-26

												[1] RP #:

												[2] TITLE OF RP:

												[3] PRIMARY SUBCOMMITTEE:				[Select one]

				This template is associated with Section 6.III. Subcommittee Review Process and Section 6.IV. Public 
Review Process of the AACE Recommended Practice Development Process.
								[4] SECONDARY SUBCOMMITTEE(s):				[Select one]

												[9] PRIMARY CONTRIBUTOR(s):



												PRIMARY SUBCOMMITTEE CHAIR (or designee):				[See Instructions Tab]

												TYPE OF REVIEW:				[Select a review cycle]				Date Posted:		May 1, 2024

				Please read the Instructions Tab before using this template.								REVIEW PERIOD (45 DAYS):				From May 1, 2024 through June 15, 2024



				REVIEWER												PRIMARY CONTRIBUTOR(S)				SUBCOMMITTEE CHAIR				TECHNICAL BOARD

				Master Sort		Name		Date		RP Section		First Line 
Number		Comment		Disposition		Explanation of Disposition		Concurrence		Explanation of Concurrence		Final Disposition		Explanation of Final Disposition

				1						[Select a section]						[Select one]				[Select one]				[Select one]

				2

				3

				4

				5

				6

				7

				8

				9

				10

				11

				12

				13

				14

				15

				16

				17

				18

				19

				20

				21

				22

				23

				24

				25

				26

				27

				28

				29

				30

				31

				32

				33

				34

				35

				36

				37

				38

				39

				40

				41

				42

				43

				44

				45

				46

				47

				48

				49

				50

				51

				52

				53

				54

				55

				56

				57

				58

				59

				60

				61

				62

				63

				64

				65

				66

				67

				68

				69

				70

				71

				72

				73

				74

				75

				76

				77

				78

				79

				80

				81

				82

				83

				84

				85

				86

				87

				88

				89

				90

				91

				92

				93

				94

				95

				96

				97

				98

				99

				100

				101

				102

				103

				104

				105

				106

				107

				108

				109

				110

				111

				112

				113

				114

				115

				116

				117

				118

				119

				120

				121

				122

				123

				124

				125

				126

				127

				128

				129

				130

				131

				132

				133

				134

				135

				136

				137

				138

				139

				140

				141

				142

				143

				144

				145

				146

				147

				148

				149

				150

				151

				152

				153

				154

				155

				156

				157

				158

				159

				160

				161

				162

				163

				164

				165

				166

				167

				168

				169

				170

				171

				172

				173

				174

				175

				176

				177

				178

				179

				180

				181

				182

				183

				184

				185

				186

				187

				188

				189

				190

				191

				192

				193

				194

				195

				196

				197

				198

				199

				200

				201

				202

				203

				204

				205

				206

				207

				208

				209

				210

				211

				212

				213

				214

				215

				216

				217

				218

				219

				220

				221

				222

				223

				224

				225

				226

				227

				228

				229

				230

				231

				232

				233

				234

				235

				236

				237

				238

				239

				240

				241

				242

				243

				244

				245

				246

				247

				248

				249

				250

				251

				252

				253

				254

				255

				256

				257

				258

				259

				260

				261

				262

				263

				264

				265

				266

				267

				268

				269

				270

				271

				272

				273

				274

				275

				276

				277

				278

				279

				280

				281

				282

				283

				284

				285

				286

				287

				288

				289

				290

				291

				292

				293

				294

				295

				296

				297

				298

				299

				300

				301

				302

				303

				304

				305

				306

				307

				308

				309

				310

				311

				312

				313

				314

				315

				316

				317

				318

				319

				320

				321

				322

				323

				324

				325

				326

				327

				328

				329

				330

				331

				332

				333

				334

				335

				336

				337

				338

				339

				340

				341

				342

				343

				344

				345

				346

				347

				348

				349

				350

				351

				352

				353

				354

				355

				356

				357

				358

				359

				360

				361

				362

				363

				364

				365

				366

				367

				368

				369

				370

				371

				372

				373

				374

				375

				376

				377

				378

				379

				380

				381

				382

				383

				384

				385

				386

				387

				388

				389

				390

				391

				392

				393

				394

				395

				396

				397

				398

				399

				400

				401

				402

				403

				404

				405

				406

				407

				408

				409

				410

				411

				412

				413

				414

				415

				416

				417

				418

				419

				420

				421

				422

				423

				424

				425

				426

				427

				428

				429

				430

				431

				432

				433

				434

				435

				436

				437

				438

				439

				440

				441

				442

				443

				444

				445

				446

				447

				448

				449

				450

				451

				452

				453

				454

				455

				456

				457

				458

				459

				460

				461

				462

				463

				464

				465

				466

				467

				468

				469

				470

				471

				472

				473

				474

				475

				476

				477

				478

				479

				480

				481

				482

				483

				484
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