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Foreword

The ISO/IEC Directives are published as three parts:

—  Part 1: Procedures for the technical work

— Part 2: Methodology for the development of International Standards
— Part 3: Rules for the structure and drafting of International Standards

This part of the ISO/IEC Directives was approved by the ISO Technical Management Board and the IEC
Committee of Action.

All enquiry drafts registered after 1998-01-01, and all final drafts registered after 1998-09-01 are required
to comply with this third edition of the ISO/IEC Directives, Part 3.

This third edition has been completely restructured in order to separate as far as possible the rules into
clauses concerning structure and drafting, and to present this part of the ISO/IEC Directives in accordance
with these rules so that it acts as an example in its own right. Furthermore, minor changes have been
incorporated to facilitate the application of the rules to standards in electronic form, to take into
consideration that drafts should be optimized for the capture of information, to incorporate minor editorial
modifications in accordance with comments received from member bodies and to bring this part of the
ISO/IEC Directives up to date with certain revised editorial rules. The major part of the text remains
unchanged, although the restructuring tends to suggest otherwise. The main changes are listed below:

— the rules relating to references have been revised to distinguish between datd and undated
references (2.3.3 in 1989 edition; 6.2.2 and 6.6.6.5 in this edition);

— it is no longer permissible to subdivide a standard into sections or chapters (3.3.2 in 1989 edition);

— annexes are presented in the order in which they are cited in the text (2.4.8, 2.5.1 and 3.3.6 in 1989
edition; 5.2.6, 6.3.8 and 6.4.1 in this edition);

— abibliography is now a distinct element (see 6.4.2) as opposed to an informative annex;

— notes integrated in the text are not numbered consecutively throughout the text but are numbered
per numbered subdivision of text (2.5.3 in 1989 edition; 6.5.1 in this edition);

— rules relating to examples have been added (see 6.5.1);

— notes to figures and tables may no longer contain requirements (2.5.4 in 1989 edition; 6.6.4.8 and
6.6.5.6 in this edition);

—  footnotes to figures and tables may contain requirements (2.5.2 in 1989 edition; 6.6.4.9 and 6.6.5.7
in this edition);

— the text concerning mathematical formulae has been revised in conformity with ISO 31-0 (4.6.1 in
1989 edition; 6.6.9 in this edition);

— annex C concerning the Drafting and presentation of terms and definitions (annex B in 1989 edition)
has been revised in conformity with ISO 10241:1992;

— anew informative annex Checklist concerning quantities and units to be used in International
Standards (annex F) has been added.

Annexes C, D and E form a normative part of this part of the ISO/IEC Directives. Annexes A, B, F and G
are for information only.
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Introduction

It is recognized that amongst standards writers many different tools are used for the drafting of standards,
and that these tools will not necessarily permit the same options for the presentation of text elements.
Therefore, wherever possible, optional presentations have been allowed for in these rules [e.qg. it is
permitted to precede the items in an unordered list by dashes or bullets (see 5.2.5)]. However, for such
cases it should be noted that the ISO Central Secretariat and the IEC Central Office reserve the right to
apply only one presentation in published standards.

ISO/IEC Directives, Part 3, 1997
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ISO/IEC Directives — Part 3;

Rules for the structure and drafting of International Standards

1 Scope

This part of the ISO/IEC Directives specifies rules for the structure and drafting of documents intended to
become International Standards, Technical Reports or Guides, referred to hereinafter collectively as
standards unless otherwise necessary. These rules are intended to ensure that such documents, prepared
by the committee secretariats of the International Organization for Standardization (ISO) and the
International Electrotechnical Commission (IEC), are drafted in as uniform a manner as practicable,
irrespective of the technical content.

It also gives some indication with regard to presentation.

It does not specify the typography and layout of published standards which will be in accordance with the
house style of the publishing organization.

2 Normative references

The following normative documents contain provisions which, through reference in this text, constitute
provisions of this part of the ISO/IEC Directives. For dated references, subsequent amendments to, or
revisions of, any of these publications do not apply. However, parties to agreements based on this part of
the ISO/IEC Directives are encouraged to investigate the possibility of applying the most recent editions of
the normative documents indicated below. For undated references, the latest edition of the normative
document referred to applies. Members of ISO and IEC maintain registers of currently valid Intemational
Standards.

IEC 27 (all parts), Letter symbols to be used in electrical technology.
ISO 78-2, Chemistry — Layouts for standards — Part 2: Method of chemical analysis.

IEC 417 (all parts), Graphical symbols for use on equipment. Index, survey and compilation of the single
sheets.

IEC 617 (all parts), Graphical symbols for diagrams.

ISO 639, Code for the representation of names of languages.

ISO 690, Documentation — Bibliographic references — Content, form and structure.
IEC 1082 (all parts), Preparation of documents used in electrotechnology.

IEC 1175, Designations for signals and connections.

IEC 1346 (all parts), Industrial systems, installations and equipment and industrial products— Structuring
principles and reference designations.

ISO 3098-1, Technical drawings — Lettering — Part 1: Currently used characters.
ISO 3166, Codes for the representation of names of countries.

ISO 6433, Technical drawings — Item references.

ISO 7000, Graphical symbols for use on equipment — Index and synopsis.

ISO 10241:1992, International terminology standards — Preparation and layout.

ISO 14617 (all parts), Graphical symbols for diagrams.

8 ISO/IEC Directives, Part 3, 1997
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ISO Standards Handbook, Quantities and units.”

ISO/IEC Guide 2:1996, Standardization and related activities — General vocabulary.
ISO/IEC Directives, Part 1, Procedures for the technical work, 1995.

ISO/IEC Directives, Part 1, Amendment 1, — 2.

ISO/IEC Directives, Part 2, Methodology for the development of International Standards.

3 Terms and definitions

For the purposes of this part of the ISO/IEC Directives, the terms and definitions given in ISO/IEC Guide 2
(some of which are repeated below for convenience) and the following apply.

3.1

standard

document, established by consensus and approved by a recognized body, that provides, for common and
repeated use, rules, guidelines or characteristics for activities or their results, aimed at the achievement of
the optimum degree of order in a given context

NOTE Standards should be based on the consolidated results of science, technology and ex perience, and aimed
at the promotion of optimum community benefits.

[ISO/IEC Guide 2:1996, definition 3.2]

3.1.1

international standard

standard that is adopted by an international standardizing/standards organization and made available to
the public

[ISO/IEC Guide 2:1996, definition 3.2.1.1]

NOTE International standards published by ISO and IEC are written with a capital “I" and “S”, i.e. “International
Standard”.

3.2 Technical Report

3.2.1

type 1 Technical Report

publication for which the required support for approval as an International Standard cannot be obtained, or
for which there is doubt on whether consensus has been achieved

NOTE The content of a type 1 Technical Report, including its annexes, may include information that is of a
normative nature, although the document itself is not of a normative nature.

3.2.2

type 2 Technical Report

publication of work still under technical development, or where for any other reason there is the future, but
not immediate, possibility of agreement on an International Standard

NOTE The content of a type 2 Technical Report, including its annexes, may include information that is of a
normative nature, although the document itself is not of a normative nature.

1) Contains all parts of ISO 31 together with ISO 1000.
2) To be published.

ISO/IEC Directives, Part 3, 1997 9
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3.2.3

type 3 Technical Report

informative publication containing collected data of a different kind from that which is normally published as
an International Standard

NOTE Such data may include, for example, data obtained from a survey carried out among the national bodies,
data on work in other international organizations or data on the “state of the art” in relation to standards of national
bodies on a particular subject.

3.3
Guide
publication containing material on general matters related to international standardization

3.4

normative elements

those elements setting out the provisions to which it is necessary to conform in order to be able to claim
compliance with the standard

3.5 informative elements

3.5.1

preliminary elements

those elements that identify the standard, introduce its content and explain its background, its
development and its relationship with other standards

3.5.2

supplementary elements

those elements that provide additional information intended to assist the understanding or use of the
standard

3.6
required element
element the presence of which in a standard is obligatory

3.7
optional element
element the presence of which in a standard is dependent on the provisions of the particular standard

3.8

provision

expression in the content of a normative document, that takes the form of a statement, an instruction, a
recommendation or a requirement

NOTE These types of provision are distinguished by the form of wording they employ; e.g. instructions are
expressed in the imperative mood, recommendations by the use of the auxiliary “should” and requirements by the
use of the auxiliary “shall”.

[ISO/IEC Guide 2:1996, definition 7.1]

3.8.1
statement
provision that conveys information

[ISO/IEC Guide 2:1996, definition 7.2]

3.8.2
instruction
provision that conveys an action to be performed

[ISO/IEC Guide 2:1996, definition 7.3]

3.8.3
recommendation
provision that conveys advice or guidance
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[ISO/IEC Guide 2:1996, definition 7.4]

3.8.4
requirement
provision that conveys criteria to be fulfilled

[ISO/IEC Guide 2:1996, definition 7.5]
3.9
state of the art

developed stage of technical capability at a given time as regards products, processes and services,
based on the relevant consolidated findings of science, technology and experience

[ISO/IEC Guide 2:1996, definition 1.4]

4  General principles

4.1 Objective

The objective of an International Standard is to define clear and unambiguous provisions in order to
facilitate international trade and communication. To achieve this objective, the International Standard shall

— be as complete as necessary within the limits specified by its scope,

— be consistent, clear and accurate,

—  take full account of the state of the art (see 3.9),

— provide a framework for future technological development, and

— be comprehensible to qualified persons who have not participated in its preparation.
4.2 Homogeneity

Uniformity of structure, of style and of terminology shall be maintained not only within each standard, but
also within a series of associated standards. The structure of associated standards and the numbering of
their clauses shall, as far as possible, be identical. Analogous wording shall be used to express analogous
provisions; identical wording shall be used to express identical provisions.

The same term shall be used throughout each standard or series of standards to designate a given
concept. The use of an alternative term (synonym) for a concept already defined shall be avoided. As far
as possible, only one meaning shall be attributed to each term chosen.

These requirements are particularly important not only to ensure comprehension of the standard but also
to derive the maximum benefit available through automated text processing techniques and computer-
aided translation.

4.3 Consistency of standards

In order to achieve the aim of consistency within the complete corpus of International Standards, the text
of every standard shall be in accordance with the relevant provisions of existing basic International
Standards. This relates particularly to

—  standardized terminology,

— principles and methods of terminology,
— gquantities, units and their symbols,

— abbreviated terms,

— bibliographic references,

ISO/IEC Directives, Part 3, 1997 11
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— technical drawings, and
— graphical symbols.

In addition, for specific technical aspects, the relevant provisions of general International Standards
dealing with the following subjects shall be respected:

— limits and fits;

— tolerancing of dimensions and uncertainty of measurement;

— preferred numbers;

—  statistical methods;

— environmental conditions and associated tests;

—  safety;

—  chemistry.

A list of basic International Standards is given in annex A.

4.4 Equivalence of official language versions

The texts in the different official language versions shall be technically equivalent and structurally identical.

The use of bilingualism from the initial stage of drafting is of great assistance to the preparation of clear
and unambiguous texts.

4.5 Fitness for implementation as a regional or national standard

The content of an International Standard shall be drawn up in such a way as to facilitate its direct
application and its adoption without change as a regional or national standard.

4.6 Planning

Rules for the planning of new work items are given in the ISO/IEC Directives, Part 1, 1995, 2.3.4. In order
to ensure the timely publication of a standard or of a series of associated standards, the intended
structure and any interrelationships shall be established before detailed drafting begins. In particular,
consideration shall be given to the subdivision of the subject matter (see 5.1). In the case of a multipart
standard, a list of the intended parts together with their titles in English and French shall be drawn up. The

rules given in this part and Part 2 of the ISO/IEC Directives shall be applied from the very beginning of the
work and throughout all subsequent stages to avoid delay at any stage.

5 Structure

5.1 Subdivision of the subject matter
5.1.1 General

Standards are so diverse that no universally acceptable rules can be established for the subdivision of the
subject matter.

However, as a general rule, an individual standard shall be prepared for each subject to be standardized,
and published as a complete entity. In specific cases and for practical reasons, for example

— the standard is likely to become too voluminous,
—  subsequent portions of the content are interlinked,

— portions of the standard could be referred to in regulations, or

12 ISO/IEC Directives, Part 3, 1997
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— portions of the standard are intended to serve for certification purposes,

the standard may be split into separate parts under the same number. This has the advantage that each
part can be changed separately when the need arises.

In particular, the aspects of a product which will be of separate interest to different parties (e.qg.
manufacturers, certification bodies, legislative bodies) shall be clearly distinguished, preferably as parts of
a standard or as separate standards.

Such individual aspects are, for example,

— health and safety requirements,

— performance requirements,

— maintenance and service requirements,
— installation rules, and

—  quality assessment.

The terms which shall be used to designate the divisions and subdivisions that a standard may have are
shown in Table 1 in English and in French. For an example of numbering, see annex B.

Table 1 — Names of divisions and subdivisions

English term French term of Eﬁint]f:r?ng
part partie 9999-1
clause article 1
subclause paragraphe 11
subclause paragraphe 1.1.1
paragraph alinéa [no number]
annex annexe A

5.1.2 Subdivision of the subject matter within a series of parts
There are two systems in use for subdividing into parts.
a) Each part deals with a specific aspect of the subject and can stand alone.

EXAMPLE 1

Part 1: Definitions
Part 2: Requirements
Part 3: Test methods
Part4: ...
EXAMPLE 2
Part 1: Definitions
Part 2: Harmonics
Part 3: Electrostatic discharge

Part 4: ...

b) There are both common and specific aspects to the subject. The common aspects shall be given in
Part 1. Specific aspects (which may modify or supplement the common aspects and therefore
cannot stand alone) shall be given in individual parts.

ISO/IEC Directives, Part 3, 1997 13
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EXAMPLE 3

Part 1: General requirements
Part 21: Particular requirements for electric irons
Part 22: Particular requirements for spin extractors

Part 23: Particular requirements for dishwashers

Where the system described in b) is used, care shall be taken that the references from one part to another
are always to the latest edition. There are two ways to achieve this.

— If reference is made to a particular element, the reference shall be dated (see 6.6.6.5.2).

— Since the complete series of parts is normally under the control of the same technical committee
(TC), the use of undated references (see 6.6.6.5.3) is permitted, provided that corresponding
changes are implemented simultaneously in all parts.

The use of undated references requires a high degree of discipline by the TC responsible for the
standard.

Their use is not permitted between standards of different TCs except where the normative reference
is intentionally undated, i.e. it is accepted that it will be possible to use all future changes of the text
referred to for the purposes of the referring standard.

Each part of a multipart standard shall be drafted in accordance with the rules for an individual standard as
specified in this part of the ISO/IEC Directives.

5.1.3 Subdivision of the subject matter within an individual standard
The elements that together form a standard may be classified in two different ways:
a) by their normative/informative nature and their position within the structure, i.e.
— informative preliminary elements (see 3.5.1),
— normative general and technical elements (see 3.4), and
— informative supplementary elements (see 3.5.2);
b) by their required or optional presence (see 3.6 and 3.7).

An example of a typical arrangement is given in Table 2. Table 2 also lists the permitted content of each of
the elements constituting the arrangement.
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Table 2 — Example of a typical arrangement of elements in a standard

Type of element

Arrangement of elements®in
standard

Permitted content® of
element(s) in standard

Informative preliminary

Title page

Table of contents

Title

Foreword

(generated content; see 6.1.2)

Introduction

Text
Note(s)
Footnote(s)

Normative general

Title

Text
Figure(s)
Table(s)
Note(s)
Footnote(s)

Scope

Text

Normative reference(s)

Text
Figure(s)
Table(s)
Note(s)
Footnote(s)

Normative technical

Term(s) and definition(s)
Symbols and abbreviated terms
Requirements

Normative annex

Reference(s)
Footnote(s)

Informative supplementary

Informative annex’

Text
Figure(s)
Table(s)
Note(s)
Footnote(s)

Normative technical

Normative annex

Text
Figure(s)
Table(s)
Note(s)
Footnote(s)

Informative supplementary

Bibliography

Text
Figure(s)
Table(s)
Note(s)
Footnote(s)

Index(es)

Reference(s)
Footnote(s)

(generated content, see 6.4.3)

a

b

For example, a test method that is optional may contain provisions.

Bold type = required element; upright type = normative element; italic type = informative element.

Informative annexes may not contain normative elements unless these elements constitute optional provisions.

A standard need not contain all the normative technical elements shown and it may contain normative
technical elements other than those shown. Both the nature of the normative technical elements and their

sequence are determined by the nature of the standard in question.

A standard may also contain notes and footnotes to figures and tables (see 6.6.4.8, 6.6.4.9, 6.6.5.6 and

6.6.5.7).

Terminology standards have different requirements for the subdivision of content (see annex C).
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5.2 Description and numbering of divisions and subdivisions
5.2.1 Part

The number of a part shall be indicated by arabic numerals, beginning with 1, following the standard
number and preceded by a hyphen; for example,

9999-1, 9999-2, etc.

The title of a part shall be composed in the same way as that of a standard as described in 6.1.1. All the
individual titles in a series of parts shall contain the same introductory element (if present) and main
element, while the complementary element shall be different in each case in order to distinguish the parts
from one another. The complementary element shall be preceded in each case by the designation

“Part ...:".

If a standard is published in the form of a number of separate parts, the first part shall include in its
foreword (see 6.1.3) an explanation of the intended structure. In the foreword of each part belonging to the
series, a reference shall be made to the titles of all other parts, if they are known.

5.2.2 Clause
A clause is the basic component in the subdivision of the content of a standard.

The clauses in each standard or part shall be numbered with arabic numerals, beginning with 1 for the
“Scope” clause. The numbering shall be continuous up to but excluding any annexes (see 5.2.6).

Each clause shall have a title, placed immediately after its number, on a line separate from the text that
follows it.

523 Subclause

A subclause is a numbered subdivision of a clause. A primary subclause (e.g. 5.1, 5.2, etc.) may be
subdivided into secondary subclauses (e.g. 5.1.1, 5.1.2, etc.), and this process of subdivision may be
continued as far as the fifth level (e.g. 5.1.1.1.1.1, 5.1.1.1.1.2, etc.).

Subclauses shall be numbered with arabic numerals (see annex B for an example).

A subclause shall not be created unless there is at least one further subclause at the same level. For example, a
piece of text in clause 10 shall not be designated subclause “10.1” unless there is also a subclause “10.2".

Each primary subclause should preferably be given a title, which shall be placed immediately after its
number, on a line separate from the text that follows it. Secondary subclauses may be treated in the same
way. Within a clause or subclause, the use of titles shall be uniform for subclauses at the same level, e.g.
if 10.1 has a title, 10.2 shall also have a title. In the absence of titles, key terms or phrases (composed in
distinctive type) appearing at the beginning of the text of the subclause may be used to call attention to the
subject matter dealt with. Such terms or phrases will not be listed in the table of contents.

5.24 Paragraph
A paragraph is an unnumbered subdivision of a clause or subclause.

“Hanging paragraphs” such as those shown in the following example shall be avoided since reference to
them is ambiguous.

EXAMPLE In the following example, the hanging paragraphs indicated cannot be uniquely identified as being in
“clause 5" since strictly speaking the paragraphs in 5.1 and 5.2 are also in clause 5. To avoid this problem it would
be necessary either to identify the unnumbered paragraphs as subclause “5.1 Xxxxxxxxxxxx" and to renumber the
existing 5.1 and 5.2 accordingly (as shown), or to move the hanging paragraphs elsewhere.
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Correct

Incorrect

5 Designation

5.1  XXXXXXXXXXX

5 Designation

XXXXXXX X XXXXXXXXXXXXX }

XXXXXXX X XXXXXKXKXKXKX  XXXXKKXXXXXXXXKXXK XXXXKXX X XXKXXKXXXXXXX } hangi ng
par agr aphs

XXXXXXX X XXXXXKXKXKXKX XXXXKKXXXXXXXXXXXK XXX X XXXOXXXXXXXXK }
XXXXXXX X XXXXXKXKXKXKX XXXXKXXXXXXXXXKXXK 5.1 XXXXXXXXXXX
5.2 XXXXXXXXXXX

XXXXXXX X XXXXXXXXXXXKX XXXXXXXXXXXXXXXXX
XXXXXXX X XXXXXKXKXKXKX  XXXXKXXKXXXXXXXXXXX 5.2 XXXXXXXXXXX
5.3  XXXXXXXXXXX

XXXXXXX X XXXXXKXKXKXKX XXXXKXKXXXXXXXXXXX
XXXXXXX X XXXXXKXKXKXKX XXXXKXXXKXXXXXXKXXK

XXXXXXX X XXXXXXXKXXXXXK T XXX XXXXXXXX

XXXXXXX X XXXXXXXXXXXXX XXXXXXXXXXXXXXXXX
,9,0,0,0,9,0,0,0,0,0.0,9.0.0,00,0,0,0,0.9,0,0,0.0,0,0,0,0.9.9,0.0,0.0,0,0.0,0¢
)8, 9,0:0,9.:0.9,0,0.9.0.9/.9.¢.0,9,0,9,.0.0,:¢.0.0,0.0.0.0.9.0.0,0.0.9.0.9.¢ 0,004
XXXXXXXXXXKX XXXXXXKXXXXXX

6 Testreport

$9,0,0,0,0,0,0,9,0.0,0,0,0,0.0.9,0.0,0,0,0,0.9,0.0,0.0.0..0,9,0.9,¢0,0,0,0,0.¢
)8,9,9:0,9,:0.9,0,0.0.0.9.9.¢.0,0,0,0,.0.9.0.0.0,0.0.0.0.9.¢.0,0.0.9.0.9.¢ 0,004
) 9,9,0,0,0,0,0,0,0.0,.0,8/0,0,0.0,0,0,0,0,0,0,0,0¢

6 Testreport

5.2.5

Lists

Lists may be introduced by a sentence (see example 1), a complete grammatical proposition followed by a
colon (see example 2), or by the first part of a proposition (without a colon— see example 3), completed
by the items in the list.

Each item in a list shall be preceded by a dash or a bullet or, if necessary for identification, by a lower-case
letter followed by a parenthesis. If it is necessary to subdivide further an item in the latter type of list, arabic
numerals followed by a parenthesis shall be used (see example 1).

EXAMPLE 1

a)

The following basic principles shall apply to the drafting of definitions.

The definition shall have the same grammatical form as the term:
1) to define a verb, a verbal phrase shall be used;

2) to define a singular noun, the singular shall be used.

b) The preferred structure of a definition is a basic part stating the class to which the concept belongs, and
another part enumerating the characteristics that distinguish the concept from other members of the class.

c) The definition of a quantity shall be formulated in accordance with the provisions of ISO 31-0:1992, 2.2.
This means that a derived quantity may be defined by means of other quantities only. No unit shall be used in
the definition of a quantity.

EXAMPLE 2  No switch is required for any of the following categories of apparatus:

apparatus having a power consumption not exceeding 10 W under normal operating conditions;

apparatus having a power consumption not exceeding 50 W, measured 2 min after the application of any of
the fault conditions;

apparatus intended for continuous operation.

ISO/IEC Directives, Part 3, 1997 17



© ISO/IEC 1997

EXAMPLE 3 Vibrations in the apparatus may be caused by

. unbalance in the rotating elements,
. slight deformations in the frame,

. the rolling bearings, and

. aerodynamic loads.

Key terms or phrases may be composed in distinctive type to call attention to the subject matter dealt with
in the various list items (see example 1). Such terms or phrases will not be listed in the table of contents; if
it is a requirement that they are listed, they shall not be presented as list items but as subclause titles

(see 5.2.3).

5.2.6 Annex
For the description of the two types of annex, see 6.3.8 and 6.4.1.

Annexes shall appear in the order in which they are cited in the text. Each annex shall be designated by a
heading comprising the word “Annex” followed by a capital letter designating its serial order, beginning
with “A”, e.g. “Annex A”. The annex heading shall be followed by the indication “(normative)” or
“(informative)”, and by the title, each on a separate line. Numbers given to the clauses, subclauses, tables,
figures and mathematical formulae of an annex shall be preceded by the letter designating that annex
followed by a full-stop. The numbering shall start afresh with each annex. A single annex shall be
designated “Annex A”.

EXAMPLE Clauses in annex A are designated “A.1", “A.2”, “A.3", etc.

5.2.7 Bibliography

A bibliography, if present, shall appear after the last annex. For the drafting rules, see 6.4.2.
5.2.8 Index(es)

Index(es), if present, shall appear as the last element. For the drafting rules, see 6.4.3.

6 Drafting

6.1 Preliminary informative elements
6.1.1 Title page
The title page shall contain the title of the standard.

The wording of the title shall be established with the greatest care; while being as concise as possible, it
shall indicate, without ambiguity, the subject matter of the standard in such a way as to distinguish it from
that of other standards, without going into unnecessary detail. Any necessary additional particulars shall
be given in the scope.

The title shall be composed of separate elements, each as short as possble, proceeding from the general
to the particular. In general, not more than the following three elements shall be used:

a) an introductory element (optional) indicating the general field to which the standard belongs (this
can often be based on the title of the committee);

b) a main element (obligatory) indicating the principal subject treated within that general field;

c) a complementary element (optional) indicating the particular aspect of the principal subject or giving
details that distinguish the standard from other standards, or other parts of the same standard.

Detailed rules for the drafting of titles are given in annex D.
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NOTE The title pages of enquiry drafts, final drafts and final publications are prepared in a standard format by the
Central Secretariat of ISO or by the Central Office of the IEC, as appropriate. In addition to the title itself, the cover
pages and, if required, title pages are prepared to include the reference number of the International Standard (which
is allocated by the Central Secretariat of ISO or by the Central Office of the IEC), and bibliographic and (for final
publications) pricing information.

6.1.2 Table of contents

The table of contents is an optional preliminary element, but is necessary if it makes the standard easier to
consult. The table of contents shall be entitled “Contents” and shall list clauses and, if appropriate,
subclauses with titles, annexes together with their status in parentheses, the bibliography, index(es),
figures and tables. The order shall be as follows: clauses and subclauses with titles; annexes (including
clauses and subclauses with titles if appropriate); the bibliography; index(es); figures; tables. All the
elements listed shall be cited with their full titles. Terms in the “Terms and definitions” clause shall not be
listed in the table of contents

In electronic documents, the table of contents shall be generated automatically and not set manually.
6.1.3 Foreword

The foreword shall appear in each standard. It shall not contain requirements, figures or tables.

It consists of a general part (supplied by the Central Secretariat of ISO or by the Central Office of the IEC,
as appropriate) giving information relating to the organization responsible and to Intemational Standards in
general, i.e.

— the designation and name of the committee that prepared the standard,
— information regarding the approval of the standard, and

— information regarding the drafting conventions used, comprising a reference to this part of the
ISO/IEC Directives,

and a specific part (supplied by the committee secretariat) that shall give as many of the following as are
appropriate:

— anindication of any other international organization that has contributed to the preparation of the
standard;

— a statement that the standard cancels and replaces other documents in whole or in part;
— a statement of significant technical changes from the previous edition of the standard;
— the relationship of the standard to other standards or other documents;

— a statement specifying which annexes are normative and which are infomative.

6.1.4 Introduction

The introduction is an optional preliminary element used, if required, to give specific information or
commentary about the technical content of the standard, and about the reasons prompting its preparation.
It shall not contain requirements.

The introduction shall not be numbered unless there is a need to create numbered subdivisions. In this
case, it shall be numbered 0 with subclauses being numbered 0.1, 0.2, etc. Any numbered figure, table,
displayed formula or footnote shall be numbered normally beginning with 1.

6.2 General normative elements
6.2.1 Scope

This element shall appear at the beginning of each standard and define without ambiguity the subject of
the standard and the aspect(s) covered, thereby indicating the limits of applicability of the standard or
particular parts of it. It shall not contain requirements.
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The scope shall be succinct so that it can be used as a summary for bibliographic purposes.

This element shall be worded as a series of statements of fact. Forms of expression such as the following
shall be used:

“This International Standard

the dimensions of ...”

— specifies a method of ..."

I o o

the characteristics of ...”

a system for ...”

O
— establishes [ I "
0 general principles for ...

— gives guidelines for ...”
— defines terms ...”
Statements of applicability of the standard shall be introduced by the following wording:

“This International Standard is applicable to ...”

6.2.2 Normative references

This optional element shall give a list of the normative documents to which reference is made (see 6.6.6.5)
in the standard in such a way as to make them indispensable for the application of the standard. For dated
references, each shall be given with its year of publication, or, in the case of enquiry or final drafts, with a
dash together with a footnote “To be published.”, and full title. The year of publication or dash shall not be
given for undated references. When an undated reference is to all parts of a standard, the publication
number shall be followed by the indication “(all parts)” and the general title of the series of parts (i.e. the
introductory and main elements, see annex D).

In principle, the normative documents shall be International Standards published by ISO and/or IEC.
Normative documents published by other bodies may be listed provided that

—  the document is recognized by the ISO and/or IEC committee concerned as having wide
acceptance and authoritative status as well as being publicly available,

— the ISO and/or IEC committee concerned has obtained the agreement of the authors or publishers
(where known) of the document to its inclusion,

—  the authors or publishers (where known) have also agreed to inform the ISO and/or IEC committee
concerned of their intention to revise the document and of the points the revision will concern, and

— the ISO and/or IEC committee concerned undertakes to review the situation in the light of any
changes in the referenced document.

The list shall be introduced by the following wording:

“The following normative documents contain provisions which, through reference in this text, constitute
provisions of this International Standard. For dated references, subsequent amendments to, or
revisions of, any of these publications do not apply. However, parties to agreements based on this
International Standard are encouraged to investigate the possibility of applying the most recent editions
of the normative documents indicated below. For undated references, the latest edition of the
normative document referred to applies. Members of ISO and IEC maintain registers of currently valid
International Standards.”

The above wording is also applicable, modified as appropriate, to a part of a multipart standard and to type
1 and 2 Technical Reports and Guides. Type 3 Technical Reports are not permitted to contain normative
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matter (see the ISO/IEC Directives, Part 1, and 3.2.3), and shall not contain “normative references”. They
may, however, contain “references”.

The list shall not include the following:

— documents that are not publicly available;

— documents to which only informative reference is made;

— documents which have merely served as references in the preparation of the standard.
Such documents may be listed in a bibliography (see 6.4.2).

6.3  Technical normative elements

6.3.1 Terms and definitions

This is an optional element giving definitions necessary for the understanding of certain terms used in the
standard. The following introductory wording, modified as appropriate, shall be used:

“For the purposes of this International Standard, the terms and definitions given in ... and the
following apply.”

Rules for the drafting and presentation of terms and definitions are given in annex C, together with special
rules for terminology standards, such as vocabularies, nomenclatures or lists of equivalent terms in
different languages.

6.3.2 Symbols and abbreviated terms

This is an optional element giving a list of the symbols and abbreviated terms necessary for the
understanding of the standard.

Unless there is a need to list symbols in a specific order to reflect technical criteria, all symbols should be
listed in alphabetical order in the following sequence:

— upper case Latin letter followed by lower case Latin letter (A, a, B, b, etc.);

— letters without indices preceding letters with indices, and with letter indices preceding numerical
ones(B,b,C,C,C,cdd,d.,d,etc.);

ext? int?

— Greek letters following Latin letters (Z, z, A, a, B, B, ... A, A, etc.);
— any other special symbols.

For convenience, this element may be combined with element 6.3.1 in order to bring together terms and
their definitions, symbols, abbreviated terms and perhaps units under an appropriate composite title, for
example “Terms, definitions, symbols, units and abbreviated terms”.

6.3.3 Requirements
This element is optional. If present, it shall contain the following:

a) all characteristics relevant to the aspect(s) of the product(s), process(es) or service(s) covered by
the standard, either explicitly or by reference;

b) the required limiting values of quantifiable characteristics;

C) for each requirement, either a reference to the test method for determining or verifying the values of
the characteristic, or the test method itself (see 6.3.5).

A clear distinction shall be made between requirements, statements and recommendations.

Contractual requirements concerning claims, guarantees, covering of expenses, etc. shall not be included.
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In some product standards, it may be necessary to specify that the product shall be accompanied by
warning notices or by instructions to the user or installer, and to specify their nature. On the other hand,
requirements concerning use or installation as such shall be included in a separate part or a separate
standard since they are not requirements applicable to the product itself.

Standards listing characteristics for which suppliers are required to state values that are not specified by
the standard itself shall specify how such values are to be measured and stated.

6.3.4 Sampling

This optional element specifies the conditions and methods of sampling, as well as the method for the
preservation of the sample(s). This element may appear at the beginning of element 6.3.5.

6.3.5 Test methods

This optional element gives all the instructions concerning the procedure for determining the values of
characteristics, or for checking conformity to stated requirements, and for ensuring the reproducibility of
the results. If appropriate, tests shall be identified to indicate whether they are type tests, routine tests,
sampling tests and so on.

Instructions relating to test methods may be subdivided in the following order (where appropriate):
a) principle;

b) reagents or materials;

C) apparatus;

d) preparation and preservation of test samples and test pieces;

e) procedure;

f) expression of results, including method of calculation and precision of the test method;

Q) test report.

For the drafting of methods of chemical analysis, see ISO 78-2. Much of ISO 78-2 is also applicable to test
methods for products other than chemical products.

Test methods may be presented as separate clauses, or be incorporated in element 6.3.3, or be presented
as annexes (see 6.3.8) or as separate parts (see 5.2.1). A test method shall be prepared as a separate
standard if it is likely to be referred to in a number of other standards.

6.3.6 Classification and designation

This optional element may establish a system of classification, designation (see the ISO/IEC Directives,
Part 2) and/or coding of products, processes or services that conform to stated requirements. For
convenience, this element may be combined with element 6.3.3.

6.3.7 Marking, labelling and packaging

This optional element may specify the marking of a product (e.g. manufacturer’s or vendor’s trade mark;
model or type number). It may include requirements for the labelling and/or packaging of the product (e.qg.
handling instructions, hazard warnings, date of manufacture). (See the ISO/IEC Directives, Part 2.)

Symbols specified for marking shall be in conformity with relevant International Standards.

Elements 6.3.6 and 6.3.7 may be supplemented by an informative annex giving an example of ordering
information.
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6.3.8 Normative annexes

Normative annexes are integral parts of the standard. Their presence is optional. An annex’s normative
status (as opposed to informative — see 6.4.1) shall be made clear by the way in which it is referred to in
the text, by a statement to this effect in the foreword (see 6.1.3) and by an indication in the table of
contents and under the heading of the annex.

6.4 Supplementary informative elements
6.4.1 Informative annexes

Informative annexes give additional information intended to assist the understanding or use of the
standard and shall not contain provisions to which it is necessary to conform in order to be able to claim
compliance with the standard. Their presence is optional. An annex’s informative status (as opposed to
normative — see 6.3.8) shall be made clear by the way in which it is referred to in the text, by a statement
to this effect in the foreword (see 6.1.3) and by an indication in the table of contents and under the heading
of the annex.

6.4.2 Bibliography
The relevant rules set out in ISO 690 shall be followed.
6.4.3 Index(es)

Authors of non-terminology standards wanting to introduce indexes are invited to contact the ISO Central
Secretariat or the IEC Central Office to discuss the best means of achieving their automated generation.

6.5 Other informative elements

6.5.1 Notes and examples integrated in the text

Notes and examples integrated in the text of a standard shall only be used for giving additional information
intended to assist the understanding or use of the standard and shall not contain provisions to which it is
necessary to conform in order to be able to claim compliance with the standard.

Notes and examples should preferably be placed at the end of the clause or subclause, or after the
paragraph, to which they refer.

A single note in a clause or subclause shall be preceded by“NOTE”, placed at the beginning of the first
line of the text of the note. When several notes occur within the same clause or subclause, they shall be
designated “NOTE 1", “NOTE 27, “NOTE 3", etc.

A single example in a clause or subclause shall be preceded by“EXAMPLE”, placed at the beginning of
the first line of the text of the example. When several examples occur within the same clause or subclause,
they shall be designated “EXAMPLE 1", “EXAMPLE 2", “EXAMPLE 3", etc.

In drafts, all lines of a note or example shall be inset from the margin or shall be set in smaller type, so that
its extent can be determined.

6.5.2 Footnotes to the text

Footnotes to the text give additional information; their use shall be kept to a minimum. They shall not
contain requirements. Footnotes to figures and tables follow different rules (see 6.6.4.9 and 6.6.5.7).

Footnotes to the text shall be placed at the foot of the relevant page and be separated from the text by a
short thin horizontal line on the left of the page.

Footnotes to the text shall normally be distinguished by arabic numerals, beginning with 1, followed by one
parenthesis and forming a continuous numerical sequence throughout the document: 1), 2), 3), etc. The
footnotes shall be referred to in the text by inserting the same numerals, as superscripts, after the word or
sentence in question: ??? etc.
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In certain cases, for example in order to avoid confusion with superscript numbers, one or more asterisks
or other appropriate symbols may be used instead: *, **, *** etc.; *, 1, 1, etc.

6.6 Common rules and elements
6.6.1 Verbal forms for the expression of provisions

6.6.1.1 A standard does not in itself impose any obligation upon anyone to follow it. However, such an
obligation may be imposed, for example, by legislation or by a contract. In order to be able to claim
compliance with a standard, the user needs to be able to identify the requirements he is obliged to satisfy.
He needs also to be able to distinguish these requirements from other provisions where he has a certain
freedom of choice.

6.6.1.2 Clear rules for the use of verbal forms (including modal auxiliaries) are therefore essential.

6.6.1.3 Annex E gives, in the first column of each table, the verbal form that shall be used to express
each kind of provision. The equivalent expressions given in the second column shall be used only in
exceptional cases when the form given in the first column cannot be used for linguistic reasons.

6.6.2 Spelling and abbreviation of names of organizations, and style

The spelling of the names of organizations, and their abbreviations, shall be as used by those
organizations, in English, French or Russian.

To facilitate understanding by all readers, the style shall be as simple and corcise as possible. This is
particularly important for those readers whose mother tongue is not one of the official languages of ISO
and IEC.

The following reference works for language are suggested:
—  for English, The Shorter Oxford English Dictionary and The Concise Oxford Dictionary;

—  for French, Dictionnaire Robert, Dictionnaire Larousse and Dictionnaire des difficultés de la langue
francaise (V. Thomas, Larousse).

Abbreviated terms shall be used with care, and their use shall be limited to those cases where it is not
likely to cause confusion.

If a list of abbreviated terms is not given in the standard (see 6.3.2), then the first time that an abbreviated
term is used, the full term shall be given with the abbreviated term following in parentheses.

An abbreviated term shall be specified only if used subsequently in the standard.

The general rule is that abbreviated terms consisting of the initial letters of words be printed in lower-case
letters (for example, “a.c.” for “alternating current”) and a full-stop be placed after each letter. Where,
however, an abbreviated term comprises capital letters, no full-stops are required.

When a sentence begins with an abbreviated term consisting of several letters, all the letters of the
abbreviated term shall be capital letters.

6.6.3 Use of trade names
A correct designation or description of a product shall be given rather than a trade name (brand name).

Proprietary trade names (i.e. trade marks) for a particular product should as far as possible be avoided,
even if they are in common use.

If, exceptionally, trade names cannot be avoided, their nature shall be indicated, e.g. by the symbolO for a
registered trade mark (see example 1).

EXAMPLE 1 Instead of “TeflonO", write “polytetrafluoroethylene (PTFE)”.
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If it is known that only one product is currently available that is suitable for the successful application of the
standard, the trade name of the product may be given in the text of the standard but shall be associated
with a footnote as shown in example 2.

EXAMPLE 2 “1) ... [trade name of product] ... is the trade name of a product supplied by ... [supplier] .... This
information is given for the convenience of users of this International Standard and does not constitute an

endorsement by ... [ISO or IEC] ... of the product named. Equivalent products may be used if they can be shown to
lead to the same results.”

If it is considered to be essential to give an example (or examples) of commercially available products
suitable for successful application of the standard because the product characteristics are difficult to
describe in detail, trade names may be given in a footnote as shown in example 3.

EXAMPLE 3 “1) ... [trade name(s) of product(s)] ... is (are) an example(s) of a suitable product(s) available

commercially. This information is given for the convenience of users of this International Standard and does not
constitute an endorsement by ... [ISO or IEC] ... of this (these) product(s).”

6.6.4 Figures
6.6.4.1 Usage

Figures should be used wherever appropriate to present information in an easily comprehensible form. It
shall be possible to refer to each figure explicitly within the text.

One level of subdivision only is permitted [e.g. Figure 1 may be subdivided as a), b), c), etc.].
6.6.4.2 Form

Figures shall be in the form of line drawings. Photographs may be used only if it is not possible to convert
them into line drawings.

It is preferable to supply computer-generated artwork provided that details have been agreed with the ISO
Central Secretariat or the IEC Central Office. Alternatively, correctly prepared drawings, sketches, graphs,
etc. may be supplied on transparent film (originals or copies) or as clear black and white photagraphic
reproductions. Photocopies are not usable.

6.6.4.3 Numbering

Figures shall be numbered with arabic numerals, beginning with 1. This numbering shall be independent of
the numbering of the clauses and of any tables. A single figure shall be designated“Figure 1”.

For the numbering of figures in annexes, see 5.2.6.

6.6.4.4 Layout of title

The title shall be centred horizontally below the figure and laid out as in the following example:
Figure 1 — Details of apparatus

6.6.4.5 Choice of letter symbols, style of lettering, and labelling

Letter symbols used in figures to represent general cases of angular or linear quantities shall be in
accordance with 1ISO 31-1, subscripts being used where necessary to distinguish between different
applications of a given symbol.

For a series of symbols indicating various lengths on a drawing usel,, |,, |, etc. and not, for instance, A, B,
C, etc. or a, b, ¢, etc.

Lettering on drawings shall be in accordance with ISO 3098-1. Inclined (italic) letters shall be used for

—  symbols for quantities,

—  subscripts representing symbols for quantities, and
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—  symbols representing numbers.
The vertical (upright) style shall be used for all other lettering.

In artwork, it is recommended that labelling be substituted by item references (see ISO 6433) wherever
possible.

EXAMPLE
Dimensions in millimetres
+0,01
I || 07 0
1 !
| ] ) N3
i -
4 _() L R _(L R
| %3 ;‘/ 1
! \3 %
4
i 7 N
F
Key
1 Testframe
2 Specimen
3 Support
4  Mass

Figure 1 — Test apparatus for pressure test at high temperature
6.6.4.6 Technical drawings
Technical drawings shall be prepared in accordance with relevant ISO standards (see A.8).
Graphical symbols for use on equipment shall be in accordance with IEC 417 and ISO 7000.
6.6.4.7 Diagrams
Diagrams, such as circuit diagrams and connection diagrams, for example for test circuits, shall be
prepared in accordance with IEC 1082. Graphical symbols used in schematic diagrams shall be in

accordance with IEC 617 and ISO 14617. Reference designations and signal designations shall be in
accordance with IEC 1346 and IEC 1175 respectively.
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EXAMPLE
|
Z;
Ry Rz
|
Tt L N :
L et ng C. =— Qo PE!
+ |
N
AT
L- 1
Kyt =
L \.Si m N
! L
-
Components Connections and supplies
C, capacitor 0,5 pyF L, N supply voltage with neutral
C, capacitor 0,5 nF L+, L— d.c. supply for the test circuit
K, relay
L, inductor 0,5 pH
Q, RCCB under test (with terminals L, N and PE)
R, resistor2,5Q
R, resistor 25 Q
S, manual control switch
z filter

iy

a

Connection to be made if the tested object has a terminal for PE.

Figure 1 — Example of test circuit for the verification of resistance to unwanted tripping
6.6.4.8 Notes to figures

Notes to figures shall be treated independently from notes integrated in the text (see 6.5.1). They shall be
located above the title of the relevant figure and shall precede figure footnotes (see the following
example). A single note in a figure shall be preceded by “NOTE”", placed at the beginning of the first line of
the text of the note. When several notes occur in the same figure, they shall be designated“NOTE 1",
“NOTE 27, “NOTE 3", etc. A separate numbering sequence shall be used for each figure.

Notes to figures shall not contain requirements. Any requirements relating to the content of a figure shall
be given in the text, in a footnote to the figure or as a paragraph between the figure and its title. It is not
necessary that notes to figures are referred to.

EXAMPLE

A paragraph containing a requirement.

NOTE Figure note.

Figure footnote.

®  Figure footnote.

Figure 1 — Title
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6.6.4.9 Footnotes to figures

Footnotes to figures shall be treated independently from footnotes to the text (see 6.5.2). They shall be
located immediately above the title of the relevant figure, and shall follow figure notes (see the example
in 6.6.4.8).

Footnotes to figures shall be distinguished by superscript lower-case letters, beginning with“a”. The
footnotes shall be referred to in the figure by inserting the same superscript lower-case letter.

Footnotes to figures may contain requirements. As a consequence, it is particularly important when
drafting the text of the figure footnote to distinguish clearly between different types of provision by using
the appropriate verbal forms (see annex E).

6.6.5 Tables
6.6.5.1 Usage

Tables should be used wherever appropriate to present information in an easily comprehensible form. It
shall be possible to refer to each table explicitly within the text.

A table within a table is not permitted. Subdivision of a table into subsidiary tables is not permitted.
6.6.5.2 Numbering

Tables shall be numbered with arabic numerals, beginning with 1. This numbering shall be independent of
the numbering of the clauses and of any figures. A single table shall be designated“Table 1”.

For the numbering of tables in annexes, see 5.2.6.

6.6.5.3 Layout of title

The title shall be centred horizontally above the table and laid out as in the following example:
Table 1 — Mechanical properties

6.6.5.4 Headings

The first word in the heading of each column shall begin with a capital letter. The units used in a given
column shall generally be indicated under the column heading. (See also 6.6.9.1, last paragraph.)

EXAMPLE 1
. . Inside Outside
Type Linear density diameter diameter
kg/m mm mm

As an exception to this rule, when all units are the same, a suitable statement shall instead be placed
above the right-hand corner of the table.

EXAMPLE 2

Dimensions in millimetres

Type

Length

Inside diameter

Outside diameter

28
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The presentation shown in example 3 is not permitted and shall be altered as shown in example 4.

EXAMPLE 3
Type
A B C
Dimension
EXAMPLE 4
Dimension Type
A B C

6.6.5.5 Continuation of tables

When a table is continued over two or more pages, the number of the table shall be repeated, followed by
the title (optional) and by “(continued)’, as in the following example:

Table 1 (continued)

The column headings together with any statement concerning units shall be repeated on all pages after
the first.

6.6.5.6 Notes to tables

Notes to tables shall be treated independently from notes integrated in the text (see 6.5.1). They shall be
located within the frame of the relevant table and shall precede table footnotes (see the following
example). A single note in a table shall be preceded by “NOTE”, placed at the beginning of the first line of
the text of the note. When several notes occur in the same table, they shall be designated“NOTE 1”,
“NOTE 27, “NOTE 3", etc. A separate numbering sequence shall be used for each table.

Notes to tables shall not contain requirements. Any requirements relating to the content of a table shall be
given in the text, in a footnote to the table or as a paragraph within the table. It is not necessary that notes
to tables are referred to.

EXAMPLE
Dimensions in millimetres
Type Length Inside diameter Outside diameter
l,° d,
I, d’

A paragraph containing a requirement.

NOTE 1 Table note.
NOTE 2 Table note.

a

Table footnote.

®  Table footnote.

6.6.5.7 Footnotes to tables

Footnotes to tables shall be treated independently from footnotes to the text (see 6.5.2). They shall be
located within the frame of the relevant table, and shall follow table notes (see the example in 6.6.5.6).
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Footnotes to tables shall be distinguished by superscript lower-case letters, beginning with“a”. The
footnotes shall be referred to in the table by inserting the same superscript lower-case letter.

Footnotes to tables may contain requirements. As a consequence, it is particularly important when drafting
the text of the table footnote to distinguish clearly between different types of provision by using the
appropriate verbal forms (see annex E).

6.6.6 References
6.6.6.1 General

As a general rule, references to particular pieces of text shall be used instead of repetition of the original
source material, since such repetition involves the risk of error or inconsistency and increases the length of
the document. However, if it is considered necessary to repeat such material, its source shall be identified
precisely.

References shall be made in the forms indicated in 6.6.6.2 to 6.6.6.5 and shall not be made to page
numbers.

6.6.6.2 References to the standard as a whole in its own text

Generally, the form “this International Standard ...”, “this Technical Report ...”, or “this Guide ...” should be
used as appropriate.

However, to avoid possible confusion in the case where a standard is published in separate parts, the
following forms may be used:

— “this part of ISO/IEC 2382” (reference to a part only);
— “IEC 335" (reference to a whole series of parts).

Such references are understood to include any future amendments and/or technical corrigenda to the
standard.

6.6.6.3 References to elements of text
6.6.6.3.1 Use, for example, the following forms:
—  ‘“in accordance with clause 3";

—  ‘“according to 3.1%

—  ‘“as specified in 3.1 b)";

— “details as given in 3.1.1";

— “see annex B”;

— “the requirements given in B.2";

—  ‘“see the note in Table 2”;

—  ‘“see example 2in 6.6.3".

It is unnecessary to use the term “subclause”.

6.6.6.3.2 If there is a need to refer to an unordered list item in another standard, the following
formulation shall be used:

“as specified in ISO/IEC 15888:1996, 3.1, second list iterm’.
6.6.6.4 References to tables and figures

Every table and figure included in the standard shall normally be referred to in the text.
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Use, for example, the following forms:

—  ‘“givenin Table 2%

—  “(see Table B.2)";

—  “shown in Figure A.6";

—  “(see Figure 3)".

6.6.6.5 References to other documents
6.6.6.5.1  General

References to other documents may be dated or undated. All normative references, dated and undated,
shall be given in the “Normative references” clause (see 6.2.2).

6.6.6.5.2 Dated references

Except as provided for in 6.6.6.5.3, normative references shall be dated (i.e. to a specific edition, giving the
year of publication, or in the case of enquiry or final drafts giving a dash). References to specific divisions
or subdivisions, tables and figures of another document shall always be dated. Subsequent amendments
to, or revisions of, dated references will need to be incorporated by amendment of the standard referring
to them.

NOTE In this context a part is regarded as a separate standard.

Use the following forms:

— ... carry out the tests given in IEC 68-1:1988 ... ”;
— “...inaccordance with ISO 1234:—, clause 3, ... ”;
— “... as specified in IEC 4321-4:1996, Table 1, ... ".
See also 6.6.6.3.2.

6.6.6.5.3  Undated references

Undated references may be made only to a complete document or a part thereof and only in the following
cases:

a) if it is accepted that it will be possible to use all future changes of the document referred to for the
purposes of the referring standard;

b) for informative references.

Undated references shall be understood to include all amendments to and revisions of the quoted
publication.

Use the following forms:
— “... as specified in ISO 128-20 and ISO 31 ... ";

— “..seelEC27.."
6.6.7 Representation of numbers and numerical values

6.6.7.1 The decimal sign shall be a comma on the line in all language versions of International
Standards.

6.6.7.2 If avalue less than 1 is written in decimal form, the decimal sign shall be preceded by a zero.

EXAMPLE 0,001
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6.6.7.3  Each group of three digits reading to the left or to the right of a decimal sign shall be separated
by a space from preceding digits or following digits respectively, except for four-digit numbers designating
years.

EXAMPLE 23456 2345 2,345 2,3456 2,34567 but the year 1997

6.6.7.4 For clarity, the symbol x rather than a point shall be used to indicate multiplication of numbers
and numerical values.

EXAMPLE  Write 1,8 x 10° (not 1,8 . 10° or 1,8 - 107)

6.6.7.5 To express numbers of items (as opposed to numerical values of physical quantities), the
numerals one to nine shall as a general rule be spelt out in full.

EXAMPLE 1  “Carry out the test on five tubes, each 5 m long.”
EXAMPLE 2  “Select a further 15 tubes for the pressure test.”

To express values of physical quantities, arabic numerals followed by the international symbol for the unit
(see 1SO 31, ISO 1000 and IEC 27) shall be used.

6.6.8 Quantities, units, symbols and signs

The International System of units (SI) as set out in ISO 31 shall be used. Symbols for quantities shall be
chosen, wherever possible, from the various parts of ISO 31 and IEC 27. For further guidance on
application, see ISO 1000.

The units in which any values are expressed shall be indicated.

The unit symbols for degree, minute and second (for plane angle) shall follow immediately the numerical
value; all other unit symbols shall be preceded by a space. (See annex F.)

Mathematical signs and symbols shall be in accordance with ISO 31-11.

A checklist concerning quantities and units to be used in International Standards is given for information in
annex F.

6.6.9 Mathematical formulae
6.6.9.1 Types of equations

Equations between quantities are preferred to equations between numerical values. Equations shall be
expressed in mathematically correct form, the variables being represented by letter symbols the meanings
of which are explained in connection with the equations, unless they appear in a“Symbols and
abbreviated terms” clause (see 6.3.2). Descriptive terms or names of quantities shall not be arrangedin
the form of an equation.

The style shown in example 1 shall be followed.

EXAMPLE 1

v=-
t

where
v is the speed of a point in uniform motion;
| is the distance travelled;
t is the time interval.

If, exceptionally, an equation between numerical values is used, the style shown in example 2 shall be
followed.
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EXAMPLE 2

v:3,6xl
t

where
v is the numerical value of the speed, expressed in kilometres per hour (km/h), of a point in uniform motion;
| is the numerical value of the distance travelled, expressed in metres (m);
t is the numerical value of the time interval, expressed in seconds (S).

However, the same symbol shall never be used within a standard both for a quantity and for its
corresponding numerical value. For example, use of the equation in example 1 and of the equation in
example 2 in the same context would imply that 1 = 3,6 which obviously is not true.

Notations such as

Vv
km/h

3

L oand L or vitkmih), im, and Us
m S

for numerical values are particularly useful on the axes of graphs and in the headings of columns in tables.
6.6.9.2 Presentation

As far as possible, symbols having more than one level of subscript or superscript shall be avoided, as
shall any symbols and formulae that would involve printing more than two lines of type.

EXAMPLE1 D is preferable to D

1, max 1max*

EXAMPLE 2 Inthe text, a/bis preferable to %.

EXAMPLE 3 In a displayed formula, use

sin[(N +1) ¢ /2] sin(N¢/2)
sin(¢/2)

rather than

ON+1) ,0. [ON
smETqﬁHsm@Eqﬁg
¢

sin
Further examples of the presentation of mathematical formulae are given in examples 4 and 5.

EXAMPLE 4

ad

_M+£M:Q@ gradv—aig +(v xrotA),O

ox dt ox  “po at 0
where

W is the dynamic potential;

X is the x-coordinate;

—

is time;
is the time derivative of x;
is the electric charge;

is the electric potential;

> < O *x

is the magnetic vector potential;

<

is the velocity.
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EXAMPLE 5

x(t,) e ®tcos(wt, +a)
X(t, +T12) e cos(at, +a + 1)

-e972 = 139215

where

X is the x-coordinate;

—

W

is the time at the first turning point;

is the periodic time;

e -

is the angular frequency;

Q

is the initial phase;

(o]

is the damping coefficient;

1T is the number 3,141 592 6... .
6.6.9.3 Numbering

If it is necessary to number some or all of the formulae in a standard in order to facilitate cross-reference,
arabic numbers in parentheses shall be used, beginning with 1:

X+y' <7 (1)
The numbering shall be consecutive and independent of the numbering of clauses, tables and figures.
For the numbering of formulae in annexes, see 5.2.6.
6.6.10 Indication of dimensions and tolerances
Dimensions and tolerances shall be indicated in an unambiguous manner.

EXAMPLE 1 80 mm x 25 mm x 50 mm (not 80 x 25 x 50 mm)

EXAMPLE2  80pF+2pF or (80 +2)uF

EXAMPLE3 80 (not802

EXAMPLE4 80 mm 52 um

EXAMPLE 5 10 kPa to 12 kPa (not 10 to 12 kPa)
EXAMPLE 6 0 °C to 10 °C (not 0 to 10 °C)

In order to avoid misunderstanding, tolerances on percentages shall be expressed in a mathematically
correct form.

EXAMPLE 7 Write “from 63 % to 67 %" to express a range.

EXAMPLE 8 Write “(65 + 2) %" to express a centre value with tolerance.

The form “65 + 2 %" shall not be used.

See also annex F.

7 Presentation of typescripts

For an example layout of a typescript, see annex G.
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Annex A
(informative)

Basic International Standards and reference works

A.1  Introduction

This annex gives a non-exhaustive list of the most generally applicable basic International Standards
(see 4.3). For specific subjects, the provisions of other, less generally applicable, standards will be
relevant.

The reference works for language are also given (see also 6.6.2).

A.2 Reference works for language

The Shorter Oxford English Dictionary.

The Concise Oxford Dictionary.

Dictionnaire Robert.

Dictionnaire Larousse.

Dictionnaire des difficultés de la langue francaise, V. Thomas, Larousse.

A.3  Standardized terminology

IEC 50 (all parts), International Electrotechnical Vocabulary.

NOTE See also the IEC Multilingual Dictionary of Electricity, Electronics and Telecommunications.

ISO/IEC 2382 (all parts), Information technology — Vocabulary.
ISO/IEC Guide 2, Standardization and related activities — General vocabulary.

Terminological standards developed by individual ISO technical commitees are listed in the ISO
Catalogue under group 01.040 “Vocabularies”.

International vocabulary of basic and general terms in metrology, BIPM/IEC/IFCC/ISO/IUPAC/IUPAP/
OIML.

A.4  Principles and methods of terminology

ISO 704, Principles and methods of terminology.

ISO 10241, International terminology standards — Preparation and layout.

A.5 Quantities, units and their symbols

IEC 27 (all parts), Letter symbols to be used in electrical technology.

ISO 31 (all parts), Quantities and units.

ISO 1000, S/ units and recommendations for the use of their multiples and of certain other units
A.6  Abbreviated terms

ISO 639, Code for the representation of names of languages.

ISO 1951, Lexicographical symbols and typographical conventions for use in terminography.

ISO 3166 (all parts), Codes for the representation of names of countries and their subdivisions
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A.7 Bibliographic references

ISO 690, Documentation — Bibliographic references — Content, form and structure.
A.8 Technical drawings

ISO 128, Technical drawings — General principles of presentation.

ISO 128-20, Technical drawings — General principles of presentation — Part 20: Basic conventions for
lines.

ISO 129, Technical drawings — Dimensioning — General principles, definitions, methods of execution and
special indications.

ISO 406, Technical drawings — Tolerancing of linear and angular dimensions.
IEC 1082 (all parts), Preparation of documents used in electrotechnology.
IEC 1175, Designations for signals and connections.

IEC 1346 (all parts), Industrial systems, installations and equipment and industrial products— Structuring
principles and reference designations.

ISO 3098-1, Technical drawings — Lettering — Part 1: Currently used characters.
ISO 6433, Technical drawings — Item references.

A.9 Graphical symbols

IEC 416, General principles for the formulation of graphical symbols. | 1ISO 3461-1, General principles for
the creation of graphical symbols — Part 1: Graphical symbols for use on equipment.

IEC 417 (all parts), Graphical symbols for use on equipment — Index, survey and compilation of the single
sheets.

IEC 617 (all parts), Graphical symbols for diagrams.
ISO 7000, Graphical symbols for use on equipment — Index and synopsis.

ISO 11714-1, Design of graphical symbols for use in the technical documentation of products— Part 1:
Basic rules.

IEC 11714-2, Design of graphical symbols for use in the technical documentation of products— Part 2:
Specification for graphical symbols in a computer sensible form including graphical symbols for a
reference library, and requirements for their interchange.

ISO 14617 (all parts), Graphical symbols for diagrams.
A.10 Limits and fits

Standards developed by ISO/TC 213, Dimensional and geometrical product specifications and verification
(see ISO Catalogue).

A.11 Preferred numbers

IEC 63, Preferred number series for resistors and capacitors.

Standards developed by ISO/TC 19, Preferred numbers (see I1SO Catalogue).
A.12 Statistical methods

Standards developed by IEC/TC 56, Dependability (see IEC Catalogue), and by ISO/TC 69, Applications
of statistical methods (see ISO Catalogue).
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Guide to the expression of uncertainty in measurement, BIPM/IEC/IFCC/ISO/IUPAC/IUPAP/OIML.
A.13 Environmental conditions and associated tests

Standards developed by IEC/TC 75, Classification of environmental conditions, and IEC/TC 50,
Environmental testing (see IEC Catalogue), and by ISO/TC 125, Enclosures and conditions for testing
(see ISO Catalogue).

A.14 Safety
ISO/IEC Guide 50, Child safety and standards — General guidelines.
ISO/IEC Guide 51, Guidelines for the inclusion of safety aspects in standards

IEC Guide 104, Guide to the drafting of safety standards, and the role of Committees with safety pilot
functions and safety group functions.

A.15 Chemistry

ISO 78-2, Chemistry — Layouts for standards — Part 2: Methods of chemical analysis.
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Annex B
(informative)

Example of numbering of divisions and subdivisions

Normative general elements

Normative technical elements

Informative supplementary
element

Normative technical element

a

38

{
s

Clause
number

Scope
Normative references

Annex A (normative)

Annex B (informative)

Annex C (normative)

Maximum of six levels, i.e. a clause and five levels of subclauses.

O©oO~NOOOA~WNLE

Al
A.2
A.3
B.1

B.3

Subclause number

L

6.1
6.2
6.3
6.4
6.5
6.6
6.7

121

12.2
12.21
12.21.1
12.2.1.1.1

— 12.2.1.1.1.1°
— 12.2.1.1.1.2°

12.2.1.1.2

— 12.2.1.1.2.1°
— 12.2.1.1.2.2°

12.2.1.2
12.2.2
12.3

B.1.1
B.1.2

[ 6.4.1
[~ 6.4.2
— 6.4.3
[~ 6.4.4
[~ 6.4.5
[~ 6.4.6
—6.4.7
[ 6.4.8
—6.4.9
[~ 6.4.10
—6.4.11
—6.4.12
[ 6.4.13
—6.4.14
—6.4.15

—6.4.16

—B.1.2.1

———B.1.22

L B.1.2.3
- B.1.2.4
—B.1.2.5
- B.1.2.6
| _B.1.2.7
_B.1.2.8
L B.1.2.9
L B.1.2.10

_B.1.2.11
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Annex C
(normative)

Drafting and presentation of terms and definitions

C.1  General principles
C.l1 Rules for development

Rules for the development of standardized terminology in particular subject fields are given in

I1ISO 10241:1992, from which all examples in this annex are reproduced or adapted. Rules for the
development of the International Electrotechnical Vocabulary are given in the document Implementation of
the ISO/IEC Directives for the work of the International Electrotechnical VVocabulary (IEV).

C.1.2 Types of standard

Terminology may take the form of an independent terminology standard (a vocabulary, nomenclature, or
list of equivalent terms in different languages) or be included in a“Terms and definitions” clause in a
standard that also deals with other aspects.

C.13 Choice of concepts to be defined

Any term which is not self-explanatory or commonly known and which can be differently interpreted in
different contexts shall be clarified by defining the relevant concept.

Common dictionary or current technical terms shall be included only if they are used with a specific
meaning in the relevant context.

Trade names (brand names) and archaic and colloquial terms shall be avoided.
Deprecated terms may be included after the preferred term but their nature shall be indicated (see C.3.3).

In an independent terminology standard, the concepts defined shall be restricted to the field corresponding
to the scope of the standard. In other standards, only such concepts shall be defined as are used in those
standards, apart from any additional concepts and their terms that may be deemed necessary for the
understanding of these definitions.

C.l4 Avoidance of duplications and contradictions

Before a term and a definition are established for a concept, it should be ascertained that no other term
and definition for that concept exist in another International Standard. In the case of electrotechnical terms,
refer to the International Electrotechnical Vocabulary.

If the concept is used in several standards, it should be defined in the most general of those standards, or
in an independent terminology standard. The other standards should then refer to this standard, without
repeating the definition of the concept.

When the repetition of a definition is necessary, an informative reference shall be made to the standard
from which it is reproduced (see 6.6.6.5).

3.2.11
international rubber hardness degree
IRHD

measure of hardness, the magnitude of which is derived from the depth of penetration of a specified
indentor into a test piece under specified conditions

[ISO 1382:1982]

Where a standardized definition in another subject field has to be adapted, an explanation shall be given in
a note.
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1.1.2.3
natural language
language which evolves and whose rules reflect usage without necessarily being explicitly prescribed

NOTE Adapted from ISO/IEC 2382-7:1989.

If a term and a definition for a concept are established in one standard, the introduction in another
standard of a different term (synonym) for the defined concept is strongly deprecated.

C.15 Drafting of definitions
C.1.5.1 Rules for the drafting of definitions are given in ISO 10241.
C.1.5.2 A definition shall not take the form of, or contain, a requirement.

C.1.5.3 The form of a definition shall be such that it can replace the term in context. Additional
information shall be given only in the form of examples or notes (see C.3.9).

C.1.5.4 A definition given without an indication of its applicability may be taken as representing the
general meaning of the term. Special meanings in particular contexts shall be indicated by designating the
subject field (see C.3.6).

C.2 Independent terminology standards
c21 Arrangement

An independent terminology standard containing terms and definitions should be preferably classified
according to the hierarchy of the concepts. The terms and definitions of general concepts shall precede
those of less general concepts. If a mixed system of concepts is used in which several groupings
(according to different criteria) appear, each grouping shall be kept separate and the relevant criteria shall
be indicated.

The grouping of terms shall be evident from their numbering. Each entry shall be given a reference
number, and alphabetical indexes of the terms shall also be given for each language.

Lists of equivalent terms in different languages may be presented either in systematic order as indicated
above (in which case alphabetical indexes shall be given for each of the languages), or in alphabetical
order of the terms in the first of the languages used (in which case alphabetical indexes shall be given for
each of the other languages).

Cc.2.2 Languages other than official languages

Terms and definitions in languages other than the official languages should generally appear in informative
annexes after the terms and definitions in the official languages. In the case of equivalent terms without
definitions, these may appear in columns after the terms in the official languages (seeC.3.7).

International Standards containing terminology in languages additional to the official languages shall
contain the following note (completed as appropriate) in the “Scope” clause:

“NOTE In addition to terms used in the three official ... [ISO or IEC] ... languages (English, French and
Russian), this International Standard gives the equivalent terms in ... [language] ...; these are published under
the responsibility of the member body/National Committee for ... (...). However, only the terms and definitions
given in the official languages can be considered as ... [ISO or IEC] ... terms and definitions.”

C.3  Presentation

C.31 Rules

Rules for the presentation of standardized terminology are given in ISO 10241.
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The following rules, taken from ISO 10241:1992, apply to the presentation of both independent
terminology standards and the “Terms and definitions” clause (see 6.3.1) of other standards.

C.3.2 Layout

The preferred term (set in bold type in the printed publication) shall be placed on a new line, after its
reference number, starting with a lower-case letter except for any capital letters required by the normal
written form in running text. The definition shall be placed on a new line, starting with a lower-case letter,
except for any capital letters required by the normal written form in running text, and shall not be followed
by a full-stop.

2.4.1
delamination
separation of two adjacent plies resulting from a lack of adhesion

C.33 Synonyms

Admitted terms (set in normal type in the printed publication) shall each be placed on a new line, after the
preferred term.

11.4.6

serializer

parallel-serial converter

dynamicizer

functional unit that converts a set of simultaneous signals into a corresponding time sequence of signals

Symbols shall be given following any admitted term(s).

Symbols for quantities and units shall be taken from ISO 31 and IEC 27, and printed as specified in
ISO 31-0, i.e. symbols for quantities in italic type; symbols for units in roman type.

If a symbol is taken from an international authority, the authority shall be identified between square
brackets after the symbol, on the same line.

Information regarding the units applicable to a quantity shall be given in a note.

24.1

resistance

R[IEC + 1SO]

[direct currentCelectric potential difference divided by current when there is no electromotive force in the
conductor

NOTE Resistance is expressed in ohms.

Deprecated, obsolete and superseded terms (set in normal type in the printed publication) shall each be
placed on a new line, after any symbols, and shall be followed by an indication of their status, in
parentheses.

5.3.8

radix

base (deprecated)

positive integer by which the weight of any digit place is multiplied to obtain the weight of the digit place with
the next higher weight
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C.34 Grammatical form of terms

Terms shall in general be presented in their basic grammatical form, i.e. nouns in the singular, verbs in the
infinitive.

C.35 Symbol for missing terms

If, for a defined concept, no equivalent term exists in one of the languages, the non-existent term shall be

indicated by a symbol consisting of five points (.. ... ).

1.4.6 1.4.6

..... programmatique , f

branch of learning that is concerned with the discipline traitant de I'étude et de la conception
study and development of computer program- des méthodes de programmation et des

ming methods and computer programming langages de programmation des calculateurs
languages

C.3.6 Multiple meanings

If a term is used to represent several concepts, the subject field to which each concept belongs shall be
indicated between angle brackets, before the definition.

2.1.17
die, noun
[extrusionOmetal block with a shaped orifice through which plastic material is extruded

2.1.18
die, noun
(mouldingOassembly of parts enclosing the cavity from which the moulding takes its form

2.1.19
die, noun
[punchingtool to punch sheet or film material

C.3.7 Codes for countries and for languages

Codes for the representation of the names of countries shall be in accordance with ISO 3166.

lift GB
elevator US

catalogue CA GB
catalog US

Codes for the representation of the names of languages shall be in accordance with ISO 639.

3.4 3.4

screw thread de Gewinde, n
continuous and projecting helical ridge fi ruuvikierre
of uniform section on a cylindrical or it filetto, m
conical surface filettatura, f
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C.3.8 Parentheses and brackets

Parentheses and square brackets shall be used only if they constitute part of the normal written form of the
term. They shall not be used to show alternative terms.

bis(dimethylthiocarbamyl) disulfide

C.3.9 Examples and notes

Examples of term usage, and notes concerning entries, shall be presented as shown below.

1.3.2
power
[mathematicsOnumber of times, as indicated by an exponent, that a number occurs as a factor in a product

EXAMPLE The 3rd power of 2 is 8.

145
blowing agent
substance used to cause expansion in the manufacture of hollow or cellular articles

NOTE Blowing agents may be compressed gases, volatile liquids, or chemicals that decompose or react to form a
gas.

5.3.8

radix

base (deprecated)

(fadix numeration systemCjpositive integer by which the weight of any digit place is multiplied to obtain the
weight of the digit place with the next higher weight

EXAMPLE In the decimal numeration system the radix of each digit place is 10.

NOTE The term “base” is deprecated in this sense because of its mathematical use.
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Annex D
(normative)

Drafting of the title of a standard

D.1  Elements of the title (see also 6.1.1)
D.1.1 The introductory element

The introductory element is necessary if, without it, the subject indicated in the main element is not well
defined.

EXAMPLE 1
Correct: Fork-lift trucks — Hook-on type fork arms — Vocabulary
Incorrect: Hook-on type fork arms — Vocabulary

If the main element of the title (together with the complementary element, where present) unequivocally
covers the subject treated in the standard, the introductory element shall be omitted.

EXAMPLE 2
Correct: Sodium perborates for industrial use — Determination of bulk density
Incorrect: Chemicals — Sodium perborates for industrial use — Determination of bulk density

D.1.2 The main element
The main element shall always be included.
D.1.3 The complementary element

The complementary element is necessary if the standard covers only one or a few aspects of the subject
indicated in the main element.

In the case of a standard published as a series of parts, the complementary element serves to distinguish
and identify the parts [the introductory element (if present) and the main element remaining the same for
each part].

EXAMPLE 1
IEC 747-1 Semiconductor devices — Discrete devices — Part 1: General
IEC 747-2 Semiconductor devices — Discrete devices — Part 2: Rectifier diodes

If the standard covers several (but not all) aspects of the subject indicated in the main element, the
aspects covered shall be referred to by a general term such as “specification” or “mechanical requirements
and test methods” rather than be enumerated one by one.

The complementary element shall be omitted if the standard both
—  covers all essential aspects of the subject indicated in the main element, and

— is (and is intended to remain) the only standard relating to this subject.

EXAMPLE 2
Correct: Coffee grinders
Incorrect: Coffee grinders — Terminology, symbols, material, dimensions, mechanical

properties, rated values, test methods, packaging
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D.2  Avoidance of unintentional limitation of the scope

The title shall not contain details that might imply an unintentional limitation of the scope of the standard.
However, if the standard pertains to a specific type of product, this fact shall be reflected in the title.
EXAMPLE Aerospace — Self-locking, fixed, single-lug anchor nuts, classification 1100 MPa/235 °C

D.3 Wording

Uniformity shall be maintained in the terminology used in the titles of standards for indicating the same
concept.

For standards dealing with terminology, whenever possible one of the following expressions shall be used:
“Vocabulary” if the definitions of the terms are included, or “List of equivalent terms” if only equivalent
terms in different languages are given.

For standards dealing with test methods, whenever possible one of the following expressions shall be
used: “Test method” or “Determination of ...”. Expressions such as “Method of testing”, “Method for the
determination of ...", “Test code for the measurement of ...”, “Test on ...", shall be avoided.

In the title no indication is needed to describe the nature of the document as an International Standard,
Technical Report or Guide. Expressions such as “International test method for ...”, “Technical Report
on ...", etc. shall therefore not be used.
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Annex E

(normative)

Verbal forms for the expression of provisions

NOTE Only singular forms are shown.

The verbal forms shown in Table E.1 shall be used to indicate requirements strictly to be followed in order
to conform to the standard and from which no deviation is permitted.

Table E.1 — Requirement

Verbal form Equivalent expressions for use in exceptional cases
(see 6.6.1.3)

shall is to

is required to

it is required that

has to

only ... is permitted

it is necessary

shall not is not allowed [permitted] [acceptable] [permissible]
is required to be not

is required that ... be not

is not to be

Do not use “must” as an alternative for “shall”. (This will avoid any confusion
between the requirements of a standard and external statutory obligations.)

Do not use “may not” instead of “shall not” to express a prohibition.

To express a direct instruction, for example referring to steps to be taken in a test
method, use the imperative mood in English.

EXAMPLE  “Switch on the recorder.”

The verbal forms shown in Table E.2 shall be used to indicate that among several possibilities one is
recommended as particularly suitable, without mentioning or excluding others, or that a certain course of
action is preferred but not necessarily required, or that (in the negative form) a certain possibility or course
of action is deprecated but not prohibited.

Table E.2 — Recommendation

Verbal form Equivalent expressions for use in exceptional cases
(see 6.6.1.3)
should it is recommended that
ought to
should not it is not recommended that
ought not to

In French, do not use “devrait” in this context.
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The verbal forms shown in Table E.3 are used to indicate a course of action permissible within the limits of

the standard.

Table E.3 — Permission

Verbal form Equivalent expressions for use in exceptional cases
(see 6.6.1.3)
may is permitted
is allowed
is permissible
need not it is not required that
no ... is required

Do not use “possible” or “impossible” in this context.

Do not use “can” instead of “may” in this context.

NOTE 1 “May” signifies permission expressed by the standard, whereas “can” refers to

the ability of a user of the standard or to a possibility open to him.

NOTE 2  The French verb “pouvoir” can indicate both permission and possibility. For
clarity, the use of other expressions is advisable if otherwise there is a risk of

misunderstanding.

The verbal forms shown in Table E.4 are used for statements of possibility and capability, whether
material, physical or causal.

48

Table E.4 — Possibility and capability

Verbal form
(see 6.6.1.3)

Equivalent expressions for use in exceptional cases

can be able to
there is a possibility of
it is possible to

be unable to
there is no possibility of
it is not possible to

cannot

NOTE See note 1 to Table E.3.
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Annex F
(informative)

Checklist concerning quantities and units to be used in International Standards

|:|1 The decimal sign shall be acomma .

|:|2 International Standards shall use only

— Sl units, as given in the various parts of ISO 31;

— afew additional units used with the SI, namely minute (min), hour (h), day (d), degree (°),
minute ('), second ("), litre (I), tonne (t), electronvolt (eV) and unified atomic mass unit (u), as
shown in 1ISO 31-0:1992, Tables 5 and 6;

— the units neper (Np), bel (B), sone, phon and octave, which are also given in1SO 31,

— the units baud (Bd), bit (bit), erlang (E), hartley (Hart), natural unit of information (nat), shannon
(Sh), and var (var), which are given in IEC 27 for use in electrical technology and information
technology.

NOTE For consistency, in International Standards only the symbol “I” as shown above is used for litre,
although the symbol “L” is also given in ISO 31.

o

Do not mix symbols and names of units. Write, for example, either “kilometre per hour” or “km/h”,
and not “km per hour” or “kilometre/hour”.

[

Combine numerical values written in figures with unit symbols, e.g.“5 m”. Avoid such combinations

as “five m” and “5 metres”. There shall be a space between the numerical value and the unit symbol
except in the case of superscript-type unit symbols used for plane angle, e.g. 5° 6 7". However, the
degree should preferably be subdivided decimally.

|:|5 Do not use non-standardized abbreviated terms for units, such as “sec” (instead of “s” for seconds),

“mins” (instead of “min” for minutes), “hrs” (instead of “h” for hours), “cc” (instead of “cm® for cubic
centimetres), “lit” (instead of “I” for litres), “amps” (instead of “A” for amperes).

|:|G Internationally standardized unit symbols shall not be modified by adding subscripts or other
information. Write, for example,
“U, ., =500V"and not “U=500V_"
“a mass fraction of 5 %" and not “5 % (m/m)”; “a volume fraction of 7 %" and not “7 % (V/V)"
(Remember that % = 0,01 and %o = 0,001 are “pure” numbers.)

|:|7 Do not mix information with unit symbols. Write, for example, “the water content is 20 ml/kg” and
not “20 ml H,0/kg” or “20 ml of water/kg”.

Abbreviated terms such as “ppm”, “pphm” and “ppb” shall not be used. They are language
dependent, may be ambiguous and are not really needed since they only stand for numbers, which
are always more clearly expressed by means of digits. Write, for example,

“the mass fraction is 4,2 ug/g” or “the mass fraction is 4,2 x 10" and not “the mass fraction is

4,2 ppm”

“the relative uncertainty is 6,7 x 10

o

12y

and not “the relative uncertainty is 6,7 ppb”

Unit symbols shall always be in roman type. Quantity symbols shall always be in italic type. Symbols
representing numerical values shall be different from symbols representing the corresponding
quantities.

©

» [Equations between quantities are preferred to equations between numerical values.

The quantity “weight” is a force (gravitational force) and is measured in newtons (N). The quantity
“mass” is measured in kilograms (kg).

Quotient quantities shall not contain the word “unit” in the denominator. For example, write “mass
per length” or “lineic mass” and not “mass per unit length”.

0000 O

fary
w

Distinguish between an object and any quantity describing the object, e.g. between“surface” and

“area”, “body” and “mass”, “resistor” and “resistance”, “coil” and “inductance”.

ISO/IEC Directives, Part 3, 1997 49



© ISO/IEC 1997

..

50

Write, for example,

“10 mm to 12 mm” and not “10 to 12 mm”

“0 °C to 10 °C” and not “0 to 10 °C”

“24 mm x 36 mm” and not “24 x 36 mm”

“23°C+2°C"or“23+2)°C"and not “23+2 °C”

“(60 + 3) %" and not “60 £ 3 %"
Two or more physical quantities cannot be added or subtracted unless they belong to the same
category of mutually comparable quantities. Accordingly, the method of expression for a relative

tolerance such as 230 V + 5 % does not comply with this basic law of algebra. The following
methods of expression may be employed instead:

“230x (1 5 %) VvV~

“230 x (1 £ 0,05) V"

“230 V, with a relative tolerance of + 5 %"
Do not write “log” in formulae if the base needs to be specified. Write “Ig”, “In”, “Ib” or “logy".
Use the mathematical signs and symbols recommended in ISO 31-11, e.g. “tan” and not “tg”.
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Annex G
(informative)

Example layout of a typescript

1 Scope

2 Normative references
3 Title

3.1 Title

4 Title
4.1 Title
41.1 Title
4.1.2 Title
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Alphabetical index to the ISO/IEC Directives

PART 1 PART 2 PART 3
Procedures Methodology Structure and drafting
(1995) (1992) (1997)
Abbreviated terms 4.3,6.3.2,6.6.2, F
Abbreviations foreword 6.6.2
Abstention 2.6.2,2.6.3,2.7.2,
2.7.3
Accuracy 6.4
Ad hoc groups 1.12
Additions to standards 2.10.2
Admitted terms C.33
Adoption of existing standard G.1,G.2,G3
Advisory groups 12,111
Agenda 3.213,34,F4.1
Agricultural food products H.1
Aim and purpose 4.2
Aim-oriented approach 5.1
Amendments 2.10.2 6.2.2,6.6.6.2
Annexes 5.1.1,5.1.3,5.2.6,
6.1.2
— informative 311 51.3,6.4.1
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Annual reports L.1,L.2
Apparatus 6.3.5
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Applicability 4.2 6.2.1
Approval stage 2.1.21,27
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Bibliographical references 6.2.2,6.4.2
Bibliography 5.1.3,5.2.7,6.1.2,
6.2.2,6.4.2
Brackets C.38
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Brief minutes F.4.2
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Calling a meeting 3.2
Can (verb) Table E.3, Table E.4
Cancellation
— of meetings 34
— of projects 2.1.5
Capability Table E.4
Certification 5.1.1,5.1.4,6.8,8.1.1
Chairmen 1.8
Change of secretariat 193,194
Characteristics of a product 511 6.3.3
Chemical analysis 6.3.5
Chief Executive Officer foreword, 1.4
Classification and designation 6.3.6

Clauses
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Procedures Methodology Structure and drafting
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Climatic conditions 511,52
Commercial aspects 5.3.2
Committee drafts 21.2.1,25,311,
F.4.1
Committee stage 2.1.2.1,25
Compatibility 42,51.1,515
Complementary element of title 6.1.1,D.1.3
Conciliation panel 434
Conformity assessment 6.5
Consensus 2.5.6
Consistency of standards 4.3
Consumer goods 6.8,8.2.1
Consumer protection 4.1,4.2
Content of a standard 45,5
Contents 6.1.2
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Contractual aspects 5.1.1,6.3.3
Convenors 1.10.1,2.4.3
Conversion of values 314
Copyright 2.11
Cost-effectiveness foreword
Council 121
Countries C.3.7
Date
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— target 215
Dated references 51.2,6.2.2
Decimal sign 6.6.7, F
Definitions 12,61 3,6.3.1,6.3.2,C,D.3
Degree 6.6.8, 6.6.10, F
Deprecated terms C.3.3
Designations 7,811, E . 6.3.6
— reference 6.6.4.7
— signal 6.6.4.7
Developing countries 4.2
Diagrams 6.6.4.7
Dictionaries 6.6.2, A.2
Dimensions 515,55 6.6.10
Discipline foreword
Distribution of documents J
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Divisions of a standard 5
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Drafting 1.9.5F.3 ALL
Drawings 21 4.3,6.6.4,6.6.9.1, A.8
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PART 1 PART 2 PART 3
Procedures Methodology Structure and drafting
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Environment 41,42,51.1,513,52

Environmental conditions 4.3,A.13

Equations 6.6.9

Equivalent terms 6.3.1,C.1.2, C.2.1,
C.22,C37,D3

Errors 2.10.1

Examples 6.5.1,C.1.5.3,C.3.9

Expression of results 6.3.5

Failure to vote 1.75,1.7.6

“Fast-track procedure” G.2

Figures 5.1.3,6.6.4,6.6.6.4

Final Draft International Standards 2.1.21,27 foreword, 6.1.1, 6.2.2,
6.6.6.5.2

Fitness for purpose 51.1 4.5

Flow chart for standards development ... G.1

Footnotes 513

— to figures 6.6.4.9

— to tables 6.6.5.7

— to the text 6.5.2

Foreword foreword, 5.1.3,5.2.1,
6.1.3,6.3.8,6.4.1

Forms B,C,D

Formulae, mathematical 6.6.9

Framework of a standard 5

Functional analysis 51.1

Functional aspects 5.1.5

Generic requirements 5.6.2

Grammatical forms of terms C.34

Graphical symbols 22, F 6.6.4.6,6.6.4.7, A.9

Guides (ISO/IEC) P 1,33,6.22

Handling of products 8.1.3

Hanging paragraphs 5.2.4

Hazardous products 6.2.3

Health 41,42,51.1,513

Homogeneity of drafting 4.2

lev 12,6 A3,C1.1,C14

Imperative mood Table E.1

Implementation 5.11

Implementation as a regional or national standard 4.5

Inactivity 1.75,1.7.6

Index 5.1.3,5.2.8,6.1.2,
6.4.3,C21

Informative annexes 3.1.1 5.1.3,6.4.1

Informative elements 3.5,5.1.3,6.4,6.5

Inspection 5.2

Installation rules 5.1.1

Instruction 3.8.2

Instructions to the user 6.3.3

Interchangeability 42,511,515

Interfacing
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PART 3
Structure and drafting
(1997)

International standard

International System of units (SI)
Interpretation at meetings

Interworking

3.3,F.6.1, F.6.2

Introduction

Introductory element of title

42,511,515
511 e

ISO/IEC Agreement

Item references

Joint technical committees

Joint working groups

JTPC

Labelling

Labels

132
1.10.4
1.3.1,44,A33,A4

Languages

3.3,F

8.2
543,812

Layout
Legislation

Letter symbols

Lettering on drawings

5.2
G.2

Liaison

— between ISO and IEC

— between technical committees
— with other organizations

1.5.9,1.6.6 .
1.14, A

1.13

1.15

Lifetime of a product
Limits and fits

4.2

5.3.2

Lists

Limiting values

Main element of title

5.13,54.1

Maintenance agencies

Maintenance requirements

2.9.6,M

Manufacturer's guarantee

Manufacturing process
Marking

Marks of conformity

Materials

Materials for end products

Mathematical formulae

May (verb)

Meeting documents (IEC)
Meeting reports

Meetings

— of working groups

Members
—OandP

— of a subcommittee

— of a technical committee

Methodology

K.2.3
F.4.3,L.1,L.2
3,F.4,F.6
3.2.2

1.71
1.7.3
1.71

Minutes

Minutes (IEC)

F.4.2
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ALL

Missing terms
Modular systems

Monitoring of project development
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P-members 1.71
Packaging 513,821 . 6.3.7
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6.3.3,6.6.6.2,D.1.3
Patents 57, A
Percentage 6.6.10, F
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Performance 51.1,52,543,6.2.1
Periodic review of International Standards ... 26.3,2.73,29
Permission Table E.3
Photographs 6.6.4.2
Possibility Table E.4
Preferred numbers 54.2 43,A11
Preliminary elements 3.5.1,5.13,6.1
Preliminary stage 2.1.21,22
Preparatory stage 21.21,24
Presentation 1,C,G
Principle (of a test method) 6.3.5
Principles of drafting and presentation 4
Priority 215 42,513
Procedure (in tests) 6.3.5
Procedures ALL
Product standards 4 6.3.3,6.3.6,6.3.7
Programme of meetings 3.1.2
Programme of work 214
Progress control 2.18,L.1,L.2
Project 2.1.3
Project approach 2.1
Project leader 195,217,243
Project management 2.1.6
Project monitoring H
Project stages 2.12,H
Proposal for new field of technical activity ... 153,B
Proposal for new work item 2.1.21,23,D
Proposal stage 2.1.21,23
Provisions 3.8,6.6.1, E
Publication stage 2.1.21,238
Published standards introduction, 1
Quality 5.1.4,6.6
Quality assessment 6.6
Quality assurance 6.1
Quantities, units and symbols 4.3,6.6.8,6.6.9, A5,
F
Reagents 6.3.5
Recommendations 3.8.3,6.3.3, Table E.2
Referee (reference) test methods 6.3
Reference materials 6.2.2,B
Reference numbers K 6.1.1
References
— dated 51.2,6.2.2
— undated 51.2,6.2.2
Reference to standards 51.3,5.6.3 i 6.2.2,6.6.6.2,6.6.6.5
Reference works 6.6.2, A.2
Registration authorities N
Regulations 4.2,5.1.1,5.1.3,6.2.1,
6.5.1

Reliability 5.3.2
Repetition, avoidance of 5.6 6.6.6.1,C.1.4
Report of meeting F.4.3,L1,L.2
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Report of voting 2.6.4,2.6.5,2.6.7,
275
Reporting of secretariats L
Reprinting 2.10.1
Required elements 3.6,5.1.3
Requirements 5 3.8.4,6.3.3,6.6.1,
Table E.1
Resolutions F.4.2
Revision 293,294
Rounding off 5.4.2
Safety 4.1,42,51.1,5.13, 4.3,A.14
51.4,51.6 .
Safety standards 8.1.3
Sampling 512,6.6 . 6.3.4
Scope
— of a standard 1,5.1.3,5.2.2,6.2.1,
C.2.2,D.2
— of a subcommittee 1.6.4
— of a technical committee 1.5.10
Secretariats 19E
Secretaries 19.1, E
Sequence of tests 6.2.4
Serial numbers 2144
Service requirements 5.11
Shall (verb) Table E.1
Should (verb) Table E.2
Sl units 31,B1l 6.6.8, F
SMMP 6.8
Spelling 6.6.2, A.2
Stability 5.3.2
Stage
— approval 2.1.21,27
— committee 2.1.21,25
— enquiry 2.1.21,26
— preliminary 2.1.21,22
— preparatory 21.21,24
— proposal 2.1.21,23
— publication 2.1.21,2.38
Statement 3.8.1,6.3.3
State of the art 3.9
Statistical methods 6.1,6.5.2 . 4.3,A.12
Storage 5.1.3
Strategic policy statement 211,221
Structure 4.2,46,5
Style 4.2,6.6.2
Subclauses 5.1.1,5.2.3,6.1.2,
6.6.6.3
Subcommittees 16,C
Subdivisions 5
Subiject field C.3.6
Subscripts 6.6.9.2, F
Superscripts 6.6.9.2
Superseded terms C.3.3
Supplementary elements 3.5.2,5.13,6.4
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Symbols 22,23,512,F G2 6.3.2,6.3.7,6.6.4.5,
6.6.8,6.6.9,C.3.3,F
Synonyms 42,C.14,C33
Tables 5.1.3, 6.6.5, 6.6.6.4,
6.6.9.1
Table of contents 5.1.3,6.1.2
Target dates 2.1.5
Technical committees 15
Technical corrigenda 2.10.1 6.6.6.2
Technical drawings 6.6.4.6
Technical Management Board foreword, 1.1
Technical Reports G.3 1,3.2,6.22,D.3
Technical requirements 5
Terminology foreword ... 11,12 4.2,4.3,6.3.1,A.3,
A4,C,D3E
Terms 6.3.1,C
Terms and definitions 3,5.1.3,6.3.1,6.3.2,
C,D3
Test methods 51.2,52,6 . 6.3.3,6.3.5,D.3
Test pieces 6.3.5
Test reports 6.3.5
Test samples 6.3.5
Testing equipment 6.7.3
Testing laboratories 5.1.1
Tests 5.2
Timeliness foreword ... 4.2
Title
— of a part 5.2.1,6.1.1,D
— of a standard 6.1.1,D
— of a subclause 5.2.3
— of a subcommittee 1.6.4
— of a technical committee 1.5.10
Title pages 6.1.1
Tools for drafting introduction
Tolerances 3.14,32,516,6.4.1 6.6.10, F
Tolerancing of dimensions 43,A.8
Trade marks 8.1.1 6.3.7,6.6.3
Trade names 8.1.1 6.6.3,C.1.3
Transportation 5.1.3
Typescript G
Typography 1
Uncertainty of measurement 43,A12
Undated references 5.1.2,6.2.2
Units 1.1,31 o 4.3,6.3.2,6.6.5.4,
6.6.8,C.3.3,F
Values 3.1,32,5.1.1,5.16,
531
— limiting 5.1.3,54.1
— maximum and minimum 3.2,5.1.3
— numerical 6.6.7,6.6.9.1, F
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— selected

— to be stated by the manufacturer

Variety control
Verbal forms

54.2
543,621,824
51.1,5.1.6,54.2

Verifiability 5.3
Vocabularies

Vote

— five months 26.1

— on enquiry draft 2.6.1,2.6.2,2.6.3

—on FDIS 271,272,273

— on new field of technical activity ... | 1.57

— on new work item proposal 233,234

— on systematic review 29.1

— two months 271

Warnings 6.2.3,8.1.3
Withdrawal of International Standards ... 295

Working documents (IEC) K.2.1

Working documents (ISO) K.1.1

Working drafts 2.1.21,24

Working group documents (IEC) K.2.4

Working group documents (ISO) K.1.1.2

Working groups 1.10,2.4.3
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