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Checklist from IR3 
– key points + 
explanations

Brief tips for standards 
drafters of homegrown
documents 
- Things to remember

Q&A

Contents
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Internal Regulations Part 3 - checklist

Follows the 
structure of a 
CEN-CENELEC 

deliverable whilst 
mentioning 

drafting aspects 
to be checked

Checklist contained in Annex A
of Internal Regulations – Part 3
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Please use the simplified templates available on CEN BOSS & CENELEC BOSS

Structure & Use of plain language (1)
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Structure & Use of plain language (2)

Avoid hanging paragraphs, i.e.: 
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Title

Has to be clear and concise 
Will distinguish the subject matter from that of other 

documents
Composed of separate elements – with the 

introductory element being common to the various 
parts if any
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European Foreword

In case of revision, includes superseding info & list of 
technical changes

Shall not include: requirements, permissions or 
recommendations
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Introduction

Describes the content
Explain why the standard is needed
Shall not include requirements
Required if you have patent rights
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Scope

Gives a summary of the subject & limits of 
applicability of the deliverable

Gives series of statements of fact
Shall not include: requirements, permissions or 

recommendations
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This is new in 
the IR – Part 

3!!!

Normative references (1)

 Introductory paragraph:

 It lists the documents that are normatively cited in the text
Needs to be mentioned even if empty:

Amy Jayne CONLEY & Frédéric DUFOUR
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What does “Normatively Cited” mean? 

Make sure they’re actually cited normatively in the text! 
For more modal verbs expressing requirements, See IR3, 

Table 3 

• Normative
Connectors shall conform 
to the electrical 
characteristics specified by 
EN 60603-7-1. 

• Informative
Connectors should
conform to the electrical 
characteristics specified by 
EN 60603-7-1. 

Normative references (2)
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 If there is a reference to a specific (sub)clause, figure, table, 
equation… of the Standard  date the reference  dated

 If there is a reference to whole document  not dated
 If dated, refer to the latest edition 
Remember: if dated in the text, date also in Clause 2 !
Will be either EN or prENs
No FprEN, withdrawn, abandoned, ‘in the pipeline’ or closed 

standards

Normative references (3)

When should my reference be dated?

Example:
Pipes shall comply with the requirements given in EN 1780:2015, 8.4.
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This is 
new in the 
IR – Part 

3!!!

Terms and definitions

Gives definitions to some terms used in the document, to 
facilitate understanding

 Introductory text:

Needs to be mentioned even if empty:

Amy Jayne CONLEY & Frédéric DUFOUR
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Figures (1)

Are needed to present the information more clearly
 Figures to be a separate folder (CEN only) as .tif or .eps 
Naming of files:

 Figures in text: 001, 002, OR Fig_1, Fig_2 etc
 Subfigures: 001a, 001b OR Fig_1a, Fig_1b etc
 Figures in Annexes: a001, b001, etc
 Figs in tables? 1st figure in table 1 = Tbl_1_1
 Figs in key? Key of figure 1 = 001_1 OR Fig_1_1

 Figures shall be language neutral
Resolution 600 dpi, LZW compression and sizing 100%
 In the text, Figures to be numbered continuously, starting at 1
 Key to a Figure to draft separately, preferable in a table

Amy Jayne CONLEY & Frédéric DUFOUR
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Figures (2)

CEN – obligatory to provide all figure files with document at time 
of transmission (no figures, text likely to be rejected)
CENELEC – not obligatory but VERY helpful!
 If we don’t have the figure files -> the quality may be poor and we may 

have to contact the TC
 Subfigures need a key? 1 single key for ALL subfigures combined!
One key not possible? Please use separate figures in the text. 
Do not provide figures to replace an entire table! Tables shall be 

editable and not be figures!
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Check your quality!

You can use Projex-Online to check the quality of your 
figures before you submit:

 Projex-Online is a password protected application available for CEN & 
CENELEC members organizations and CEN & CENELEC TC secretaries
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Graphical symbols

 When the TC is aware that a graphical symbol with a specific meaning is 
already registered in ISO, it should quote this in its standard
 This can be done in the title of the symbol

 To be identified as figures and followed with their reference number
 To ensure a proper use of graphical symbols, please contact ISO/TC 145
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Tables (1)

Titles - concise, simple, easy to understand
Correct numbering – one table, one number – no 

subtables
Example:

Cross-referencing – is it mentioned in the text? 
Simply drafted

No diagonal lines
Avoid merging/splitting cells

No images as tables!
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Tables (2)

No nested tables!

Draft tables simply
 landscape is possible to fit information in!

Align text with aligners – No spaces/tabs!
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Annexes

Normative or Informative
 No requirements allowed in Informative annexes

 In-text citation? 
 (See Annex A) Informative reference
 …according to Annex B. Normative reference

No need to order them in the order they appear in the text 
(IR3 clause reference)

This is new 
in the IR –
Part 3!!!
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Bibliography

Informative element – no normative references
Formatted consistently? 

Either everything numbered OR nothing numbered
EN –> ISO/IEC –> External –> Books –> Legal 

Entries correct and complete? 
Any duplicate references found in Clause 2?

Amy Jayne CONLEY & Frédéric DUFOUR
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Drafting of provisions (1)

European Foreword/Scope/Notes:
no shall, should or may

Introduction – no “shall”
‘May’ (permission) and ‘can’ (statement of fact)

used correctly? 

Amy Jayne CONLEY & Frédéric DUFOUR
Webinar/2018-09-17 © CEN – CENELEC 2018 25



Webinar for standard drafters: Checklist for writers & editors of documents

Drafting of provisions (2)

Must used only as external constraint? 
No use of ‘must’ for ‘shall’ (Table 7, IR3)

No requirements specifying compliance with 
national/legal regulations? 

No “informative” parts can have requirements or 
normative elements
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Drafting of provisions (3)
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Potential legal problems (1)

Copyright information (Clause 32, IR3)
See Internal Regulations Part 1, clauses 4.2 and 6.4
See CEN/CENELEC Guide 10

Trademarks (Clause 26.6, IR3)
Try to avoid using specific products
Not possible? Footnote information:
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Potential legal problems (2)

Patents
 Introduction – obligatory
No patents sentence in European Foreword at publication:

Registration of patent form
CEN/CENELEC Guide 8
Form to be completed and submitted ASAP by TC
No form – no publication
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Conformity Assessment

Are all problems solved before submitting? 
Contact with CEN/CLC/JTC 1? 

Future webinar – 6 November 2018:
 https://www.cencenelec.eu/aboutus/ourservices/training/webinarstddraft

ers/pages/default.aspx

More information – CEN BOSS/CENELEC BOSS:

https://boss.cen.eu/reference%20material/guidanc
edoc/pages/confassess.aspx

https://boss.cenelec.eu/Pages/resultsearch.aspx?k
=Conformity%20assessment
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Cross-references

All references in text are correct? 
Ensure referenced clauses actually exist

References to tables/figures/annexes are correct?
No field codes or auto-numbers used? 

Causes problems with XML processing

Cross-references to external documents correct? 
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Tips for Standards 
Drafters

Brief overview and things to remember 
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More on Normative references

Specifically:
No EU regulations/directives/legal texts
They will be changed out:
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Formulae

Where possible, draft in MathType
MathType unavailable? Consider downloading.
Still not convinced? Draft in the Equation tool in Word 

and we will convert them 
Be aware – poorer quality, potential for problems –

editors are not technical experts!
Not to lay out formulae in tables – use a tab.

Pay close attention to correctness at ENQ and FV 
stage – we cannot change formulae at Publication 
stage (discussed further later on). 
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Publication issues (1)

What do we mean by a technical change? 
Something which changes the technical content of the 

standard
Something which changes the scope or parameter of a 

requirement
Something which adds or removes a requirement
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Publication issues (2)

Why can’t we make these changes? 
Text is approved as it is by members as a whole. To make 

this change = less transparency
 Imagine: text is agreed, but one member wishes to 

amend a requirement. We make the change but no-one 
else has a say. Unfair, not transparent!

Your editor isn’t saying you’re wrong – we’re not 
technical experts!
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Publication issues (3)

What changes can we make?
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No resubmissions of texts

DECISION BT 17/2018: No more resubmissions at 
Enquiry and Formal Vote stages : this is applicable for 
all documents delivered to CCMC as of 2018-04-30

 First delivery (the draft you send) OR Second deliver 
(the draft we send to translation)

Publication:
Resubmissions to translators – OK
Expect a delay of 2 weeks if a resubmission is requested
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Final words
Pay attention to your draft! 
If unsure about ANY aspect of the drafting procedure, contact 

your editor! 
The TC does not need to be the one to contact us – we are 

happy to speak directly to working groups and drafters
Editor meetings are free – and very useful! We can join you 

via skype, GoToMeeting, in person, via telephone. 
If you notice a drafting issue while your document is at 

enquiry or formal vote, even translation, let us know BEFORE 
PUBLICATION. We can make any change to the text before 
publication, but only if we know!

Any editor is able to help – don’t wait until you submit your 
draft to ask us your questions! If you have the contact details 
of an editor, get in touch and ask them! 
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Question time
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www.cencenelec.eu
Follow us 

Webinar for standard drafters: Checklist for 
Writers & Editors of Documents

Next webinar for standard drafters:
6th November 2018 – Conformity Assessment
More information will follow via email and the website


	Slide Number 1
	Your webinar moderator
	Get the most out of the webinar today
	Your speakers today
	Contents
	Internal Regulations Part 3 - checklist
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Check your quality!
	Slide Number 20
	Tables (1)
	Tables (2)
	Annexes
	Bibliography
	Drafting of provisions (1)
	Drafting of provisions (2)
	Drafting of provisions (3)
	Potential legal problems (1)
	Potential legal problems (2)
	Conformity Assessment
	Cross-references
	Tips for Standards Drafters
	More on Normative references
	Formulae
	Publication issues (1)
	Publication issues (2)
	Publication issues (3)
	No resubmissions of texts
	Final words
	Question time
	Webinar for standard drafters: Checklist for Writers & Editors of Documents  

