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Drafting standards

ISO House Style

ISO House Style specifies the language, formatting and presentation of ISO documents:
editorial elements that are outside the scope of the ISO/IEC Directives, Part 2.

When drafting ISO documents, the primary reference is the ISO/IEC Directives, Part 2, which states the
general principles and rules to follow to ensure that ISO and IEC documents are clear, precise and

unambiguous.

ISO aims to deliver high-quality documents when and where the market needs them, both in terms of
technical content and ease of use. ISO documents are used globally and are translated into many
languages. Consistency in writing style and tone, and in document look and feel, allows the user to
easily recognize an ISO document, to know how to use it and to have confidence in the quality of its

contents. It also enables documents to be published more efficiently.

ISO House Style has been prepared by ISO Central Secretariat (ISO/CS), as an online searchable

resource.

More info

Drafting guidance and model documents are also available on the drafting standards page.
Last updated: 2025-05-21

A list of the latest revisions.

A full revision history, ordered by date.

Send comments or queries to drafting@iso.org
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Text

Relationship with the ISO/IEC Directives, Parts 1 and 2

ISO applies rules for its standards to ensure that they are clear, precise and unambiguous.
The rules themselves are not part of the technical content, therefore:

e Do not reproduce text from the ISO/IEC Directives.
e Do not include interpretations of the rules of the ISO/IEC Directives.
e Do notlist the ISO/IEC Directives in Clause 2 or the Bibliography.

Certain rules are explained in the Foreword, sometimes in a hyperlink:

e Do not reproduce text from the Foreword of ISO standards. It is superfluous to repeat this

information.
EXAMPLE Do not reproduce the following text from the hyperlink www.iso.org/iso/foreword.html:
In this document, the following verbal forms are used:

— “shall” indicates a requirement;
— “should” indicates a recommendation;
— “may” indicates a permission;

— “can” indicates a possibility or a capability.

Plain English

Use Plain English to explain the subject of a document as simply and effectively as possible. Plain

English is easier to read, which results in less misunderstanding and misapplication of instructions.

ISO documents have international users who often read in their non-native language. ISO documents
are also often translated. Clear and concise writing avoids errors in translation. Plain English is not

unprofessional or informal; it is a tool of good communication.

e Write in short sentences and paragraphs to break up the text and make it easier to follow. Include
only one idea in each sentence. Avoid sentences with more than 20 words. Include several short

paragraphs per page.


http://www.iso.org/iso/foreword.html
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Use frequent subclause headings and lists to split up concepts, processes and methods into
smaller pieces. If a list is very long or has complex subdivision, try to break it into several shorter
lists.

Use tables and figures to illustrate anything that is difficult to explain in words. Avoid very
complicated tables and figures. Try to use several shorter tables that can each fit onto one page.
Subfigures can be used for the individual components of a complex figure.

Use punctuation effectively to clarify meaning. For example, a comma creates a pause in a
sentence that helps the user to follow the flow of words.

Use ISO verbal forms to easily identify requirements, recommendations, permissions, possibility
and capability and external constraints in the text. Alternative expressions are not always easily
understood in place of the ISO verbal forms. See ISO/IEC Directives, Part 2, 2021, Clause 7.
Every technical sector uses specific terminology (i.e. jargon) and it is appropriate to use technical
language in ISO documents. However, it can be helpful to provide a simple explanation for
technical terms. Use Plain English to write the definition of these terms in Clause 3. Do not assume
that all users will have the same level of understanding as the members of an ISO Technical

Committee.

Tone

Give instructions using direct, active verbs. For example, the following instruction is clearer in the
second version:
o “Each test sample obtained in accordance with A.4.1 shall be weighed to the nearest
0,1 g and the different defects shall be separated into the bowls.”
o “Weigh, to the nearest 0,1 g, each of the test samples obtained in accordance with A.4.1.
Separate the different defects into the bowls.”
Use the present tense by default. Only use past or future tenses when specifying something that
happened in the past or will happen in the future.

“I” «, ” o
3

Use an impersonal tone. Avoid we”, “you” and other personal pronouns.

Remove extra details that do not help the user to implement the document and make the document
longer than it needs to be. For example, details about the development of the document (e.g. N
documents, meetings, individual contributors, decisions taken) are of interest to the members of the

Working Group but not the document user.

Grammar

General

Grammar is everything known about the structure of a language. It is a big topic beyond the scope of any

style guide. However, here are answers to some common questions.

3
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o MOBEFOB|ELGRHLEVAMEEALT, #12, 70EX, RUAZEELYNESGEIZHEIT S,
DAMDERITRIMGS, RIFERDNRDTAHEERIL, VALK OADENIRMIZEIL
THBDo

o ROHZEZEALT EETHATIONHELVEDZEHRAT 5, FRITEMGRORITETH, Th
ENDAR=VIZNFESENREVONMERT 5. EHLTHDEL2 DERERICIBIREFERT
&5,

. FRESFERAT D BIZE, hovE, A—F—DAEEDRNEEDDITRIDOXFP D —FF
1EE755

o THRAMDERFEIR, HEFRIE FAIEIE, AIREMERESN, RUSMBGHIREHEIZHEA TESED
[C1SO RBMBHAZEHEAT D, ISORBEEADKDYDRBRENEICEZICEBINDS LIRS
7EL, ISO/IEC EFEFBAEEEE 2 &8, 2021, X 7 &5 8K,

s I RTOFMIFXFEDRAE(OFY, EMRAE)EHEALTRY, ISO XETIXEMRZEZEA
THDMNEITHD, =1L, EFIREOBEGRATIRM T HERID, FHLHEFEEALT, O
NODRENEREEE IR T 5, TRTOI—HF—H ISO EMEZERERD AU /N—LRLLAR
IWDEZEZERF>TLDEIFRLEL,

b—2

s HEREORIFMNLGEBRZFEALTEREET FIZIE ROERIE2FEDOET, LYBRBEICH-TL
%:
o “Each test sample obtained in accordance with A.4.1 shall be weighed to the nearest 0,1 g
and the different defects shall be separated into the bowls.”(A.4.1 [Zf#>TERBIh =& R
BYUTILOEES 0.1 g BEUTAEL, SFEIFLRRMERVILIZH TS, )
= “Weigh, to the nearest 0,1 g, each of the test samples obtained in accordance with A.4.1.
Separate the different defects into the bowls.”(A.4.1 [ > TEBEIN =R L2 DRBYTIL
Z, 01 g DEMTHET D, SETFLRMERVIIZH TS, )
o TIOANMCHERHZEZFERT S, BEICHREL:, RILFRELETHANEIEET HHEICDOH,
B EEFH I RERHZERAT 5,
o FEATFOEREERT D", ‘we”, “you”, TDHD KL EHE (T3,
s A—H—-HINXEEEETDIDICRZILLGL XEZLELULIZRILTWSRALGEFEMRZHIRT 5,
BIZIEL, XEOREICATLIFHEHMNXE, 2F BLAOFE THONERELGE)F, X IL—
TOAVN—IZIFEDLAHDHA, XEL—HF—ITIFEDIFAEL,

ik
— &

XEIE, SENOEBEICOVTHLNTNARTRTNDIETHD, I, AFEAEHAROEREEBZHKREN
T—XThHD, =1L, ZZITLOHhD— MG ERIZHT 2RIENH D,



Agreement of the verb with the subject
In any clause of a sentence, the verb must agree with its subject in terms of singular or plural. For

example:

e “The method is used”: singular subject with singular verb.
e “The methods are used”: plural subject with plural verb.
e “Method A and procedure B are used”: two singular subjects with plural verb.

For singular collective nouns (nouns that refer to a group of individuals, e.g. organization, top
management, government, committee), the subject can be treated as either singular or plural depending
on whether the group is described as a single, impersonal entity or as a collection of individual members.

For example:

e “The committee was elected in March”: refers to the committee as a single entity.
e “The committee were in heated debate”: refers to the actions of the individual members of the

committee.

When the collective noun is followed by a non-defining relative clause, use the relative pronoun “which”

for a singular subject and “who” for a plural subject:

e “This requires some training of the team, which normally consists of two, three or four people, when
all tissues are sampled.”
¢ “Members of the team, who are located throughout the force, are used to help operational officers

to respond to various situations.”

Use of (s)

Avoid using “(s)” to express the possible plurality of a term unless it can be used simply, as it can

overcomplicate a sentence. The plural form is usually sufficient to convey the meaning, for example:
e “Ensure the samples are stored in suitable conditions.”

Alternatively, the phrase “one or more” can be used:
e “Ensure that one or more samples are stored in suitable conditions.”

If it is necessary to be precise and to include a term in both plural and singular form, ensure that the rest
of the sentence is adapted appropriately, with verbs placed in brackets corresponding to noun endings in

brackets. For example:

e “Ensure the sample(s) is (are) stored in suitable conditions.”


https://www.iso.org/ISO-house-style.html#iso-hs-s-text-r-g-defining

EEEBAD—K
XOEDEHTH, BFAITEHRSERO EEC—BLEHNIEESE, B

e  “The method is used”: B#MENGALF OB TR
e “The methods are used”: #E#ALENAFEIEIEE
*  “Method A and procedure B are used”: #E#HENA% S 2 DD EHFE

BEROEERFA GRS, BER B, ZEESLBEDBADTIV—T2iET 48R DHE, THEL £54N
BHOFEAMEFELLT, RIFELADAVN—DESELTERRENTVDIMNKY, BHX(TEHELTERD
NBETENHB, BIZIL:

*  “The committee was elected in March”: E—D##iEL THEELEIET .
*  “The committee were in heated debate”: ZEESDE R DA /N\—DITENIFIET

SEBFADORICFREFFRAL ARG S, BHIEDZSIBHREABE ‘which’Z, EREFDSSE
‘Who 27 %:

*  “This requires some training of the team, which normally consists of two, three or four
people, when all tissues are sampled.”

*  “Members of the team, who are located throughout the force, are used to help operational
officers to respond to various situations. ”

(s) DIEH
(s) I&, BREDRBRTELGAEMRENEFERICLIETIIENH S8, BHEOAIEEHEDRIRICIEEITT
{ESW, EHETEEEXEKREZEGEADDICTTLTHY, HIAIE UTDES124H5,

*  “Ensure the samples are stored in suitable conditions.”
HBUE, “one or more” EWVSRIBEFERTHELTES,
*  “Ensure that one or more samples are stored in suitable conditions.”

ERESERTOICEHMRLERTOMATREIILENHDERIE, FMRNDBFEEICHET HEI
NOBFAZEET 5%5E, XDEYDEAEBEUIRETILELHD. BIZAIE LTDELIITHES,

*  “Ensure the sample(s) is (are) stored in suitable conditions.”



Defining and non-defining relative clauses (i.e. using “that” or “which”)

A relative clause is the part of a sentence used to describe a noun. It comes immediately after the noun

it describes. There are two types of relative clauses:

e A defining clause identifies who or what is being discussed. It cannot be omitted without affecting
the meaning of the sentence. It is not enclosed with commas.
o “The ISIN is allocated to those products that are not financial instruments when they are
underlying or reference assets.”
¢ A non-defining clause adds information to the sentence and can be omitted without changing the
meaning. It is enclosed with commas.
o “The ISIN is allocated to these products, which are not financial instruments, when they are

underlying or reference assets.”

In the first example sentence, the ISIN is allocated only to those products that are not financial
instruments. The relative clause (“that are not financial instruments”) defines the products to which the

ISIN is allocated. Removing it would change the meaning of the sentence.

In the second example sentence, the ISIN is allocated to the specified products, none of which are
financial instruments, and the relative clause (“, which are not financial instruments,”) merely provides

additional information. If it was removed, the sentence would retain its meaning.

Either “that” or “which” can be used to introduce a defining clause. However, “which” is always used to

introduce a non-defining clause.

A or an

The choice depends on the sound of what follows:

(11}

e “a”is used before a word or abbreviated term beginning with a consonant sound, e.g. a bank, a
European, a hospital, a hotel, a one-term appointment, a user.
e “an”is used before a word or abbreviated term beginning with a vowel sound, e.g. an organization,

an ISO meeting, an NGO, an XML file, or an “h” if the “h” is silent, e.g. an hour.

Affect or effect

Affect (verb) means to have an influence on, e.g. “The use of method A affects the result”.

Effect (verb) means to cause or to accomplish, e.g. “The use of method A effects a change in the

system”.

Effect (noun) means a change or result caused by something or someone, e.g. “Ecotoxicological test

systems are applied to obtain information about the effects of contaminants in soil”.

5



FRERREFISEIERERREALMS (DOFY, “that’XIL which”D{EA)

BfREAEX, BFAZHRATHOIERENIXD—ETHD, AT HRADERITKD, BHRAHIZ(E 2
DDEENDHS:

o REHITE, HEXIXMEABRSNTVINERET 5. BT HEXDERICEEEE5Z 5, hUYT
[FBEFENTULVLY,
= “The ISIN is allocated to those products that are not financial instruments when they are
underlying or reference assets.”
o JERREHIE, XITHEREEML, BBLTEEKRIIELLLEL, AT THD,
= “The ISIN is allocated to these products, which are not financial instruments, when they
are underlying or reference assets.”

RUDOFIXTIE, ISIN [FEMBERTILEVERICOAEYETOATIVS, BEfRET (“that are not financial
instruments”) (&, ISIN D&Y B TONSEREEERT . TNEHIIRT DL, XOEERNEDH D,

2 BB DHIXTIE, ISIN [FIBESNAEERICEIY L TEATEY, WFhE SRR TlEa<, BERE (¢
which are not financial instruments,”) [XBEIZEMERERBT 52T THSH. TNHLEHIFRSNTH, XIEZ
DEREREFT 5,

‘that” XIE “which’dWWFhZEEALTH, REEFRAHZEATES, 12120, EREEFRAHZEZEAT S
DI, EIT'which"Z2ERT %,

a XlZ an
EBELEBRIRT BAMIE, RIZESEIZIKS:

o ‘@" &, FETHFESIHEXIIEEDAIZFERINS, f5l: a bank, a European, a hospital, a
hotel, a one-term appointment, a user.

e ‘an’l¥, BE CIRFESHEBIIEREDRIIZERAINS, #l: an organization, an ISO meeting, an
NGO, an XML file, XI& , “h” NEFDIF S, an “h”, #I: an hour.

affect X[ effect

affect (BEA) (X, FLEEEZDH_EEEKRT D, 5l “The use of method A affects the result”

effect (BIE]) &, 5IFRLIT RITERT HZETEKRT S, il “The use of method A effects a change in the

system”

effect (& 5) &, RINRIEHEN K-> TEIFRIIN-EILRIIFHEREEKRT S, 5l “Ecotoxicological test
systems are applied to obtain information about the effects of contaminants in soil”



Assure or ensure

Assure (verb) means to remove someone’s doubts, e.g. “When a customer wants to be assured that the
quality of a lot conforms to the quality specified, sampling should be carried out in accordance with
ISO 1234".

Ensure (verb) means to make sure of something, e.g. “The Technical Committee defines its method to

ensure the International Standard is suitable for the intended use”.

Fewer or less

Use “fewer” for things that can be counted, e.g. fewer test samples, fewer days.

Use “less” for things that cannot be counted, expressions of time or measurement, and for numbers
when they appear on their own, e.g. less test equipment, less time, less than 10 min, less than 70 ml,
less than 20.

It’'s and other contractions

Contractions such as it’s, they’ll and they’d create an informal tone and are not appropriate for ISO
documents. Use the full forms instead.

Respectively

“Respectively” is an adverb that is often misused. It means “in the order given” and is only used if the
sentence would be unclear without it. For example:

e “Samples 1 and 2 shall contain 100 ml and 50 ml of ethanol, respectively.”

In this case, “respectively” is used to attribute each of the two values individually to the two samples in

the order in which they appear, i.e. sample 1: 100 ml, sample 2: 50 ml.

Spelling and wording
Spelling

ISO documents use Oxford English spelling, which is British spelling in combination with the suffix -ize
(rather than -ise) for about 200 verbs that generally originate from the Greek -izo suffix, e.g. organize,
standardize. For other words, use an “s”, e.g. analyse, paralyse. In case of doubt, follow the spelling of
the Oxford English Dictionary. For an online version, see www.oxfordlearnersdictionaries.com. Use

spelling consistently throughout a document.

Spelling exceptions are allowed for technical reasons. For example, in a piece of code, the US spelling
of “color” is required for the code to function correctly.


https://www.oxfordlearnersdictionaries.com/

assure XI[& ensure

assure (B15) [X, EEN DRI EMYBRKIEEEKRT B, il “When a customer wants to be assured that the
quality of a lot conforms to the quality specified, sampling should be carried out in accordance with ISO
1234”

ensure (FEA) (X, I ZFIEREIZT A EXEKRT S, 5l “The Technical Committee defines its method to

ensure the International Standard is suitable for the intended use”

fewer X[ less

“fewer’ [T AN DLDIFERT S, il fewer test samples, fewer days.
“less’lFHMALNGENED, BHEICAEDORE, HFNBEMTHRNIGZELLEIHERT 5.l less test

equipment, less time, less than 10 min, less than 70 ml, less than 20.

it's RUMLD5EHER

it's, they'll U they'd DLIFMEHEMIE, FEARGFERERILEL, 1ISO XEICIFBEE TR KDYIZ5E
EUBAEERT D,

respectively

“respectively” &, LIZLIEEE>THWSNSEIZF TH S, “in the order given (BZLNTZIEF T)"ELVSE
KRTHY, TNIEFNIEXHTRAFEICLEDIGFEIZOAERIND, §:

e “Samples 1 and 2 shall contain 100 ml and 50 ml of ethanol, respectively.”

ZDIHE, ‘respectively’ZERALT, 2 DDEDZENTNE, 2 DOYUTILHAHIRT SIEF TEB IZEHES
(+9%,2FY, > FIL1:100 ml, > F )L 2:50 ml,

YRGS EL
®Y

ISO XETIE, —fEMIZF) I vEEDEET-izo I(CHXET 51 200 DENFAICKLT, EREH-ize (Hise TIFK)
LHABDOEEEERXRY THAIAVIRT+—FREDRYZHERT 5, il organize, standardize, € DD

BAZEIZIL "s” T %, ¥l analyse, paralyse, £&h #5355 (&, Oxford English Dictionary D#RYIZHES,
F2S54 URRIZDULTIE, www.oxfordlearnersdictionaries.com 258, #&Y (%, XELAT—ELTERT S,

HFMGIERIZEY, BYDOHINEEFTTENS, FIZIE, O—FDO—EBTIE, O—FAELLEEET A=K ER
YD “color’ NIHRETHD,
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ISO spelling rule

Use -ize

Use -ise

Examples, exceptions and further information
organize (organization), standardize (standardization), harmonize,
recognize, realize

advertise, advise, arise, comprise, compromise, enterprise, exercise,

franchise, revise, supervise

Use -yse and not -yze

analyse, breathalyse, catalyse, dialyse, electrolyse, hydrolyse, paralyse,

psychoanalyse

Use -re and not -er

calibre, centre, fibre, litre, metre*, spectre, theatre

*except use meter for a measuring instrument

Use -our and not -or

colour, favour, flavour, harbour, honour, humour, labour, neighbour,

rumour

Use -ogue and not -og

analogue, catalogue, dialogue, homologue, monologue

Use “lI” not “I” spellings of

certain words

cancel — cancelled, cancelling

label — labelled, labelling

enrol — enrolled, enrolling (but: enrolment)
fulfil — fulfilled, fulfilling (but: fulfilment)
model — modelled, modelling

signal — signalled, signalling

travel — travelled, travelling, traveller

Use -ae, -0e and not -e

spellings of certain words

aesthetic, anaemia, anaesthetic, archaeology, haematology,
orthopaedics, paediatrics

foetal, manoeuvre, oestrogen

Use the -e spellings of certain

words

acknowledgement, ageing, judgement*

*except use judgment in a legal context

For nouns, use the

suffix -ence and not -ense

defence, licence, offence, pretence

But note: defensive, offensive, pretension

Use different spellings for the
noun and the verb forms of

certain words

licence (noun) — to license (verb)

practice (noun) — to practise (verb)

Use programme and not

program®

*except use program for computer programs




ISO &YRAI #l, Flst, BRUEMER
-ize ZERATS organize (organization), standardize (standardization),
harmonize, recognize, realize
-ise ZEATS advertise, advise, arise, comprise, compromise,

enterprise, exercise, franchise, revise, supervise

-yse ZERL, -yze [FEALALY

analyse, breathalyse, catalyse, dialyse, electrolyse,

hydrolyse, paralyse, psychoanalyse

-re Z{EAL, -er (ZFEALLL

calibre, centre, fibre, litre, metre*, spectre, theatre

“B5} I Z51RIZ8 I 2 [E-meter Z{F TS

-our Z{FAL, -or [EfFEALLEL

colour, favour, flavour, harbour, honour, humour,

labour, neighbour, rumour

-ogue Z#{EMAL, -og IEfERALALY

analogue, catalogue, dialogue, homologue, monologue

HEDHEFBORYTIE, 1" TRECN &
ERTS

cancel — cancelled, cancelling

label — labelled, labelling

enrol — enrolled, enrolling (41 5}: enrolment)
fulfil — fulfilled, fulfilling (4515}: fulfilment)
model — modelled, modelling

signal — signalled, signalling

travel — travelled, travelling, traveller

BEDOEEBEORYIZIZL, -ae, -oe ZEH
L, -e [XEALALL

aesthetic, anaemia, anaesthetic, archaeology,
haematology, orthopaedics, paediatrics,

foetal, manoeuvre, oestrogen

HEDHEZORYIZIX, -e Z2FEATS

acknowledgement, ageing, judgement*

*except use judgment in a legal context

R EFTIE, R -ence ZFEAL,

-ense [FEALAL

defence, licence, offence, pretence

{554 ;¥ 52: defensive, offensive, pretension

FEDHETIX, RFALBEFETERLZLHRY
EERTD

licence (%) — to license (BzA)
practice (%) — to practise (Efzd)

programme #Z{#FL, program* (X{FEH
LAY

*{| 5} F : computer programs Tl program




ISO spelling rule Examples, exceptions and further information

Use Petri (dish) not petri or

Pétri or pétri

Use sulfur and not sulphur Reason: ISO documents follow the spelling used by the International
Use sulfate and not sulphate  Union of Pure and Applied Chemistry (IUPAC) in their periodic table of

Use sulfide and not sulphide the elements (element 16): iupac.org

Use artefact and not artifact

Use focused and not focussed

Foreign spelling
Follow the spelling of proper nouns and words from foreign languages, including accented letters,
cedillas, ligatures or other special marks and any alphabetical forms that do not normally occur in

English.
As specified in ISO/IEC Directives, Part 2, 2021, 8.3:

“The names of organizations and their abbreviated forms, shall be written as used by those

organizations.”

Reproduce the names of foreign companies as used by the company itself, with all the appropriate
characters (French accents, Spanish tildes, etc.), e.g. Crédit Agricole, Companiia Espafiola de Petréleos

S.A., Polmos Zyrardow.

These characters are also used in headings and on capital letters.

Latin and Greek wording

Avoid the use of Latin words as far as possible. Use Plain English instead.
Do not italicize commonly used Latin expressions, e.g. a priori, in situ, in vitro.

Italicize Latin words used for scientific terms, e.g. species, bacteria, plants. For example, “This document

describes a horizontal method for the detection of Salmonella spp. in food”.

Many nouns (particularly from Latin) retain their original plurals; others have taken on the anglicized “s

ending. In some cases, both forms are still used.

For Latin and Greek words, use the English plural if one exists, e.g. forums, stadiums, statuses.

Otherwise, use the appropriate foreign plural forms that are still commonly used.


https://iupac.org/what-we-do/periodic-table-of-elements/
https://www.iso.org/sites/directives/current/part2/index.xhtml#_idTextAnchor103
https://www.iso.org/ISO-house-style.html#iso-hs-s-text-r-plain-english
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e addendum — addenda

e analysis — analyses

e axis —axes

e basis — bases

e corrigendum — corrigenda

e crisis — crises

e criterion — criteria

e curriculum — curricula

e datum - data*

e genus — genera

e medium — media

e memorandum — memoranda
e millennium — millennia

e nucleus — nuclea

e phenomenon — phenomena
e series — series

e species — species

e spectrum — spectra

e stratum — strata

*Data is the plural of the Latin word datum. In modern English usage, it is often treated as a mass noun

with a singular verb. ISO style is to use the plural form: “The data are clear”.
In some cases, the choice of plural depends on the context of the sentence:

e antenna — antennae (insects), but antennas (aerial)
e appendix — appendices (in books), but appendixes (anatomy)
e formula — formulae (maths), but formulas (general)

e index — indices (maths), but indexes (in books)

Names of countries, territories and currencies

Codes for countries, dependencies, other areas of particular geopolitical interest and their subdivisions
are specified by ISO 3166 (parts 1, 2, 3) and are available to view on the Online Browsing

Platform: www.iso.org/obp. Select “country codes” and “search” to see the full list.
For example, use:

e the Democratic People's Republic of Korea (DPRK) and not North Korea;
e the Republic of Korea (ROK) and not South Korea;
e the Russian Federation and not Russia;


https://www.iso.org/obp/ui/#iso:std:iso:3166:-1:ed-4:v1:en
https://www.iso.org/obp/ui/#iso:std:iso:3166:-2:ed-4:v1:en
https://www.iso.org/obp/ui/#iso:std:iso:3166:-3:ed-3:v1:en
https://www.iso.org/obp

* addendum - addenda

* analysis — analyses

* axis —axes

* basis — bases

e corrigendum — corrigenda

e crisis — crises

e  criterion — criteria

e curriculum — curricula

e datum - data®

* genus —genera

*  medium — media

*  memorandum — memoranda
*  millennium — millennia

* nucleus — nuclea

* phenomenon — phenomena
*  series — series

*  species — species

*  spectrum — spectra

e stratum — strata

*Data [T E®D datum DEHF THH, RRADEIEOHETIE, BRHEEREFSIEERFAELTHED
NBZENFLH D, I1SO BETIE, EHFEOBKXERA S “The data are clear”.

BEICEOTIE, EHFEOZERIIXARICE->TELS:

« antenna — antennae (E®), —7 antennas (ZH#8)

» appendix — appendices (&K®), —7F appendixes (fEHI%)
e formula —formulae ($1%), —7 formulas (—fi%)

* index —indices (¥(%), —7 indexes (&A®D)
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» the Democratic People's Republic of Korea (DPRK) T#Y, North Korea TIX#iLY;
» the Republic of Korea (ROK) T#lY), South Korea TII%iLY;
* the Russian Federation T#Y, Russia TIEALY;


https://www.iso.org/obp/ui/#iso:std:iso:3166:-1:ed-4:v1:en
https://www.iso.org/obp/ui/#iso:std:iso:3166:-2:ed-4:v1:en
https://www.iso.org/obp/ui/#iso:std:iso:3166:-3:ed-3:v1:en
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e Viet Nam and not Vietnam.
As exceptions it is permitted to use:

e the United Kingdom (UK) and not the United Kingdom of Great Britain and Northern Ireland;
¢ the United States (US) and not the United States of America (USA).

Codes for countries’ currencies are specified by ISO 4217 and are available to download from the

ISO 4217 Maintenance Agency: www.currency-iso.org/en/home/tables/table-a1.html.

Use the ISO 4217 codes rather than currency symbols.

IT terms

Use “online” and not “on-line”.

Use “cybersecurity” and not “cyber security” or “cyber-security”.

” o«

Use lower case for general IT terms (e.g. “file format”, “key wrap”, “syntax”), see Capitals.

Conformity and conformity-related terms

The word “compliance” is used in connection with legislation and regulations, which are not generally

mentioned in ISO documents. See Legal statements.

Use the word “conformity” when referring to requirements. The phrase “in accordance with” can also be

used for expressing conformity-related requirements. For example:

e “Interlocking and guard locking devices shall conform to ISO 14119.”

e “Ports and stud ends conforming to this document are not intended to connect with ports and stud
ends that conform to ISO 1179 or threads that conform to ISO 7-1.”

e “The relative density of the hose inner tube shall not exceed 2,155 when tested in accordance with
ISO 7258.”

ISO/CASCO, the Committee on conformity assessment, has produced definitions for conformity-related
terminology, e.g. “competence” and “assessment”. If there is a need to define this kind of terminology in
a standard, search the Online Browsing Platform to find the CASCO definition to use as a source. Do not
develop a new definition for the document. Contact CASCO at an early stage when developing a

standard containing conformity assessment elements: CASCO@iso.org

Legal statements

Do not include legal, regulatory or statutory requirements or recommendations.
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https://www.iso.org/obp/ui/#iso:std:iso:4217:ed-8:v1:en
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e VietNam T&HY, Vietnam TILALY,
BINELT, ULTEERTES:

e the United Kingdom (UK)T#&Y, the United Kingdom of Great Britain and Northern Ireland Tl&
AT
» the United States (US)TdhY, the United States of America (USA)TIE#iLY,

EN@EEDI—FILISO 4217 THEINTHY, IS0 4217 ATFHURAEENSA I O—RTES,
www.currency-iso.org/en/home/tables/table-a1.html.

BEEETIIELISO 4217 a—F#ERT 5,

IT A
“online”&{E AL, “on-line”[EFEALLLY,
“cybersecurity” Z{EFL, “cyber security” XI& “cyber - security” [XFEHLLLY,

— BB 1T REEICITINXEZE AT %, (Il "file format", "key wrap", "syntax") AXF%SH,

S 1 & UE S R E AR

“compliance” EWLVIEEIL, 1ISO XETIX—ARMIZIEE RSNAZLEEORHICEEL THERAIN S, &1
EHRESE,

ERBEICERTHEEL, “conformity GEE)"EVWSIEFEEHEMAT S, “in accordance with (L 3) L
WSEAIL, BAMEENEREELRET S0 HEATES, Hlz (L,

*  “Interlocking and guard locking devices shall conform to ISO 14119.”

*  “Ports and stud ends conforming to this document are not intended to connect with ports and stud
ends that conform to ISO 1179 or threads that conform to ISO 7-1.”

*  “The relative density of the hose inner tube shall not exceed 2,155 when tested in accordance
with ISO 7258.”

HEHFHEZ SR THS ISO/CASCO (I, BEMEEDHENDEZTIEML TS, fllk, “competence”
BU “assessment’, COEDRAELRIETERTIVLENHDIEHEE, A4 TZI00 T TSV I4+—
LTHRELT, HHBELTHEATS CASCO DEBREFR DT, TOXETHLLWEREERL TITHSHL,
BEMTMERZSTHREETHRTLH5E1E, BUEERET CASCO IZE#KT S : CASCO@iso.org

EREEA
AR, R, AEOERBECHEREIZHLL,

10


https://www.iso.org/obp/ui/#iso:std:iso:4217:ed-8:v1:en
http://www.currency-iso.org/en/home/tables/table-a1.html
https://www.iso.org/obp/ui/
https://www.iso.org/obp/ui/
mailto:CASCO@iso.org

It is superfluous and potentially misleading to ask users to comply with the law. ISO standards are

voluntary and it is understood that users will respect the law.

It is permitted to refer factually to the law and regulations to explain how they relate to the subject of the

document.
See the Guidance on legal statements in ISO standards.

When referring to the law, use clear language so the user understands the meaning. For example, write

“legal requirements” not “jurisdictional regulations”.

Formula(e)
In ISO documents, the words “formula” (singular) and “formulae” (plural) are used when referring to all

types of equations, relations, inequalities, expressions and other mathematical forms.

Informative and normative labels
Use the label “(informative)” or “(normative)” under an annex title to indicate how the annex has been
referenced in the text. Remember that informative annexes can contain requirements that apply if the

user chooses to implement the annex.
Clause 2 is always called “Normative references”.

Do not label any other titles of elements of the document (clauses, subclauses, tables, figures, etc.) as
either informative or normative. Do not use the words “informative” or “normative” for cross-references in
the text. For example, write: “The object shall be registered in accordance with Annex A” and not “The
object shall be registered in accordance with normative Annex A” (it is the “shall” that makes the annex

normative).

Unless there is a clear requirement (“shall”’) or imperative language in the text, all document content is

informative by default.

Guidance or guidelines
Both “guidance” and “guidelines” can be used in the title to refer to recommendations. If the title only
states “guidance” or “guidelines” without also “requirements”, the standard can only contain

recommendations, i.e. there are no requirements at all.

From the two options, it is preferred to use “guidance” to aid translation; in some languages, “guidelines”

can imply requirements as well as recommendations.

Need to
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https://www.iso.org/sd/fetch/7krxkswftsl7pLqbRAuT0heQeYf3YJTGlVypJHQRXkgaZe7J8cXr9LWdFFd_3X5y

A—H—ITERDIEFERDDEIERELGETHYRBEIBTREMENH D, 1ISO RIZFEETHY, 21—
Y—NEREZEEYHLEBRSIN TS,

ETNONXEDTEEEDSSICEET ENERBTH-0IC, FRECRBEFTEICEIVTSRTHIEN
HFRAISN TS,

ISO MR THEMFRICET NIV RESE,

ERBICERTBHEEE, A —F—HEKREZEFB CEDLSICHBELEEEFERT 5. HIZE, “legal
requirements GERIE#)"EL T, “jurisdictional regulations (BE D) "EIE LAY,

AR

ISO XETIE, ¥ RTHOFEFEDARER, RN, F%FK, KRERUVZOMOBEMHEREIETIES,
“formula” (BE#) KRV “formulae” ((EH)LHHEEXFHT S,

informative (%) R U normative (i) DRHL

MEZERHROTD “S%(informative)” XIE “}RTE (normative)’LWVSRELEFERALT, AXTZEOMES
NEDELSIZBBENTNAIETT . SEOMEEICH, 1 —F—HAMBEEZEERT L EEERL-BSIC
BRSNS BERBENEFNTODAREENHEIEITTET S,

B4 2 (X1 "Normative references (BI|AXE)" LMEEN D,

HOXENDER(HE, MNEE K REGE)DEMICIE SEXITREDRBLUIEMA T, KXFDHE
BESRITSE XITREEVSIEEEZEALLGL, FIZIE, “The object shall be registered in accordance
with Annex A” £Z£Z, “The object shall be registered in accordance with normative Annex A”&IEZE Mg

L (MEXEZEHEICTDDE “shall” THD)

THRAMCBAREGERSEE("shall") XRIEWRHEAGVORY, IRXRTOXERREISENT IHILETHD,

guidance (HA5¥>R) XI& guidelines(HAFS51>)

BWMICIE, HREBIFEXELT 578 guidance” RV “guidelines” DWWFNEFERTED, LI
“guidance” X% “guidelines” MDA M EEEHIN “requirements” LEEEHSNTLDDTIHNILK, FRIRICITHEE
BHEHOHEEDHBHENTES, 2FY, ERBEHTFIKELTHS,

2 DDRRFEDSL, FREXIET H1=8IC “guidance” ZFEAT D EMNHRIND, HELL—EDEE
Tl&, “guidelines” [FERFIEMUICHREEIEZEK T 5651 H 5.

need to
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Avoid using verbal forms that are not defined in the ISO/IEC Directives, Part 2, 2021, Clause 7.

In the English language, the words “shall”, “must” and “need to” are often used interchangeably. The
subtle differences in meaning are not easily translated into other languages when ISO documents are

used around the world.

To ensure that a document is understood and applied correctly, use “shall” to express requirements of
the document and “must” to express constraints or obligations defined outside the document, and which
are given for the information of the user. Avoid substituting either of these terms with “need(s) to”, even if
this seems logical in English. Revise a sentence that uses “need(s) to” to avoid confusion and

misapplication of the text.

Might and could
Avoid using verbal forms that are not defined in the ISO/IEC Directives, Part 2, 2021, Clause 7.

LI T LTS

In the English language, the words “may”, “can”, “might” and “could” are often used interchangeably. The
subtle differences in meaning are not easily translated into other languages when ISO documents are

used around the world.

To ensure that a document is understood and applied correctly, use “may” to express a permission and
“can” to express a possibility or capability. Avoid substituting either of these terms with “might” or “could”,
even if this seems logical in English. Revise a sentence that uses “might” or “could” to avoid confusion

and misapplication of the text.
For example, change:

“Materials which are or might be in contact with cryogenic fluids shall be in accordance with ISO 21010.”
=> “Materials which are or which will possibly be in contact with cryogenic fluids shall be in accordance
with 1ISO 21010.”

“Sources related to earlier temperature scales may have to be recalibrated.” => “It is possible that

sources related to earlier temperature scales will have to be recalibrated.”

“Copper, lead and zinc concentrates could gain or lose moisture rapidly when exposed to air.” =>

“Copper, lead and zinc concentrates can gain or lose moisture rapidly when exposed to air.”

“If those data are not known at the time of testing, it may not be possible to exploit successfully a
particular vulnerability.” => “If those data are not known at the time of testing, it is not always possible to

exploit successfully a particular vulnerability.”
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https://www.iso.org/sites/directives/current/part2/index.xhtml#_idTextAnchor078
https://www.iso.org/sites/directives/current/part2/index.xhtml#_idTextAnchor078

ISO/IEC EFEFEAIEEE 2 8, 2021, BHE 7 TEEINTUVWVELWRIBRADOFERILE TS,

HELLVSEETIE, "shall”, 'must” U “need to” ELVSEEE(R, LIELIFEZMZ AlgEaEhbhA%T 5,
ISO XENHRPTTHEAINTNDIGE, EROMITEWNEMEBICHBEICEIRT 52 EIETELL,

XEMNELCEFESN, BRINAEIICTRICE, XEOEREFEERT-OHIC "shall” ZFEAL, XEDH
BMTERSIN, I —F—ITFERELTEAONDHINRIRHELZRT=OIC "'must” AT H, RIETHE
MICRZ2BETH CAODAZBOVTANE "need(s) to” [CEBEMZ D EIETBETS, THFALDREL®
RRAEEITAT=0IZ, "need(s) to” ZFEALTLAXIXIEIET S,

might & U could

ISO/IEC EFEFEAIEEE 2 5, 2021, #HE 7 TEEINTUVWELWRIBRADOFERILETS,

FEEETIE, “may”, “can”, “might”, “could” EWLVSEEBIZLIFLIEABZ AEELH THERAINS, ISO XEN
HAPTHEAINGEES, EROMULEN IO FEICEHEICITFIRENGL,

XEMNELKEBFENFEREINA-OICIE, ‘may” ZERALTHAIZIEEZREL, ‘can” ZHEALTHAEEY
RIFEENERIRT D, CNARETHEMIZEZDIHEETE, ThoDRAEOVT IAE “‘might” X
“‘could” TEEZHZH_LITEITH, THRADRELCRAZEITH=5HIZ, “might” X[& “could” ZERT S
XIEEET B,

BIZIE, UTDHRICERET S,

“Materials which are or might be in contact with cryogenic fluids shall be in accordance with ISO 21010.”
=> “Materials which are or which will possibly be in contact with cryogenic fluids shall be in accordance
with ISO 21010.”

“Sources related to earlier temperature scales may have to be recalibrated.” =>

“It is possible that sources related to earlier temperature scales will have to be recalibrated.”

“Copper, lead and zinc concentrates could gain or lose moisture rapidly when exposed to air.” =>

“Copper, lead and zinc concentrates can gain or lose moisture rapidly when exposed to air.”

“If those data are not known at the time of testing, it may not be possible to exploit successfully a
particular vulnerability.” =>
“If those data are not known at the time of testing, it is not always possible to exploit successfully a

particular vulnerability.”
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“Some gases contain typical impurities which may not be compatible with the intended materials” =>

“Some gases contain typical impurities which can be incompatible with the intended materials.”

Interlaboratory or intralaboratory

An “interlaboratory” comparison involves testing the same or similar samples, using the proposed or

existing method, in different laboratories and comparing the results. Do not use the terms “round robin

or “ring test” instead of “interlaboratory”.
Reproducibility (R) is obtained from the interlaboratory comparison.

An “intralaboratory” comparison involves testing samples, under the same conditions, within a single

laboratory to ensure the reliability of test results produced by the laboratory.

Repeatability (r) is obtained from the intralaboratory comparison.

In accordance with or according to

The expressions “in accordance with” and “according to” are frequently used interchangeably in

everyday English.

However, for consistency in ISO documents, when expressing a requirement (using “shall” or the
imperative form) use the phrase “in accordance with” rather than “according to”, e.g. “The method shall
be validated in accordance with ISO 1234”.

Inclusive language

ISO/IEC Directives, Part 2, 2021, 8.6, requires that inclusive terminology be used wherever possible.

Guidance on the use of inclusive terminology in ISO and IEC documents and a list of non-inclusive terms

and recommended alternatives are provided on the ISO website.

Feedback or questions concerning these resources can be sent to inclusive@iso.org

Capitals
Use capitals sparingly. The use of many capitals makes a page look bureaucratic or pretentious,

especially when ordinary words such as method or framework are unnecessarily capitalized.
Proper nouns are always capitalized, e.g. Reynolds number.
Otherwise, nouns are given in lower case, i.e. words such as committee, organization, report,

government only have a capital when part of a full title, e.g. the ISO Council.
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“Some gases contain typical impurities which may not be compatible with the intended materials” =>

“Some gases contain typical impurities which can be incompatible with the intended materials.”

interlaboratory (SBER=M]) XI& intralaboratory (RERER)

“interlaboratory” M L8 T, IRESN-AZEXIEBRFED A EEFALT, RALXIFELOYLTILESFES
FHEREBRETHBLERZLLE T S, “interlaboratory” M+ YIZ"round robin" X[ “ring test” &LNSAEE
[EEERALGEL,

BREEBE (R X EREMOLENMFOND,

“intralaboratory” M LLELIZIE, BILEHTT, 1 DORBENTHUTILERERLT, EEBRENMERL-HKER
BROEEMHERIATHIENEEND,

RLAEE (N (E, REBREAOLEMFONS,

in accordance with X[& according to

“in accordance with” & “according to” &LVSFRIRIEL, BERETIHTERICABAAMREIZFERASIND,

1=1ZL, ISO XETHO—EMZRO-OIC, ERFEZRET HI5E (Tshal IR IEdHHZ2ER) [,
“according to” TId7%< “in accordance with” &L\>RZFEHAT %, il “The method shall be validated in
accordance with ISO 1234”.

DIEAE
ISO/IEC BP9 AIEETEE 2 &, 2021, 8.6 Tl&, AlRELZRYBEMAEEFFRITHIENRHOLNTIVS,

ISO BV IEC XEIZHITHBEMAEDFERICEHTHHAE VR, RUFEREHAFZLHEESNLIKERE
DY ARE, 1ISO DT HAMIBEHIN TS,

D) Y—RIZEATET70—R/\wH &R, inclusive@iso.org £ TEDTLIESLY,

RXF

AXFDFERITEZDIZT S, ZLDARXFEFEHTHE, 452 method +> framework LEDEZBDHIEA
FRHEIZRKRXFIZESNE E, R—UHAEBEEBEMXITEXIZRZS,

BEHLHIXEIZKXFTHS, Hl, Reynolds number (LA /ILXE)

TR DIZE, BEAIL/NXFIZT S, DFY, committee, organization, report, government 7€ D BizE
X, TEEBED—ETHEEEICDHKIFIZT S, fl, the ISO Council.
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If the full form of an abbreviated term is not a proper noun, the abbreviated term is generally presented in
capital letters, e.g. DMA, but the full written form is not given initial capital letters, e.g. decision-making

application and not Decision-Making Application.

Capital letters are used when referring to an “International Standard” and to the elements of a document,

LI

e.g. Introduction, Scope, Bibliography, “see Clause 6”, “an example can be found in Annex B”.

In titles and headings, only the first word is capitalized, except for proper nouns, acronyms or initialisms.

Family or suite of standards

In marketing material, documents that are thematically linked but are not a series and have different
numbers are sometimes referred to as a “family of standards” or "suite of standards". For example, the
ISO 9000 family includes ISO 9000, ISO 9001, ISO 10001, ISO 19011, etc.

However, in technical documents such as International Standards, which need to be precise, the terms
“family of standards” and "suite of standards" are too vague, unlike the term “series”, which represents
one document split into a series of parts, e.g. ISO 10241-1, ISO 10241-2.

Use instead the following wording: “documents on [subject area] developed by [ISO committee]”. For
additional clarification, a list of the relevant documents can be included in the Introduction, if

appropriate.

Abbreviated terms, abbreviations and contractions

Abbreviated terms (acronyms and initialisms)

ISO documents use the wording “abbreviated terms” to refer to both acronyms and initialisms. They are

formed from the initial letters of other words.

NOTE Acronyms are strings of initial letters pronounced as a word (CEN, UNESCO). Initialisms are not

pronounced as a word (IEC, USA).

Do not use the term “abbreviations” in this context because this refers instead to shortened words,
see Abbreviations and contractions.

ISO/IEC Directives, Part 2, 2021, 8.4, includes instructions on presenting abbreviated terms:
“The use of abbreviated terms shall be consistent throughout the document.

If a list of abbreviated terms is not given in the document (see Clause 17), then the first time that an

abbreviated term is used, the full term shall be given with the abbreviated term following in brackets.
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HERIN-AZEORLLGEANEEFLATLHNGS, ARIN-AEIEEXRFTRRINS, f,
DMA, =L EZATIE, AIEKIXFIZIXLELY, 4, Decision-Making Application T#i{,
decision-making application &3 %,

AXFI[E, “International Standard” P XERNDERESHI HEZITHERIN S, 4, Introduction, Scope,
Bibliography, “see Clause 6”, “an example can be found in Annex B”,

£MERHBLTIE, EH%EH, Acronyms X Initialisms 2T, RYIDEELITAKRXFIZED,

REDI7I)—XIERAL—F

Y= TAVTEMTIE, T—IHIZEELTODIDDV—XTIREL, BLRHBESEHOXELIRRT7
SY—IR[FTHRIERA—F I EFESRTEDH D, FIZE, 1SO 9000 T773—IZ[F, 1ISO 9000, ISO 9001, ISO
10001, ISO 19011 IrEMEFEND,

LHL, EFRELGEEDEEMENROONDSIEFAXETIE, IFHRET72— (family of standards) 15T #7#& X
4 —I (suite of standards) |EWVSHEEIE, 1 DDRMEXENEHRDE IR BN =2 —X (H]:1SO 10241-
1, 1SO 10241-2) %R T T =X |EIFELY, + 7 ICIEREETIELL, BHKRIES,

KhYIZ, TIISO ZER]ICF-oTHFESN [ EERE] BT IREXE ILVOSRBEEALT 5. SHIZH
HEICT 21012, BEISELT, EETIRBNEDIAEFXICEDEHEATES,

BR:E, BEREXEE

i& (acronyms R U initialisms)

ISO XETIL, “abbreviated terms (B&FE)” £V RFEZEMAL T acronyms KU initialisms QA ZELT
W5, Chold, tDEEDEXFMoREIND,

JEEE Acronymsld, BELELTREINSEXFDXFIITHS (CEN, UNESCO), Initialisms|dk, BHEEEL
TIEFEBFINLZUL(EC, USA),

COXARTIL “abbreviations” ELVSAEIZFERALLGLY, ChlEZDYICEHBIN-EEFIEITILTHD. &
W&z L EfERE SR,

ISO/IEC EFEFERIEETEE 2 £, 2021, 8.4 I1Z1%, BBEDRTRIZCOVWTIRENHS:
‘BREBOFEAE, XEEHEEBELT—ELTULEITNIEEGZSEL,

XEDHTHEDIANERSRWMGS (BR17T2SHR), TORESEANIFELNLEESICHEEZRST
[SE2ITERL, EDERAITEIMTE THREZ RSB NIEESELN,
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EXAMPLE 1 ... the weighted root mean square (RMS) width of the active output interface optical
spectrum ...”

Exceptions can be made when the abbreviated term is so familiar that it is used more often than the full
form, e.g. AFNOR, ANSI, IMF, NATO, OECD, UNESCO, and when in addition the full form does not
provide extra clarity, e.g. DNA, HIV.

If a list of abbreviated terms is given, it is not necessary to spell out the full term at the first use (but it is
allowed).

There is no need to give the abbreviated form of a term if it is not referred to again.

Avoid repeatedly spelling out abbreviated terms, except when the abbreviated term is used in both the

document Title and Scope, in terms and definitions, and in clause/subclause headings.

As the document Title and Scope are often used independently of the whole document, use the full term
followed by the abbreviated term in parentheses in both cases. Not all users will be familiar with the
abbreviated term, so this will help to clarify things. If the term occurs more than once in either the Title or

Scope, then use the abbreviated term alone for the second and all subsequent instances.

In terms and definitions, the full term is spelled out at the first use in each entry. This is because terms

and definitions are available as standalone items on the Online Browsing Platform.

In clause/subclause headings, using the full term rather than the abbreviated form can lead to overly

long or complex headings. Either form can be used providing its use is consistent.

As specified in ISO/IEC Directives, Part 2, 2021, 8.4:

“Any abbreviated term should be in upper case letters, without a full stop after each letter.

EXAMPLE 2 “RH” for “relative humidity”.”

Do not use capital letters for the full term unless it is a proper noun, see Capitals.

As specified in ISO/IEC Directives, Part 2, 2021, 8.4:

“Occasionally, abbreviated terms in common use are written differently, either for historical or for

technical reasons.

Technical specifications regarding marking may impose other requirements.”

For example, the abbreviated terms “scuba” and “sonar” are not written in capital letters.
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Bl . BEENH AR —TTA AR ARV DMEZ R FHFHR(RMS)E. ..

BEEMNERICEHONTIDIG S, RELGESALYLERICERSNDEE 65 LS. 5], AFNOR,
ANSI, IMF, NATO, OECD, UNESCO, &5I2, T2GEEAZEML THHEENRBSNGGES, 5,
DNA, HIV,

BEEDVAMREEINTVSIES(E, SVOERARKICEELRAZEERIDEFLUV(FFEL, FFalsh TV
D)o

BUSREINSGENGWNGEEE, AEEOERBEREE T HIBERLL,

DT ELTAFEERYRLTRODIETEITS, <L, BEIXEDREEREERDE A, ABERUVE
& RUBER /MR EEORELTERASATOSEEER

XEDAMEBERBHEIIXELHRETMILTEASNGEN SO, ELE00D155Y, TE2GRZEDR
[TEMCTHEEN-REEZERT 5, TR TOLI—F—IEBEITKBELTLSHITTIEAELOT, ThidYs
ZHAREICT BDITRID, AMXITBEALE DOV NN THENMERELIRT 51553, 2 BB LUBEOT N
TOEHBEDOHEERT D,

HERUVUEERTIE, FEB CTRUDOFERABICESHAENEOND, X, ABERVEELA VA TS
U TS5YR I+ — L@ standalone items ELTHIATES-HTH B,

B/ MAIBRORHLTIE, BETIKELLRAFEERT L, RHLARGYTELY, HH#IZE-
YT BTENH D, ELLDHATH>TH, ERFEAIZ—EMAHNIEHERATES,

ISO/IEC P EFERIEETEE 2 86, 2021, 8.4 THEIN TS ERY:
"BREEIF, AXFT, EXFOERAICEYAREM T T IR T HENEFLLY,
{5 2 “RH” for “relative humidity”. ”
EHEFATEVRY, T2LRAEBICAXFIXMEALEN, KXFESE,
ISO/IEC EFEFERIEETEE 2 86, 2021, 8.4 THEIN TS ERY:
BT, —BRMICERASN TOAEREEE, BRAXITEFEMMERIZELY, ot TRiliEh b,
RRICEAT HRAMEHREL, TOMODERFIEZZRLTHELL,”

BIZIE, “scuba” BV “sonar’ ELVSREEEIXRKXETIEEMNLLY,
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If the abbreviated term can be pronounced (e.g. CEN, ISO), it does not generally require the definite
article (“the”). Otherwise, it is preceded by an article (e.g. a GPS, the UN, a URN, the WHO).

[Pl

The plural form of an abbreviated term generally uses a lower-case “s”, e.g. for critical control point
(CCP): “the plan shall be given for each CCP” and “critical limits as CCPs shall be specified”. Exceptions
include abbreviated terms that are already plural, e.g. comma-separated values (CSV), and

[Tl

management system standard, which is always MSS without an “s” whether singular or plural.

Abbreviations and contractions

Abbreviations and contractions are shortened words. These are not included in a list of abbreviated

terms.

An abbreviation has the beginning of a word but not the end. Examples of abbreviations are “min.”,

max.”, “lab.”. Put a full stop after the abbreviation and capitalize it in the same way as the unabbreviated

word. Only use abbreviations in tables and figures; write words in full in the text.

A contraction has the first and last letters of a word and sometimes other letters in between. Contractions
have no full stops. Examples are Mr, Mrs, Ms, Rd, dept, Dr, St. They are also capitalized like the
uncontracted word. An exception is “no.” (from the Italian “numero”, for number), which is a contraction
but has a full stop to avoid confusion with the word “no”. But the plural, “nos”, is formed like other

contractions without a full stop.

e.g., i.e. and etc.

These common Latin shortened forms are used regularly in ISO documents. They are punctuated as

shown:

e e.g. (exempli gratia, for example);
e i.e. (id est, thatis);

e etc. (et cetera, and other things).
e.g. and i.e. are not interchangeable and serve different functions.
Use “e.g.” when giving an example in brackets or at the end of a sentence:

e “The results can be affected by the storage conditions (e.g. time, temperature).”
¢ “Documented information should be controlled to ensure it is adequately protected, e.g. from loss of

confidentiality, improper use or loss of integrity.”

Use “for example” when the example is given as part of the sentence or to introduce a list:
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BRENRETEHHEE (B CEN, ISO), —MkHICERE (‘the”) ZRHEELEL, TR DIZEIX, EBi
HE<#l a GPS, the UN, a URN, the WHO),

BREEDEHM (L, —RRITINXFD “s” AT 5. 5l critical control point (CCP)D & & : “the plan shall
be given for each CCP” KU “critical limits as CCPs shall be specified”, 5} [Z1&, 3 TICHEDBEEM
FFENS, Bl comma-separated values (CSV), &Uf management system standard #%&(&, B THLE
#TE, BIZ “s” DIELYMSS THD,

LRV EREE
EREERUOEMRER L, EENEEETHD, bl BEDARMIEEENEL,
BRRBIZIX, BEEOWRFEYVIEXHLH, EHYIEEN, BREEOHIX, “‘min.”, “max.”, “lab.”, HERFEORIZIZE

DARZERT, BB TIEEWEELRILEIITAXFIZT HEELTED, RERHTIFEBEOAZFERT 5.
AXICEERGRAFEEES

BRI, BEORVEREDOXENHY, TORICHOXXFENEENEILLHD, BRI, EVFFE
fF1F720N, BlIE, Mr, Mrs, Ms, Rd, dept, Dr, St THd, cnbd, BIESNTUOVEWEEDLIITKXFTE
FBEND, FISHE “no.” (number ZEBKT 5, 1RUTEED “numero” MHin), THILEMBRIZHY, “no” (LiLy
Z) EVSBEELDERZEITHI=OICEVAREF1T5H, LHL, EHFD “nos” [, thDEHERDLIICE
TRER/FFICHEEIND,

e.g. i.e. RV etc.

ChEO—RILSTUEORRERIE, ISOXETERISEATA TS, AL TISRENS&SITEY
FRTELSNS:

e e.g. (exempli gratia, for example iz [3);
e ie. (idest, thatis DFEY);

e etc. (et cetera, and other things %:&)
e.g. & i.e. [EMATRETITLL, ELREMETR-T,
RBIMAXEXDBOYICHZERTIHEEE, e.g” ZFERAT5:

*  “The results can be affected by the storage conditions (e.g. time, temperature).”
*  “Documented information should be controlled to ensure it is adequately protected, e.g. from

loss of confidentiality, improper use or loss of integrity.”

BIAXD—EELTEZONSHEERXFTYRMEAT HIHEIE, “for example” ZFERAT S:
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e “Applicable actions can include, for example, the provision of training or the re-assignment of
personnel.”

e “Processing can involve a range of processes, including, for example:
— addition of stabilizing agents;

— homogenization prior to packaging.”
Use “i.e.” when clarifying a point or explaining something in another way:

e “Liquefied extinguishants shall be provided as a pure extinguishant, i.e. not pressurized with
nitrogen.”

e “Fis the operating force (i.e. the force applied on brake lever or pedal).”

Never include both e.g. and etc. in the same sentence clause. For example, “e.g. managers, technicians,

experts, etc.” is not acceptable.

Alternating current, direct current and radio frequency

Fora.c. and d.c.:

¢ when used as an adjective, use instead “AC” and “DC”, respectively, e.g. “AC transmitter”;
¢ when used as a noun, use the full forms “alternating current” and “direct current”, respectively, at

least in the first instance. The abbreviated terms “a.c.” and “d.c.” can be used subsequently.
Do not use the term “r.f.” as it is obsolete:

e when used as an adjective, use instead the abbreviation “RF” or the full form “radio-frequency” (with
a hyphen);
e when used as a noun, use instead the full form “radio frequency” (without a hyphen).

ca. (approximately)

Do not use “ca.” as an abbreviation of approximately. Write instead “approximately” in the text or “=” in

“_n [Pl

tables. Do not write “~” instead of “=” in a table.

Punctuation

General
Punctuation helps make meaning clear, but there are changes in practice over time and different writers

adopt different approaches. The priority for ISO documents is to be easily understandable and
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*  “Applicable actions can include, for example, the provision of training or the re-assignment of
personnel.”

*  “Processing can involve a range of processes, including, for example:
— addition of stabilizing agents;

— homogenization prior to packaging.”
ERZHAREICLEY, BIOAETHBALEYTHEEICE “le” ZERAT S,

»  “Liquefied extinguishants shall be provided as a pure extinguishant, i.e. not pressurized with
nitrogen.”

»  “Fis the operating force (i.e. the force applied on brake lever or pedal).”

BLXEIZ e.g. R etc. DEAZEHTITLESALY, HlZ X, “e.g. managers, technicians, experts, etc.”
[FEFARINGLY,

%7t (alternating current), E 7 (direct current) & UV E# B R # (radio
frequency)

a.c. RU d.c. IZDUL\T:

s WBRRELTERTIEEIE KbYITThEh “AC” RU “DC” ZEMT 5.l “AC
transmitter”;

o ZHEELLTEARAINGIGE, DEELRVIDEEIZIX, FhFh alternating current” (i) BV
“direct current” (Eift) DEEGTABEERT S,

Y TICELEEINTWDDOT, A rf” [EERALGL:

e MBRALLTEARATZEEIE RHOYICERE ‘RF XIEELLAZED “radio-frequency” (/17
UMMIO) EERT S;

o ZFRELTERTSIEZEIEL ROYICELLGHED “radio frequency” (INATUIEAVELY) ZFEA
5,

ca. (approximately #j)

approximately DEBEAZELT “ca.” [IFEALLELY, KHYIZ, AXIT “approximately” , XIEFRIZ =" &
ELRT 2" ORDYIT U7 IEEDELY,

]

— &
AFRRITEREAEICT HDICRILDOA, BRDRNELLIZERIZEI RN HY, SESFTEREBENTE
SEGOYAZRALTNS, ISOXELLTOEBEREIE, BRICERTE, HAETHLILTHD, XER

&

Eyl"
ST
~N

ZAMNY
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unambiguous. Use punctuation consistently within a document.

Use of /

A forward slash is often used in English to express “either or both” of two options. The meaning can be
ambiguous, especially in translation to other languages where the “/” is not a recognized punctuation

mark.

Avoid using a forward slash or the wording “and/or” in a document to avoid confusion and misapplication.

Use the construction “either x or y, or both” instead.

and or &

ISO documents do not use the ampersand (&) in ordinary running text within the document or in the

document title, table titles or figure titles. Use the word “and” instead.

Exceptionally, the ampersand is found in certain limited cases, including within code and abbreviated

terms.

Apostrophes

[Pl

When used to indicate possession, the apostrophe comes before the “s” in the singular and after it in the

plural:

e “The sample’s identification number...”

e “The users’ feedback...”

The meaning can often be made clearer by rewording, e.g. “the identification number of the sample”.

“a “an

For plural nouns not ending in “s”, the apostrophe comes before the “s”, e.g. “people’s opinions”.

LTS ” o«

Phrases such as “two weeks’ time”, “six months’ development”, “nine years’ worth” need apostrophes.

Do not use an apostrophe for plurals of names, abbreviated terms, numbers or words not usually used

as nouns, e.g. two Johns, URNs, 1990s, the three Rs, dos and don’ts.

Sometimes clarity is needed when letters and symbols are referred to as objects, e.g. subtract the xs

[Tgel] Gy 9

from the ys. In these cases, use quote marks and not apostrophes, e.g. subtract the “x”s from the “y’s.

Commas

ISO documents do not use the Oxford (serial) comma before the last item in a list, unless it is needed to

avoid ambiguity. For example:
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TRX—EL-AmRIEEERT 5.

| (RSv>a)DER

Aoydald, 2 DMDFEIRFED “either or both” ZRT DIZEEBETIEKFERAINDS, I "D AEFAZEEE
FEHINGEMEDEEBADFIRTIX, BRI EBERICLZSTREMNH D,

BELOCRBAZEITA-0IZ, XERTIXRASYaAXIEF A “and/or” ZFEALLEL, KHYIZ “either x ory,

or both”EWNSHEXEFERT %,

and X[& &

ISO XETIE, XBENDBEDTXFAMXEDEH, ROEM, ROAMIZET/FUE (&) ZEAL
T, KDY “and” EWVSEEZFERY 5,

BISEIIZ, I—FRPERRERGE, Ron=58I1Z7 o\ YU ERShS,

FHRAMAD4

MBEZRI =OICERASNDEE, 7RANATAIFEKIETIE “s” ORI, BT " ORITKS:

e “The sample’s identification number...”

e “The users’ feedback...”

ZLDBE, EVMEZEILETEKREZLYBRMEIZT AIENTES, I “the identification number of the

sample”.
‘s’ TIIBRDOLBWVEHTEOLADIEES, 7RAMOIAIX “s” DRIIZFES, l “people’s opinions”.

RO ESEAIZIFTRRANATAHARBETH S, “two weeks’ time”, “six months’ development”, “nine years’
worth”

2A1, BB, BHFOEHR, XILBEILRFALLTLFERASNGWNEEIC7RIANO I IEERLAL, ] two
Johns, URNSs, 1990s, the three Rs, dos and don’ts

XFPEENARMELTERSNDIGE, FRBABINNELLSH, ffl subtract the xs from the ys, ZD
LOEHEEE, PRAMO T4 TIRASEIRAREEMAT %, subtract the “x’s from the “y’s.

y M 4

ISOXETIE, BRIZEITHI-OICBRETHEVRY, XIVDODREDEBDRIZA VIR TH—F (¥
JTIIL) AURIEERALGL. A
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“The capture, measurement and analysis of the data should be automated” is an unambiguous list of

three items and does not need an Oxford comma.

“The procedural steps are sample preparation, instrument set-up and calibration, and image capture”
requires an Oxford comma to be clear that “calibration” is part of the second step and is not part of the

“image capture” third step.

Full stops

Use plenty of full stops. They keep sentences short. This helps the user. Do not use full stops between
letters in abbreviated terms or at the end of clause/subclause headings, table titles, figure titles,

normative references or bibliographic entries.

Hyphens

Hyphens in words or phrases can improve clarity and avoid misinterpretation. Use hyphens consistently
throughout a document or series.

In case of doubt, follow the spelling of the Oxford English Dictionary. For an online version,

see www.oxfordlearnersdictionaries.com.

Prefixes

A word formed from a prefix plus a word is not usually hyphenated unless the word begins with the same

letter as the last letter of the prefix:

e multilateral, bilingual, misled, subclause, interlaboratory;

e anti-inflammatory, pre-eminent, re-enter (but interrelated, microorganism).

Words beginning with co- (meaning joint), anti-, non- and ex- (meaning former) tend to keep their

hyphen, e.g. co-worker, anti-reflective, non-existent, ex-president (but cooperate, coordinate, antidote).

Prefixes before a capitalized name, number or date use a hyphen, e.g. sub-Saharan, pre-2000.

Suffixes

Words formed with suffixes are generally not hyphenated, e.g. sizeable, hyphenate, fruitful, patronize,

greenish, kindness, twofold (but industry-wide, oil-based paint, sugar-free syrup, list-style functionality).

Compounds

Compound nouns are usually presented as a single word with no hyphen or as two separate words, e.g.
bypass, website, labour market. Exceptions include cross-reference and decision-making.
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“The capture, measurement and analysis of the data should be automated” (&, 3 DDIE B DB
THY, VIR T+—FRhUTIEBERL,

“The procedural steps are sample preparation, instrument set-up and calibration, and image capture” T
(&, AYIRIT+—FHOIDBRBET, “calibration” (&5 2 ATvTD—ETHYE 3 X7y~ “image capture”
D—EH TR EZBHREICT 5,

EUAR

EVAREZRAT 5, ThITKY, XEELT D NFI—F—DBITFICHS, BEDXFOR, XITEEK Mo HE
ZORUL, ROAT H0&H, 5IAXE, $EXHEBDOKRRKIC, EUARIIERLEL.

AN A

BEOLAIINA(TUEFERT SE, BRICHYLRMBEHRCIENTES, XEXIEIV)—X LK T—EL T/
IUEERT S,

RN H BB E 1L, Oxford English Dictionary D#EYIZHES . 72514 kR,

www.oxfordlearnersdictionaries.com &8,

BB EHEMN OB SNSBEEIL, BEENMEEHOREDXFERLXFTIREOTULVEWLRY, BEF /N1
TUIE AN

e multilateral, bilingual, misled, subclause, interlaboratory;

e anti-inflammatory, pre-eminent, re-enter ({514} interrelated, microorganism).

co-(£RZEKRT B), anti-, non- RV ex-(LIFIDEEKRYT %) TWRFEDEEL, N2 FREFTLHERDLS
&5, 5l co-worker, anti-reflective, non-existent, ex-president (14} cooperate, coordinate, antidote).

AXFDLE, $#1F, B ORIDEBEFCITNATUEFERT 5, 51 sub-Saharan, pre-2000.

BEM

BREBTHEVERSN-EEIEEENATUIEANLGL, 5l sizeable, hyphenate, fruitful, patronize,
greenish, kindness, twofold ({54} industry-wide, oil-based paint, sugar-free syrup, list-style functionality).

‘e

o
=111

BERFAILEE, N(IUDGWE—DHEELLT, RIE2DDANRDEFELLTERIREINS, ffl  bypass,
website, labour market. Exceptions include cross-reference and decision-making.
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Compound adjectives that modify the noun are hyphenated when they come before the noun, e.g. up-to-
date figures, medium-term outlook, energy-deficient countries, third-party assessment, well-known
problem.

Do not use a hyphen when the compound comes after the noun, e.g. “The figures were up to date”,

“changes in the medium term”, “the result is well known”.
Do not hyphenate compound adjectives when the first word is an adverb ending in -ly, e.g. newly
discovered planet, finely ground powder.

Lists

ISO documents use two formats for lists.

o If the list comprises several sentences, then use the following list format.

o The introductory sentence is a complete sentence and ends with a colon or a full stop.

o The list items are complete sentences that start with a capital letter and end with a full stop.
e If the list comprises one sentence broken into a list format, then:

o the introductory sentence is a partial sentence and preferably ends with a colon;

o the list items start in lower case and end with a semicolon (preferred) or a comma, used

consistently;
o the penultimate list item does not include “and” or “or”, except to avoid ambiguity;

o the final list item ends with a full stop.

EXAMPLES

When preparing the Foreword, add all document-specific elements into the fixed text.

e The number and title of the responsible TC and SC.

e A statement of collaboration with another organization, if relevant.

e A statement of revision if the document cancels and replaces another document. Include any
related published amendments or corrigenda that are also cancelled and replaced. The revision
statement shall briefly specify the main changes between editions.

When reviewing draft text, ensure that for each table there is:

e aconsecutive table number;
e aconcise table title;
e a cross-reference within the text; it is recommended to include a sentence above the table to

explain its relevance to the user.

A list can be subdivided up to four levels. If more levels are required, consider using a table or splitting

into several shorter lists.
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RALEMTIESHEAL, RADFNKDENA1TUHHL, I up-to-date figures, medium-term
outlook, energy-deficient countries, third-party assessment, well-known problem.

BENBHADRITKDEEIE, NA1TUIEERLLEL, #] “The figures were up to date”, “changes in the

medium term”, “the result is well known”.

RADEFEA -ly TRDOLEIFATHDISEE L, EEMBRAIT/NATUZEMTEL, il newly discovered
planet, finely ground powder.

YAk

ISO XETIE, YAMZ 2 DOHBREFERT S,

o JRAMEHDOXTEREINDGEE, ROVAMEREZERT 5,
° BAXIEELLEXTHY, IOV XIFEVFFTED S,
° JRMEBIE, AXFTHFEYEVARTERHDIELEXTHD,
o YRMEKIZHEIINT 1 DOXTYRMEREINDIGEE, ROKLIITHS:
°  BAXIEEAMLEXTHY, TENIXIAUTEDD;
°  YRMEBIF/PXFTHEY, €300 (HE) RIEaVITERHY, —BELTHERINS;
°  BRIZTETI-OHZERVT, REMNS2FBDYAMEBRIZE “and” X(E “or [FEHELY;
° REBEOUAMEBIFEUVAFTEDS,

1

When preparing the Foreword, add all document-specific elements into the fixed text.

¢ The number and title of the responsible TC and SC.

*  Astatement of collaboration with another organization, if relevant.
A statement of revision if the document cancels and replaces another document. Include any
related published amendments or corrigenda that are also cancelled and replaced. The revision

statement shall briefly specify the main changes between editions.
When reviewing draft text, ensure that for each table there is:

e a consecutive table number;
e aconcise table title;
e a cross-reference within the text; it is recommended to include a sentence above the table to

explain its relevance to the user.

DAMIZK 4 DDRERBICHENITED TNULOREBABERISS(E, ROFARIFEDOHDEVIRM
DT HILEERD,
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A list can be numbered or unnumbered.

For an unnumbered list, an em dash (“—") is used for the bullet symbol at all four levels.
There can be unlimited unnumbered lists per clause/subclause.

Using numbered lists enables specific list items to be cross-referenced, e.g. “see 5.4 a)”.

The default order for a numbered list is a), b), c) for the first level; 1), 2), 3) for the second level; i), ii), iii)
for the third level; and a), b), c) for the fourth level.

Avoid having more than one numbered list in a clause/subclause. If a second numbered list is

necessary, insert a new clause/subclause to separate it from the first list or use an unnumbered list.

Try to keep lists short so that they are easy to use. If a list requires a lot of subdivision or runs over

several pages, try to break it down into several shorter, simpler lists.

No punctuation is required if the list items are very short (one or two words each) or if the bulleted list is
in a table, for example:

Targets for productive capacity (area A) Indicator

(a) increased value addition in natural — industry, value added (constant 2000 USD)
resource-based industries
— industry, value added (annual % growth)

— GDP per person employed (constant 1990 PPP USD)

— employment in industry (% of total employment)

Quotation marks

ISO uses double quotation marks. For quotes inside quotes, use single quotation marks.

When the quote is a full sentence and stands completely alone, put the punctuation mark (e.g. full stop)
before the closing quotation mark.

e “The ‘neutrality principle’ means that the content of the standard shall not state a preference for a
form or one type of assessment over another.”

When the quote is within a sentence and the punctuation mark is part of the quote, keep it within the
quotation marks.
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JANE, BEEFTHYILESHHITRELLARTHS.

BSMHITRELOVANDIESE, 4 DOEBIATOBERESLESITRNI v () BMERSNhS,
EHE A MAERZEDESHHFFLELOYRDEIZIEHIBRITEELN,
HESHTHYDIVALNEERTLE, HEDVAMNEBZHEICHESRTES,. 6l “see5.4a)”.

BHEEMTHYDIVRNDIBZE, TIAHILIDIEEIE, RFDFEEIZ a), b), c); F2[EEIC1),2),3); FE 3
BIZi), i), i) ; ZLTE 4 BB TIZ a), b), ¢) (275,

HE A MOERIEROESHTHYDIVRANEEDHHEFEITEH, 2 DEBDESHITHYDIRAMBE
BHEEIE HFLOEE  BREZHRALTRIDIVANM LD BT 50, FESHTLELOVANEERY 5,

DAMIFENPTNEITTELTDEIIZT D, VA EZLD/INRPTELEET BHHE, RITBEHDOR—DIC
FABGEEIE, YRRV OO DRV ELEMG) A2 BT HLI12T S,

DAMEEMNFEEICEWMES (ENETN 15EXFT 258, XEEREEHRICHIEEE, ARABILER
Lyo AT 4 :

Targets for productive capacity (area A) Indicator

(a) increased value addition in natural — industry, value added (constant 2000 USD)

resource-based industries
— industry, value added (annual % growth)

— GDP per person employed (constant 1990 PPP USD)

— employment in industry (% of total employment)

51 A%
ISO TI¥ = B3I MBEEMT 5. SIMBFND3IAICI, B—5IAFEEMT 5.

SIAXHARELLEXTELRICEMDIZEE, AFA B EVFR)ZRALS5I AR OREICEL,

*  “The ‘neutrality principle’ means that the content of the standard shall not state a

preference for a form or one type of assessment over another.”

SIRAXRIZHY, A5RANEIAD—ETHLEEL, SIRFORAIZELS
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e The answer to the question: “Are the references normative or informative?” depends on how each
document has been cross-referenced in the text.

When the quote is within a sentence and the punctuation mark is not part of the quote, place it outside

the final quotation mark.

e Content such as an excel sheet can be processed as an “electronic attachment”; it is uploaded to

the ISO Standards Maintenance Portal as part of a published document.

Em dashes

Use spaced em dashes (—) between the elements in titles and between figure or table numbers and

titles:

e “Geometrical product specifications (GPS) — Dimensional measuring equipment — Part 2: Design
and metrological characteristics of calliper depth gauges”
e “Figure 1 — Example design of a vernier calliper depth gauge (slider with locking screw)”

e ‘“Table 1 — Typical dimensions of calliper depth gauges”

En dashes

Use closed-up en dashes (-) in ranges in references, e.g. “pp. 45—-49”.

Spaced en dashes can be used as parenthetical dashes, e.g. “The indication can be either analogue

— vernier scale or circular scale — or digital”.

Use an en dash instead of a hyphen between two names to show joint authorship or ownership, e.g.
“The ISO-UN agreement”.

Numbers, values and dates

General

The rules for the representation of numbers and values are given in ISO/IEC Directives, Part 2, 2021,

Clause 9.

Numbers

In general, write numbers as words up to nine and use digits after that. However, exceptions can be

made to improve readability.
Be consistent within sentences, e.g. “Fill three flasks with liquid A and eleven flasks with liquid B”.

Use words for approximations, e.g. “794 people” but “about four hundred people”.
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*  The answer to the question: “Are the references normative or informative?” depends on

how each document has been cross-referenced in the text.
SIAMNXRNIZHY, AT IBO—HTIELEWEE(X, REDOSIAFONEIZEL,

e Content such as an excel sheet can be processed as an “electronic attachment”; it is

uploaded to the ISO Standards Maintenance Portal as part of a published document.

RVyoa
ZMDEZR, RURXIZRDBESLELMOBICZIE, AIR—REFANE-RWV Yo (—) #ERATS:

*  “Geometrical product specifications (GPS) — Dimensional measuring equipment — Part 2:
Design and metrological characteristics of calliper depth gauges”
*  “Figure 1 — Example design of a vernier calliper depth gauge (slider with locking screw)”

* “Table 1 — Typical dimensions of calliper depth gauges”
BLYyia
SHROHBHETIE, AR—REZANGWNEWNT Y2 (D) EFERT S, B “pp. 45-49”.

AR—=ZRFANTRBWWE v ald, By 1L TERTES, 5l “The indication can be either

analogue — vernier scale or circular scale — or digital”.

2 DDAFDEIZNATODRDYICEWNF Y1 2EALT, HEDEEXIIFHEEEZTT B “The ISO-

UN agreement”.

#F, ERUHB
— &
$ERUBORRIZET HRAE, ISOIEC SFIRIHMIEHE 2 8, 2021, B% 9 RESATLS,

®uF

—HRIC, OFTHORITHELLTREL, TNURBHFERERT S, L, HAPTSERALSEDHIC
BINERITHIENTES,

XDHET—EStES, Hl “Fill three flasks with liquid A and eleven flasks with liquid B”.

WBUEIC T BEEEZFERT 5, il “794 people” —7 “about four hundred people”.
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Use digits with units of measurement, amounts of money and ages, e.g. “A 9-year-old boy weighed
30 kg”.

Use digits if numbers are being compared, e.g. “The resolution was adopted by 8 votes to 6, with
5 abstentions”.

Always use digits with the percentage symbol (%), e.g. “an increase of 5 %”.

In text, use “per cent” not “percent” (two words) but “percentage”. For example, “expressed in per cent”,

“‘down by half a per cent”; “the percentage of cases” or “a small percentage increase”.

Use “to” instead of a hyphen between digits, even in tables, e.g. “5 mm to 10 mm”.

Use words if the number starts a sentence, e.g. “Eleven samples should be taken”. There is no need to
also give the digits in brackets following the words.

If the number is very long, try to redraft the sentence, e.g. rather than “One thousand one hundred and

four people were tested” write “Testing was carried out on 1 104 people”.

Put the currency code in front of the amount. Write “USD 100 million” rather than “USD 100 000 000” to
avoid a string of zeros, except in tables.

Use “one billion” for “1 000 million”.

Sometimes using a variety helps to make the meaning clear, e.g. “Three 2-week courses followed the six

4-week courses”.

Write first, second, third rather than firstly, secondly, thirdly.

Write “replace the third paragraph” and not “replace paragraph 3”.

Do not use a hyphen instead of a minus symbol.

Dates

In text, write “31 October 2020” (day, month, year; no comma between month and year; no 31st or 23rd
or 5th).

For a duration of time, write:

e “10to 15 March” and not “from 10—-15 March”

e “2020 to 2030” and not “2020-2030" or “2020-30"
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BIEEAL, &858, FEHLAEICITBUEZFERAT S, 5l “A 9-year-old boy weighed 30 kg”.

BFHFLEITHI5E1E, BEEXFEAT S, H “The resolution was adopted by 8 votes to 6, with 5
abstentions”.

BITN—EUPEE (D) FEDHEZEFERHT S, ffl “an increase of 5 %”".

AXTIE, “per cent”(258)E L, “percent’ TlX7%< “percentage” Z#{FHT 5, HlZ 1L, “expressed in per
cent”, “down by half a per cent”; “the percentage of cases” X[& “a small percentage increase”.

FZHTEH, BEOBIINAToDOREDHYIZ “to” ZFERAT 5. % “5mmto 10 mm”

BTXMNIBRFEDIEEIL, BEEXZFAT D, 5 “Eleven samples should be taken”. BEED#IZIEIMIZANT-
BFETRTWEILLEL,

BHAEEICRWNMGE(F, ESHZ THS, 5l “One thousand one hundred and four people were tested” &

VI, “Testing was carried out on 1 104 people”&E<,

BEI—FE, £BEOHICES KROGEEHRELODOXFHIZET457-6IZ, “USD 100 000 000" TlE#A<
“USD 100 million” &E<,

“1 000 million” IZI& “one billion” #EH9 %,

AR, BIBLEEZRMAFERT AL TERTHAMKICTHDITHZILD B “Three 2-week courses followed
the six 4-week courses”.

firstly, secondly, thirdly TI&%{, first, second, third &&<,
“replace paragraph 3" Tl&7i<, “replace the third paragraph” &&<,
YA FTREEDRDHYIZ, NATUIEFERLELY,

B f

THFRARAT “31 October 2020 £E<, (B, A, &F; AEFITHITHhU<IEEL, 31st X[F 23rd XIE 5th
[EfEALELY,)

HEZRTDIZITLUTDOLIIZEL:

*  “from 10-15 March” TIl&%<, “10 to 15 March”
e “2020-2030" XI[F “2020-30" TlF7E<, “2020 to 2030”
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e ‘“the twentieth century” and not “the 20th century”
e “the twenty-first century” and not “the 21st century”

In tables or figures, use the format “2020-10-31” (YYYY-MM-DD), as specified in ISO 8601-1. Avoid
ambiguous phrases such as “last year” or “recently” since a publication is likely to remain in use for

several years. Give the date instead.

Symbols

General

The rules for the representation of symbols for quantities and units and for mathematics are given
in ISO/IEC Directives, Part 2, 2021, Clause 9, Clause 27, 28.5.2 and Annex B.

Quantities and units
The ISO 80000 and IEC 80000 series (Parts 3 to 13) gives symbols for most quantities and units.

ISO 80000-1 gives general rules for quantities and units.
Symbols for quantities are presented in italics. Words or numbers are presented in upright characters.

Do not use multi-letter abbreviated terms as symbols for quantities. Symbols are used in mathematical
formulae and figures; abbreviated terms are used in the text. Symbols for quantities are generally a
single letter (Latin or Greek, lower case or upper case), except for characteristic numbers covered in ISO
80000-11.

EXAMPLE
m mass
t time
A wavelength
U permeability
U electric tension
Re Reynolds number
pressure
"4 volume

gravitational acceleration

I NOTE There is no space between the value and the symbol, i.e. 1 000g not 1 000 g.

The quantity “weight” is a force (gravitational force) and is measured in newtons (N).
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*  ‘“the 20th century” TI37%, “the twentieth century”
*  ‘“the 21st century” TIE7%E<, “the twenty-first century”

= XTI, 1ISO 8601-1 [CTTHREINTLVSESY, “2020-10-31" (YYYY-MM-DD) O KXEFHT S,
HTWIIHREBICEYFEFAINDIAENELDT, “‘last year” X “recently’ &5 >1-BERAEEA) BT
5. KOYIZCBMEEET 5.

&

— %

b [[]]]

ERUVES, TVICHZO-HNDEEDRTOMRANL, ISO/NEC EFIEFERAIELE 2 86, 2021, HE9, &
527, 2852 RUMEE B [ZE&EHIN TS,

ERUHEL

ISO 80000 KU IEC 80000 ') —X (5 3 EMHE 13 &) (&, FaE DERVEMDI-HDEREEELEHL TLY
5.

ISO 80000-1 (&, ERVELMD-HIZ—RMRANZLH LT D,

BERTESERMETRTISNS, BB ERFRIEIHRTRTISNS,

BERILEFELT ERNFOEREEEALLGND, BEEFHEXRVRDOPTEASNS  BEEEAXHT
FEREND, EFKRTEEHIL, 1SO 80000-11 THESN TUOSHHMEHZRNT, —BRMIZFE-—XF(STY
XFERFFIVIrXF, INXFRIFKXF) THS.

41 -
m BE
t B P
A R
u oy
U B
Re LA/ILXE
p EA
EY
g EAHMRE

AR ERUREESDOEICIEFRAR—RITANLL, DFY, 1000g THY,
1000 g TIE#LY,

B BT & AEMTHY, Za— bt (N DEBEFLTAESNSD,
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The quantity “mass” is measured in kilograms (kg).

Use one symbol to represent similar quantities. Do not use the same symbol to represent different
quantities. For example, if several lengths are given in the document, use the symbol “/". Do not then use
“P to represent a different quantity.

Add subscripts to symbols to distinguish between similar quantities. Subscripts can be numbers (e.g. 1,
2,3, ..., n,n+1) or letters (e.g. “f” for final, “i” for initial, “min” for minimum, “max” for maximum, “m” for
mass, “v" for volume). When the subscript is a quantity or a mathematical variable, it is also presented in

italics. Otherwise, it is upright.

Avoid using more than one level of subscript where possible, e.g. write w(H.0) and not Wy . Ifitis

necessary to use more than one level, there can only be a maximum of three levels

EXAMPLE
11 length of the gap
b length of the workpiece
b1 width of the gap
b2 width of the workpiece
m initial mass
me final mass
Qm mass flow rate
qv volume flow rate
Dy diameter of the tube
Dimax maximum diameter
Dinin minimum diameter

ISO documents use the International System of Units (Sl) for measurement.

Unit symbols can be one or more letters (Latin or Greek, lower case or upper case) and are always
upright.
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“BE [E, ¥R IL (k) DEMATAESINDS,

il

FLOEZRTTADICIE, 1 DDEFTEFERT 5. SFESFICELDHIEZRTT HDICR—DESIIFEAL
B BIZIE, XEICTLKOADRENEZoNEEE, iB5 1" 2FEAT 5. ZLT BELLHEZRIDIC
T ZERALTEELEL,

BULEBEZRAT DI, BBICTRHEXFEFEMT S, FTRHEXFIE HFMWHI1,2,3,....,n,n+1)
XIEIF A final @ “f, initial @ “i", minimum @ “min” , maximum @ “max”, mass @ “m”, volume M
V)TERYT , TIEXFHAEXFHENEHDEZE, RATERT ., ZO5TIELGWEEIFEILATERT,

AIREZRRRY 2 BLLEDTHEXF(ETEEITD, B w(H20) ELT, WrokELEW 2 BUENRBELES
(X, 3EBETRIEETH B,

151 -

I FryT RS
l2 T—URS
b1 Fry g
b2 J—ig
mi MNPEE
mg xICEE
Qm BEERE
Qv KERE
Dt EDERE
Drmax xAEE
Dnmin SYNERES

ISO XETIZE, FHAICIEERER (SN ZFERAT S,

BHuESE BE—XFXEEHXF (STUEREFI)IvEE IMFRIFRXF)THY, BICEILAEATE
ERS
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EXAMPLE

m metre
kg kilogram
I litre

A ampere
Q ohm

\% volt

h hour
min minute
S second
mol mole

cd candela
K kelvin

When non-Sl units need to be expressed, give the equivalent value in Sl units first, followed by the non-

Sl units in brackets.
EXAMPLES:
e 5,6 km (3.5 miles)

The unit “bar” can be used as an alternative for the Sl unit “pascal”, provided that the following text is

included as a footnote:
1 bar=0,1 MPa = 10° Pa; 1 MPa = 1 N/mma.

The unit "knot (kn)" can be used as an alternative for the Sl unit "m/s" or "km/h", provided that the

following text is included as a footnote:

"1 kn = 1,852 km/h.

Mathematical symbols

Mathematical symbols and their rules are given in ISO 80000-2.
Variables are presented in italics.
EXAMPLE

e (X, y), running numbers (i, j, n), parameters (a, b) and functions (f, g)
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1 -

m metre (A—kJL)

kg kilogram (¥0435.L)

litre (JwkJL)

A ampere (F72~7)
Q ohm (F—L)

v volt (7RJLH)

h hour (B¥)

min minute (%3")

s second ()

mol mole (EJL)

cd candela (A>T3)
K kelvin (7)LEY)

FSIBEMNZRTIILENHDISEE(E, S| BATORFDEZRAIZRL, LT S| B THEIMRAIST
ERS

41 -
e 5,6 km (3.5 miles)

B “bar’(/N—JL) I, SI B “pascal’ (/XAAIL) DEDOYIZFERATES, =1L, UTOREEREICE
H5:

1 bar=0,1 MPa = 10° Pa; 1 MPa = 1 N/mm?.

BAL "knot (kn)" (/YR X, ROTHFAHELEELTEENSIHZS, SI B "m/s" XL "km/h" DKEBEEL
TERATES:

"1 kn = 1,852 km/h.

e

HFESRUZORANL, 1ISO 80000-2 IZEEEHSIN TS,

=
=

ZHIE, RATRESND,

1

o (x, ), BLES (i), n), /55+2—% (a, b) RUE# (f g9)
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Defined functions, constants and numbers are upright.
EXAMPLE

e Defined functions: sin, cos, exp, A (for finite increment), d (for derivative)
e Constants: e,iand

Vectors, tensors and matrices are in bold italics.

In figures, X, Y and Z axes are shown in upper case upright. However, to give coordinates, use “x, y, z”
(lower case italics).

The decimal sign is a comma and is placed on the line.

For numbers, group digits by three to facilitate reading, e.g. 1 234, 567 890 1.

Statistical symbols

The statistical terms and their symbols are defined in the ISO 3534 series.

Use the term “coefficient of variation” with the symbol Cy, not “relative standard deviation” (RSD), which

is the deprecated term.
EXAMPLE

o coefficient of variation, repeatability: Cv.

e coefficient of variation, reproducibility: Cvr

Chemical formulae

The naming of chemicals and materials should follow as far as possible the naming conventions from the

International Union of Pure and Applied Chemistry (IUPAC) chemical nomenclature.
The following prefixes need to be italicized:

e cCis-, trans-, tert-, n- (e.g. cis-but-2-éne, trans-but-2-éne)
e N,N- (e.g. N,N-Dimethylbenzylamine)

e 0, p, m(ortho, para, meta) (e.g. o-xylene)
Greek letters used in chemical names are upright (e.g. a-terpineol, B-phenylethyl alcohol).
For hydrates, use the middle dot (e.g. CoCl.'6H.0).

ISO uses small caps for dextrorotatory and laevorotatory (D- ; L- ), e.g. “L-amino acids”.
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EEINTLOEH, ERRUVHRIFIEIARTERT .

!l

o TEHEINTULVAEE sin, cos, exp, A (ARIESY), d (#5)
o TEHewe i RU T
RNV, TUVILRURMYORIE, KFRATERT .

HIZEWTIE X, Y RU ZHBIEAXFEIARTERYT . —A, BEEZRTICE Xy, 27 UMNXFRIK)EER
EER

INGEES [Fh < THY, ELITDLIZENMND,

HEFIZDNTIE, 3HITEIZTIL—TILTHRAPTLT S, B 1234, 567 890 1

HETECS
HE FERUZORSE, 1S0 3534 S U—RISEHSA TS,

“EENFRE (“coefficient of variation”) LWLV REEZEES Cv EHITHEAL, HESNGVRAE THL HEXHELE
R =" (“relative standard deviation” (RSD)) I&{# LAY,

!l

o EENRE, HBRLFEE: Cy/
o ZETHRH BEFBE: Cur

=2

EEMEROHH DGR T, BEFEME-ISAEFEES (IUPAC) Dt BiEDanaRAIICAIRELRRYHES
DHEZFELLY,

LT QEBEFEIREIZTILENDD:

e Cis-, trans-, tert-, n- ({§ cis-but-2-éne, trans-but-2-éne)
e N,N- (#51 N,N-Dimethylbenzylamine)
e 0,p, m(#AILk(ortho), 735 (para), A% (meta)) (5l o-xylene)

ILZERIZERAINS XY XFIXEILIARIZT S (il a-terpineol, B-phenylethyl alcohol) ,

IKFN KA FARBDIEEYMRIEITRITIEZMIZHEELTWSIEEY) X, hEAZFEHT S, (f
CoCly-6H20)

ISO Tl&, AliEtE (dextrorotatory) RUZEREM: (laevorotatory) IZ/NSEAXFEHEAT S (D-;L-), 4l
“L-amino acids”
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Referencing

General
The rules for the presentation of references are given in ISO/IEC Directives, Part 2, 2021,
Clauses 10, 15 and 21.

References in a document to itself

Use the phrase “this document” when referring to the ISO document itself in the text, as specified
in ISO/IEC Directives, Part 2, 2021, 10.6.

Cross-references to a numbered document

Always use the standard identifier (document number and type) rather than the title when referring to an
ISO or IEC document in the text, including when a specific element (clause, table, figure, etc.) is referred

to.

Only write “International Standard”, “Technical Specification”, etc. when making a general reference. For
example, “X is specified in other International Standards, e.g. ISO 12345”. Do not write “ISO Standard”,

“ISO specification” or other alternatives.
Only write out the title of a numbered document in Clause 2 and in the Bibliography.

When referring to the whole document, use an undated document number unless it is necessary that the

user refers to a specific edition:
e “...in accordance with ISO 12345.”
Use the order of “document number:date, element” when referring to a specific element:

e “...in accordance with ISO 12345:2018, 4.3.9.”
e “...in accordance with ISO/IEC TR 6789:2020, Table 3.”
e “...in accordance with ISO 12345:2018/Amd 1:2019, Figure C.1.”

When referring to a document that is not published by ISO or IEC, use the same style as for an ISO or

IEC document if a document number is available:

e “...in accordance with IETF RFC 2046.”
e “...in accordance with Rec. ITU-T X.96:2000, Annex F.”

Cross-references to an unnumbered document
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Zf

\

13N

— &
SRORRICETHRAIE, ISO/IEC FFIEFAIEEE 2 &6, 2021, &5 10, 156 R 21 [TRRBESATL
Do

XEATHOENBE~ADEBE

ISO/IEC EEPFZEFAIEETEE 2 &, 2021, 10.6 ITHREIN TS ESIZ, THFRITISO XEBWKESETS
BE (X, “this document” EWLVSEAZEFERT S,

BEftEXE~DHESR

REDER (B, R HGEHSREINDGEEEED, ISO XK IEC XEEZTHFANTERIHIEE(FE, £
MTIIECEIREDHAF(XEBSLENEERT S

— i8IS BE I 5154, “International Standard”, “Technical Specification” ZND#HEZL, HIZ (X, “X
is specified in other International Standards, e.g. ISO 12345"+£&Z, “ISO Standard”, “ISO specification”
X (It DREBEREIZEMGELY,

BESHEXEDEMT, B 2ELESEXM—ETOHLEHT 5.

XELRESBTLHEEE, 21—V —HIEEDRESETILENLGUORY, RITEEFITHRIVXEBZBSEE
BAd%:

e “ ..in accordance with ISO 12345.”

BENDEZREZSHT SEEE, “document number:date, element” DIEFZEFHET S:

e “ ..in accordance with ISO 12345:2018, 4.3.9.”
e “ ..inaccordance with ISO/IEC TR 6789:2020, Table 3.”
e “...inaccordance with ISO 12345:2018/Amd.1:2019, Figure C.1.”

ISO X[F IEC [C&o>TETSNIDTRLVWXEEZSHT S5 XEBFSHFATRLGISESIE, ISOX
X IEC XELRILEEAZT S:

e “ ..inaccordance with IETF RFC 2046.”
e “ ..inaccordance with Rec. ITU-T X.96:2000, Annex F.”

BEESDFNTLWELWEADHEESE
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To refer to unnumbered documents in the Bibliography (e.g. a journal or literature reference), use any of

the following styles:

e “...see Reference[6].”

e “...aninitial interlaboratory test®' was carried out...”
e “...in the initial interlaboratory test,®”

e “...in the six subsequent interlaboratory tests.[H12)"

For non-ISO or IEC documents, it is possible to provide both a document number and a superscript

callout;
e “...as described in IEEE 802.3;"

If it is considered necessary to write the title, give the correct wording consistently throughout the text,

not a shortened name or abbreviation:

e “...for example, in the United Nations’ Recommendations on the Transport of Dangerous Goods

— Model Regulations.['"
It is permitted to use a mixture of these styles within the text when referring to bibliographical entries.

If the reference relates to part of a sentence or a specific document within a sentence, place the
superscript callout immediately after this element (before any punctuation, if present). If it relates to an

entire sentence or list item, place the superscript callout after the final full stop or semi-colon.

To refer to unnumbered documents in Clause 2, use the full title of the document without a superscript

callout.

Cross-references to a document that is not yet published

If a document needs to be referenced by date but is not yet published (but is publicly available), add a
footnote in both the text (at the first instance only) and in Clause 2 or the Bibliography (as applicable) to

specify its status in the development process:
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SBRXEH—EDDTDES DL E (FMELSEXFLEE)ESBIBICIE, ROVWTIAIDESHEE
BAd%:

e “..see Reference[6].”

e “...aninitial interlaboratory test®! was carried out...”
e “..inthe initial interlaboratory test,®”

e “...in the six subsequent interlaboratory tests."-12”

ISO XL IEC UNDXENIZE, XEBSLLNZTDIEEDHAFIRRTED:
e “...as described in IEEE 802.3;

BMEECRENHAHEEZONDEHRIL, BHESN-BFCRETELL, THFAMEAT-ELTELLER
REFERTS:

. “...for example, in the United Nations’ Recommendations on the Transport of Dangerous Goods

— Model Regulations.[”
SEXH—ENEEEZSHRIHEE, TFAMTINODEEAZRATHIIENFAINTIND,

SEIAXD—BRXEIXADOHEDNXEICEHELTWSGEEE, COERDER (AFALNHIIGEIEZTD
D IZEREDIA—ILTINEERET 5. XEARIFVAMNERICBEET 5156 (F, REOEUVARX(E+E2a0
DORICEFEZDA-ITINEERET S,

BEE 2 TESDOHVTWVELWXEZSRT AT, EASHEEIFLGLT, XEORLLEMEFERAT 5,

RKETOXE~DHESH

XEZRTETSRIDIVENHLN, FERITSNTULGRN (FFZL, ABICHIATTERD HEIEL, TXX
(FIHEEFDOMH) I, RUES 2 XIESEXH B (ZLTH5E) ICHEZENLT, RETOERTORKE
FEREY Do
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First cross-reference in the text:

“... as described in ISO 10101:—."”

Reference list:
ISO 10101:—," ISO style for references — Example unpublished document with added footnote

1) Under preparation. Stage at the time of publication: ISO/DIS 10101:2025.

Cross-references to a withdrawn document

Avoid making reference to withdrawn documents, but if it is necessary, add a footnote in both the text (at
the first instance only) and in Clause 2 or the Bibliography (as applicable) to specify its status in the

development process.

For a document that has been withdrawn and has no replacement, add the following:

First cross-reference in the text:

“...as described in 1ISO 78910-6:1994"

Reference list:

ISO 78910-6:1994,2 ISO style for references — Example withdrawn documents — Part 2:

Withdrawn without replacement
1) Withdrawn.

2) Withdrawn.

For a document that has been cancelled and replaced, add the following:
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THXANFTORIDIEESE:
“... as described in ISO 10101:—."”

SRR

ISO 10101:—," ISO style for references — Example unpublished document with added footnote

1) Under preparation. Stage at the time of publication: ISO/DIS 10101:2025

BISh-XE~DHESR

BLASNE=XE~NDSRITETHN, BEGIGEICE, TFANFEFEOH) (2, RUES 2 X(FSE XM
—E(ZATHHS) ICHITZEMLT, ARITOEATORBEZEET 5.

BLESNTREOLGVWXENDZSE, UTZEMT 5:

THXANFTORIDIEESE:
“...as described in 1ISO 78910-6:1994"

SR

ISO 78910-6:1994,2) ISO style for references — Example withdrawn documents — Part 2: Withdrawn
without replacement

1) Withdrawn.

2) Withdrawn.

BUHESN TREBOXEICHKO->TWSIGERE, UTZEEMY 5:
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First cross-reference in the text:

“...as described in 1ISO 5725-2:19941"

Reference list:

ISO 5725-2:1994,% Accuracy (trueness and precision) of measurement methods and results
— Part 2: Basic method for the determination of repeatability and reproducibility of a standard

measurement method
1) Cancelled and replaced by ISO 5725-2:2019.

2) Cancelled and replaced by ISO 5725-2:2019.

References within the document

Do not use imprecise references such as “the following clause” or “the figure above”. When referring to a

specific element of the document, use only the element identifier (number or letter):

e “...in accordance with Clause 7”

e “...asshown in Figure 4”

e “...the limits specified in Table 12"

e “...the method described in Annex B”
e “...calculated using Formula (5)”

e “ . fulfilling list items a) to d) in 8.4.5”

It is permitted to refer to an element informatively without making it part of the sentence:

e “...the prepared sample (Figure 6)”

e “...using the syntax (see Annex C)”

NOTE Remember that to be labelled “normative” an annex needs to be clearly referenced as part of a
requirement (see ISO/IEC Directives, Part 2, 2021, 20.2). If an annex is only mentioned in brackets as

per this example, it is labelled “informative”.

When referring to figures and tables, give the citation in the text before the place where the figure or

table appears in the document.

Do not include cross-references in the text to the terminological entries listed in Clause 3. Cross-

references to terms and definitions are only included within Clause 3.
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THFAMETORVDIEESE:
“...as described in 1ISO 5725-2:19941"

SR

ISO 5725-2:1994,% Accuracy (trueness and precision) of measurement methods and results — Part 2:
Basic method for the determination of repeatability and reproducibility of a standard measurement

method

1) Cancelled and replaced by ISO 5725-2:2019.

2) Cancelled and replaced by ISO 5725-2:2019.

XEATHSE

“the following clause” X (& “the figure above” HE DR IEFELSRBIILLEL, XENDETENERESHE
THEZE, ERFINFBFREIXF)DHAEERTS:

e “._..inaccordance with Clause 7”

e “..asshown in Figure 4”

e “...the limits specified in Table 12"

* “...the method described in Annex B”
e “ ..calculated using Formula (5)”

e “ _fulfilling list items a) to d) in 8.4.5”

BREXD—EIZTH LK, SEBELTEREZSRIHENHFTSIN TS

e “...the prepared sample (Figure 6)"

e “...using the syntax (see Annex C)”

SEEE “normative” ERHBLATITT BIZIE, MBEEZEXERBED—EHELTHEICSEBITILENRHDHZEIC
BEJ5(ISO/IEC EFEEHIEHE 2 2, 2021, 202 288B) . MIBEENCOFID LSIIFENMRNTOAER
SNTULBIE A, “informative” ELVSRELATFLNS,

RORESET 58, ROOROESNENSEFHLYAT, AXHTIET S,

BE 3 ICERBINTVWSIAEBEE~NOHESRETFAMIZESOLGV AERUER~DHEESRIL, &
& 3NTOHIZRS,
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References to websites
References to websites are not recommended. Any content hosted externally is subject to changes,
movement or deletion that cannot be controlled by ISO. This can cause problems for users as well as

making a document difficult to keep up to date.

Normative references to online-only publications with version control are permitted, e.g. W3C

specifications. Normative references to general website content are not permitted.

Occasional, informal references to websites are possible, such as in a bibliographical entry, example or
footnote. These references should always be to authoritative and reliable websites, such as another
standards-developing organization. Do not reference websites that have unstable content, such as
Wikipedia.

Always provide a URL address written in full rather than embedding a link in the text.

References in Clause 3 (Terms and definitions)
As specified in ISO/IEC Directives, Part 2, 2021, 16.1:

“In order to avoid the unnecessary proliferation of terminological variants, it is recommended to use

existing terminological entries from International Standards.”
There are two ways of referencing existing terminological entries:

e Cite external ISO or IEC documents containing terminological entries in the introductory sentence
of Clause 3 (using the wording given in ISO/IEC Directives, Part 2, 2021, 16.5.3). Since the user is
required to refer to these documents to understand the terminology used in the text, they constitute
normative references and are listed in Clause 2. Avoid reproducing terminological entries from

these documents.

e Reproduce relevant terminological entries from external documents in Clause 3 and cite the source
document in the [SOURCE] line (see the example given in ISO/IEC Directives, Part 2, 2021,
16.5.10). Source documents of reproduced terminological entries are informative and are listed in

the Bibliography.
Sources of terminological entries are usually other ISO or IEC documents.

In the absence of appropriate ISO or IEC documents, terminological entries can be taken, for example,

from:

e documents of standards developing organizations;
e authoritative documents of other organizations (e.g. the United Nations).
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YA~ DEE

VITHAADSRIHEESNG, SMBTRARSNTVSHNEL, ISO THIEITELZNWERE, B, T
HIBRDRREEY DD, CHITKY, A—H—ICHEAFKLET HRIREMNHAHIENY THK, XEZRFDIRE
[CHERF T BT ENEELLG D,

N=UaVEBMNEDA IV DHDEITYRANDREMLBSRIIFFAISN TS H  W3C k. —ikE
BT HADRBDREHI LGS RITFTSNTLVELY,

SEXHIEAR, |, WEGEDHRT, VT YA DIAXLGSRNEELTRIEETHS. ChoDSRIT,
BIZ, BIORRARKELE, EELHYEETEL VT HMNMIATIBELH D, V1 XRTATHRE, AR
ARRERVITHAMISELEL,

THERANMIIOZEEORATDTIEELS, BIZEL% URL 7RLRZRT S,

EEI(ABEAUER) PTOSR

ISO/IEC EMEFEAEESE 2 #1(2021 F£hfR) 16.1 [CHRESN TS ERY,

TREON\)I—a DR REIGIBIEZ #1501, ERERENCBGFOREERZERT LA HES
nd, |l

BEOREEEZSRIDIAEREI22H5.

e MBEBRZETHEID ISO XIF IEC XE%, &5 3 DEAXTEIATS(ISO/IEC EFfERBREHE
2 &8, 2021 £EhiR, 16.5.3 ITRESN TSN EZHERT D) A—F —[FAXTHEASN TS REEZE
B AOITINDXEETSHRTIVENH DO, CholFREWLESBXETHY, BF 2 ITEEH
SND, CNoDXEN>DRAGEEB DIEITETS,

o NEXEMNCEETHIREERZES 3 [CERHL, [SOURCE{TICHEXEZH I 5 (ISO/IEC EFH
EIFRIEEEE 2 &8, 2021 4R, 16.5.10 DHIZSH) . BHL-AFEEOHAXEFISEFERTH
Y, BEXRM—EIZNESND,

FEIEE OHRTERE, o ISO XL IEC XETHS.
B3 1ISO XUF IEC XEAGWMES(E, HIZIEUTOXENHEERZSIATHENTES,

o MRBRAERARDE
o fhDFER (B EE) DERMHOIXE
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Reference them by document number or shortened publication details in the [SOURCE] line with a
bibliographic superscript callout, e.g. ASTM 1234:2025, 3.1, IMO Biofouling Guidelines, 2023, p.50[.

For all content reproduced from an external source, ensure copyright considerations have been

addressed.

Avoid unnecessarily modifying terms and definitions from other sources, e.g. improving or changing the

wording.

Cross-references within a terminological entry to other terms defined in Clause 3 are helpful for users

because they aid navigation between entries. Avoid any other cross-references in terms and definitions.

To cross-reference another term listed in Clause 3 as part of a terminological entry, put the referenced
term in italics with its reference number given in brackets afterwards. The term number will become a
hyperlink in the XML-processed PDF document. Do this for the first usage only within each
terminological entry — there is no need to repeat the cross-reference formatting multiple times within
each entry. For example, in the following entry, the word “filter” is not treated as a cross-reference in its

second appearance:

3.2.701
solid contaminant retention capacity
DEPRECATED: dirt capacity

amount of contaminant (3.2.129) that can be retained by the filter (3.2.273) up to the point at which a

given differential pressure (3.2.211) across the filter at specified conditions (3.2.703) is reached

If a reference to other elements of the document or to reference documents is useful for the

terminological entry, provide this in a note to entry:

3.1.25
random access point
RAP

sample in a track that starts at the index of a first access unit of a stream access point (SAP) of

type 1 or2or3

Note 1 to entry: SAP types are defined in Annex |.
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[SOURCE] {TIcXEB B X [IERIN-RITHERZLEL, SEXEMELTO LAEXFTRY (-
ASTM 1234:2025, 3.1"l, IMO Biofouling Guidelines, 2023, p.5014),

NEBHHENSERSN=ITRTOIAVTIVIZOWNWTIE, EFEICETEIERFENEERSN TS LEH
EE I

tDHENSDAZERVEEE, SVELEZRRLEYEERLEYLT, FREITBET S LFTEITS,

BE 3 TERINTWAMORBAE~AOHEEENTOHRESREILZ, BEMORRIIEICHYA—F—IZEo
T&/IZIID,

FEEBO—&RELT, EK S ICRESNADORAZEZMHESRI SICIL, SHINDIAEERATEL, £
DRICENRNICSBRESEMT . AEEESIE XML LEEh = PDF XED/N(/A—) (2135, £ RAEE
BATRYDERICHLTOANERTT 5. FEEHTHESROEXARELZEREREYRT BEIL
Ly BIZIE, ROIEHETIE, “filter” ELVDEFEF 2 BIBEDHBTEIHEESRELTIRDONLL:

3.2.701
solid contaminant retention capacity
DEPRECATED: dirt capacity

amount of contaminant (3.2.129) that can be retained by the filter (3.2.273) up to the point at which a

given differential pressure (3.2.211) across the filter at specified conditions (3.2.703) is reached

XEDNHMDERNDSRIXIMIXE~DSEA, AEEBICRIDEHRIE, BEANDIRELT, ChER
"95:

3.1.25
random access point
RAP

sample in a track that starts at the index of a first access unit of a stream access point (SAP) of type 1
or2or3

Note 1 to entry: SAP types are defined in Annex |.
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3.1.1

three-dimensional-advanced video coding network abstraction layer unit
3D-AVC NAL unit

3D-AVC VCL NAL unit

NAL unit with type 21 with avc_3d_extension_flag equal to 1

Note 1 to entry: NAL units are specified in ISO/IEC 14496-10:2014, Annex J.

Order of normative references

The normative references clause is not numbered. The list is ordered as follows:

e |SO documents
e |EC documents

e other international standards
For each of these document types, the documents are listed in ascending numerical order.

It is not recommended that other types of document (e.g. regional and national standards) are used as
normative references. Only publicly available, authoritative and reliable publications can be cited
normatively (as specified in ISO/IEC Directives, Part 2, 2021, 10.2).

Order of bibliographic references

The Bibliography is always numbered. There are two ways of structuring bibliographical entries:

e By numerical order, followed by literature references:
o 1SO documents followed by IEC documents and then other international standards;
o regional standards;
o hational standards;
o literature references.

¢ In the order in which the references are cited in the text.

Avoid providing bibliographical references that are not cross-referenced in the document. Only include

bibliographical references which support standardization by helping users to implement the document.

For any type of standard that is not published by ISO or IEC, it is possible to provide an online reference
to the bibliographical entry in a footnote:
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3.141
three-dimensional-advanced video coding network abstraction layer unit
3D-AVC VCL NAL unit

NAL unit with type 21 with avc_3d_extension_flag equal to 1

Note 1 to entry: NAL units are specified in ISO/IEC 14496-10:2014, Annex J.

S5IAXEDIEE
BETOIIAXERFES ML, YR DIBRFERDESY -

« ISOXE
+ [ECXEZE
s HOERRSE

CNODXEREI LIS, XERFBESHIRIZURMENSD,

fhDFFEDOXE (F HERERVERRR) Z5IAXELLTERT S LFHEESNIL, (ISO/IEC EFT

SBFIEE 2 80, 2021, 102 [SREIA TV BESID) REBEL TSBTESDIE, LI AT ARE THERL
NBYEETERRTNOHTH S,
BEXHDIRE

SEXBM—EPOXREEICESHF TSNS SEXMOEEZEBR T SHET 2 2H%5:

+ BRI, HLTSEXH:
o ISO XE&, #UL\TIEC X&, ZDthDERHRE;

o HhIERAR
o ERBAEK;
o SEIHE.

s BEXBMNTIRATSHREINIEET

XERATHESREZSN TV EVSEXHITE TS, A—F—NEDONEZERTIDEFHITIHETE
HLEXIETESENBDAZEEDS.

ISO XIF IEC [ZX>THRITEIN LD TIEAGWEEDOREIZOVTIE, MIFTESEXHMEBEBE~DFUIF1Y
SHRERBTIIENTAHETHS:
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[7] Standard No |.C.C. 167, Determination of the protein content in cereal and cereal products for food

and animal feeding stuffs according to the Dumas combustion method

1) Available at www.icc.or.at.

The presentation of references can be as follows.

For a literature reference, use the format of: Author/organization name. Document title. Location:

publisher, date

e Leboffe, M.J. and Pierce, B.E. Microbiology: laboratory theory and application. Englewood,
Colorado: Morton Publishing Company, 2010

e Advance Life Support Group. Acute medical emergencies: the practical approach. London: BMJ
Books, 2001

For a journal reference, use the format of: Author. Article title. Journal title. Date, edition number (e.g.

volume, issue), page number. Online reference

e Cropley, A. J. Creativity and mental health in everyday life. Creativity Research Journal. 1990, 3(3),
167—-178. doi:10.1080/104004 19009534351

For an online reference, use the format of: Author. Article title. Publication title. Location, date [viewed
date]. URL

e Nunn, G. Don’t ditch the adverb, the emoji of writing. The Guardian [online]. London, UK, 2 April
2019 [viewed 27 April 2020]. Available
from: www.theguardian.com/commentisfree/2019/apr/29/dont-ditch-the-adverb-the-emoji-of-writing

Formatting

General

The rules for the typography, layout and presentation of ISO documents ensure consistency across
ISO’s documents and enable an efficient process for their publication. As the publisher, ISO/CS

determines the formatting choices.

ISO documents are produced using an XML workflow, which is the standard process for the publishing
industry. An XML workflow makes it possible to make changes quickly, automate processes and output

content into multiple digital deliverables such as PDF, HTML and ePub.
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[7] Standard No I.C.C. 167, Determination of the protein content in cereal and cereal products for

food and animal feeding stuffs according to the Dumas combustion method

1) Available at www.icc.or.at.

SROERTRE, UTDESITTEIENARETHS.

XHOSRDIES, FAYTLHRXIE, FEH M4 XZE#4 5 %178, B

* Leboffe, M.J. and Pierce, B.E. Microbiology: laboratory theory and application. Englewood,
Colorado: Morton Publishing Company, 2010

* Advance Life Support Group. Acute medical emergencies: the practical approach. London: BMJ
Books, 2001

(TS

DSHEOIGE, FHT I HKIE, EE. BBEORKW. Fizo&£#. Bt RES (W &3, 550,
%1‘% FooA45HE

2 “HI

\\'1 null

» Cropley, A. J. Creativity and mental health in everyday life. Creativity Research Journal. 1990,
3(3), 167-178. doi:10.1080/10400419009534 351

TUSAVEROGE, FRAYTHHHKE, EE. RITHOLH. BT, B FEB]. URL

* Nunn, G. Don’t ditch the adverb, the emoji of writing. The Guardian [online]. London, UK, 2 April
2019 [viewed 27 April 2020]. Available from:

www.theguardian.com/commentisfree/2019/apr/29/dontditch-the-adverb-the-emoji-of-writing
TH—< vk
—_ L
%

ISO XEDEF, LATh, RUAKRRORAIE, ISO DXELHRD—EMZRIEL, TNODETDHD
PEMLGETOERERREIZT S, ISO/CS (&, RITELLTIHF—IVDBIRERET S,

ISO X &L, XML 7—970—%2FALTHERSINS, Chik, HIRERDOBEMLTOERXTHS, XML T
—70—I2&Y, EEZIECITL, TOERZBEEL, 32T V% PDF, HTML, ePub HREDEHD T
SRILEBRMIZTINTIRTED,
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Working in XML has limitations. The content as XML is purely information without any formatting. The
style elements of a document are programmed into templates, into which an XML file is run to create the
various deliverables. Therefore, changes to formatting, such as spacing and pagination, are either not

possible or difficult and time-consuming.

From January 2025, documents are developed by default in the Online Standards Development (OSD)
platform, which is an online tool for authoring and commenting. Using the OSD means that documents
are written in XML from the start. Word and PDF files can be exported when needed from the platform.

For more information on using the OSD, visit the ISO Knowledge Base.

Exceptions to ISO formatting are not allowed. A very small number of document submissions are not
suited to the XML workflow and are instead processed directly from Word to PDF. This decision is made
by ISO/CS. These documents are still expected to have the same typography, layout and presentation

as a document produced in the XML workflow regardless of the original source files.

At publication, ISO/CS provides the PDF, ePub, Word, XML and graphics files for a document, along

with an abstract.

Document set-up

Fonts, sizing, spacing and pagination
ISO documents use Cambria font throughout. Exceptions are for code (which uses Courier New font), in
technical drawings (which follow the rules in ISO 3098-2) and when required to correctly reproduce

character sets.

The size of fonts, the spacing between lines and headings, the row heights and column widths of tables,
and the pagination of documents are determined by the rules programmed into the XML templates and

cannot be changed.

The text in a document runs continuously. There are no intentional page breaks between clauses or
blank pages within the main body of the document. Blank pages are sometimes added in the preliminary
pages and in the back pages to ensure that the document can be correctly printed on even pages. Blank

pages are not numbered.

ISO documents do not contain empty clauses or annexes. A clause or annex cannot contain only a note
related to a previous edition (e.g. that the content has been moved or deleted). Any such clauses or

annexes need to be removed and the document renumbered accordingly.

The preliminary pages (cover, copyright page, Contents, Foreword, Introduction) are numbered using

Roman numerals starting from i. The pages in the main body (Scope to Bibliography or last technical
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XML TOEXICIEHFELH D, XML ELTOIAVTUVI, T+—IYRSNTUWVEWNIRGERTHS . XE
DRI ERIE, SESFRREBEERT B-OITXML Z7MIILBETEINSTUTL—NMITAT LS
NTWS, W>T, FRABRCA—UNEDTH—IVEDEEFITARETHASH, XITEE# THEEDANDL
DTHB,

2025 F 1 ALIBE, XEETI4ILRT, A0S/ R&RFFE (OSD) TZvhIA—LICBEWTHRFE SN S, OSD
(X, A=Y UL T ETAMMERDI=DDF 54— L ThH5, 0SD 2FEAT5&, XEIERND XML T
BikEhd, Word 774 JLE PDF I7MLIE, BEIZIELTIZYNIH—LABIYRR—+TES, 0SD O
FAICEIJ HEEMIL, 1SO Knowledge Base &I &SN,

ISO Z#—YMBISMHIEF RIS TGN SEREICDHDXERE E XML 7—570—(35@L THL, Word
M5 PDF ICEELEIND, COREIL ISO/CS [Z&E2TITHN G, cnoDXEIF, TDERXT7AILIZE
&<, XML 7—970—THERENXELRLEF, LATVL ROERTHHEAEIFENS,

ISO/CS I, FATHIZ, 3XZ®D PDF, ePub, Word, XML, 557499 774)L, RUBEXIRHtT 5,

XEDEK

Ik, LXK, AR—R, R—THE|

ISO XE(X, £KIZE->T Cambria 74> h&FERT 5, Hl4t L, 3—F (Courier New 742 hEE ), il
BU7RIE (ISO 3098-2 MIRAIZHS), RU—EDXFEEILLBRIZVLENHDIEETHD,

T DHA X, TERELOMER ROTOBEELIDE, RUXEDOR—IHEIE, XML ToTL—HZ
TR S LENTRACE>TRESNEE TSR,

XERDTFANIHBGEHICKR TSNS, XEDAXH T, ERHLEEMOBR—CPEAR—TFRN,
BEAR—CTLELHIRITES LIS, FHRIA—SRURRR—IICEAR—IUHNEMENSEELH D,
ZEAN—JICE, R—UBSEMATFEL,

ISO XEIZIF, ZOBEEXIIMEZLEDHEL, BEXIIMBEZICIE, BIORICEEY HFE W 20T
YD BERIFHIBRENT) DHAZEEDAHEFITELGN, COLILBEERIIMEELHIRT ILELHY, £
NISHLTXEZRLTESEHTETRELDHS.

FlRAR—2 (R, EEER—, BR, £FADLE, BFOICIE, | HhOHBRFELIO—IHFEERALTR—TF
ShFFohd, KEDRK—2 (Scope HM 5 Bibliography F T, Bibliography MLE& IX&ZEZEDEFIRY
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page if there is no Bibliography) are numbered using Arabic numerals starting from 1. The back cover

page includes the ICS index code and document price, which is based on the number of pages.

NOTE Any language versions produced by ISO indicate the number of pages from the English version

to ensure the document price is the same.

Italics, bold and underline
Avoid using italics, bold and underline to give emphasis to words or paragraphs in the text. Overuse of
formatting styles like these make text more difficult to read and the document becomes inaccessible to

the user. Instead, use the Plain English tips to make the document clear and easy to use.

Avoid using italics, bold and underline to create subheadings. Create a subclause with a title or use

numbered paragraphs. This will facilitate cross-referencing for the user.

Cover, copyright, headers and footers

The cover of a published ISO document gives: the type of deliverable (e.g. International Standard,
Technical Specification); the document number (e.g. ISO 1234); the edition number; the publication date
(year-month); the document title; the full reference information [e.g. ISO/TS 5678:20XX(E)]; the ISO
copyright; and the ISO logo.

Other elements are added when required, e.g. logos and reference numbers for documents co-published

with other organizations, translated text for documents published in multiple languages.

Various cover templates are used throughout the production process to include relevant elements such
as the status of the current draft, the voting dates, the TC responsible, CEN parallel processing and

guidance for recipients of the draft.

The copyright notice is given on page ii. The text of the copyright notice is determined by the Policy for
the Distribution, Sales and Reproduction of ISO Publications and the Protection of ISO’s Copyright
(POCOSA). Co-publications can include the copyright notice of the other organization.

A header is included on every page except the cover and any blank back pages. It gives the document
reference number, the current stage of the document and the language version, e.g.

ISO/FDIS 1234:20XX(E), ISO/IEC 12345:20XX(F). The header of page 1 also gives the type of
deliverable, e.g. International Standard. There are no additional elements such as clause titles in the

header.

A footer is included on every page except the cover and any blank back pages. It gives the page number
and the abbreviated copyright notice: © ISO 20XX — All rights reserved. The final back page does not
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include the page number. Co-publications can include the name of the other organization, e.g. ©
ISO/IEC 20XX — All rights reserved.

Table of contents

The table of contents is given on page iii and is called simply “Contents”. For the main text, it shows the
heading titles up to level 3. For the preliminary pages, the annexes and the Bibliography, it shows the

heading titles only up to level 1.

The table of contents is generated automatically by the XML workflow and cannot be modified.

Numbering

The rules for numbering are given in ISO/IEC Directives, Part 2, 2021,
11.4,12.4,13.4,14.4,15.4,16.4,17.4,18.4, 20.4, 21.4, 22.3, 23.3, 24.3, 25.3, 26.3, 27.3, 28.3, 29.3.

Use consecutive numbers for numbered lists, numbered paragraphs, and terms and definitions.

NOTE The reagents, materials and apparatus clauses are considered as numbered lists. The rules are
given in ISO/IEC Directives, Part 2, 2021, 18.5.2, 18.5.3 and 18.5.4.

Avoid breaking up items in a numbered list with sentences or paragraphs in between. Use an

unnumbered list or insert a new subclause title, see Table 1 below.
Do not resume numbering in a different clause/subclause.

Numbering needs to be consistent at the same level. To start using the next level of numbering, first

insert a new subclause title, see Tables 2 and 3 below.
Avoid using numbered paragraphs unless it is necessary to reference a specific paragraph.

Avoid hanging paragraphs, as explained in the ISO/IEC Directives, Part 2, 2021, 22.3.3.
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Table 1 — Incorrect and correct numbering of a list

Incorrect

10 Test report

The test report shall include the

following information:

a) the sample

b) a reference to this document,
i.e. 1ISO 1234:2020;

c) the method used,;

d) the result;

e) any deviations from the
procedure;

f) any unusual features
observed;

g) the date of the test.

It may also include:

a) the test schedule;

b) the test operator.

Correct (unnumbered list)

10 Test report

The test report shall include the

following information:

a) the sample

b) a reference to this document,
i.e. 1ISO 1234:2020;

c) the method used;

d) the result;

e) any deviations from the

procedure;

f) any unusual features observed;

g) the date of the test.

It may also include:

— the test schedule;

— the test operator.

Correct (new subclause title)

10 Test report

10.1 Requirements

The test report shall include the

following information:

a) the sample

b) a reference to this document,
i.e. ISO 1234:2020;

c) the method used;

d) the result;

e) any deviations from the
procedure;

f) any unusual features observed;
g) the date of the test.

10.2 Optional

It may also include:

a) the test schedule;

b) the test operator.

Table 2 — Incorrect and correct numbering of a list in a reagents, materials or apparatus clause

Incorrect

5 Reagents

5.1 Hydrochloric acid.
5.2 Sodium chloride.
5.3 Standard solution

5.3.1 Standard solution
prepared with titanium.
5.3.2 Standard solution

prepared with oxalate.

Correct (consecutive numbering)

5 Reagents

5.1 Hydrochloric acid.
5.2 Sodium chloride.
5.3 Standard solution
prepared with titanium.
5.4 Standard solution

prepared with oxalate.
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Correct (new subclause title)

5 Reagents

5.1 General

5.1.1 Hydrochloric acid.
5.1.2 Sodium chloride.
5.2 Standard solutions
5.2.1 Standard solution
prepared with titanium.
5.2.2 Standard solution

prepared with oxalate.
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10 Test report

The test report shall include the

following information:

a) the sample

b) a reference to this document,
i.e. ISO 1234:2020;

c) the method used,;

d) the result;

e) any deviations from the
procedure;

f) any unusual features
observed;

g) the date of the test.

It may also include:

a) the test schedule;

b) the test operator.

®2—

5 Reagents

5.1 Hydrochloric acid.
5.2 Sodium chloride.
5.3 Standard solution
5.3.1 Standard solution

prepared with titanium.
5.3.2 Standard solution

prepared with oxalate.

IE (BSMFELUAR)
10 Test report

The test report shall include the

following information:

a) the sample

b) a reference to this document,
i.e. ISO 1234:2020;

c) the method used;

d) the result;

e) any deviations from the

procedure;

f) any unusual features observed;

g) the date of the test.

It may also include:

— the test schedule;

— the test operator.

HE B, NEBEOBRIHIUROESHIORLE

IE (EHL=-ES)
5 Reagents
5.1 Hydrochloric acid.
5.2 Sodium chloride.
5.3 Standard solution
prepared with titanium.
5.4 Standard solution

prepared with oxalate.
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IE (FLLVS B2 )
10 Test report

10.1 Requirements

The test report shall include the

following information:

a) the sample

b) a reference to this document,
i.e. ISO 1234:2020;

c) the method used;

d) the result;

e) any deviations from the
procedure;

f) any unusual features observed;
g) the date of the test.

10.2 Optional

It may also include:

a) the test schedule;

b) the test operator.

IE (LML EEATH)

5 Reagents

5.1 General

5.1.1 Hydrochloric acid.
5.1.2 Sodium chloride.
5.2 Standard solutions
5.2.1 Standard solution
prepared with titanium.
5.2.2 Standard solution

prepared with oxalate.



Table 3 — Incorrect and correct numbering of paragraphs

Incorrect

4.5 Samples

4.5.1 Samples shall not be
processed if the sample or test
portion is too small.

4.5.2 Samples shall not be
combined differently than
described in the procedure.
4.5.3 Visual inspection of the
sample shall be performed.
4.5.3.1 The sample shall not be
assayed if it is damaged on
arrival.

4.5.3.2 The sample shall not be
assayed if was damaged during
transport.

4.5.3.3 The sample shall be

inspected upon receipt.

Figures

Correct (consecutive

numbering)

4.5 Samples

4.5.1 Samples shall not be
processed if the sample or test
portion is too small.

4.5.2 Samples shall not be
combined differently than
described in the procedure.
4.5.3 Visual inspection of the
sample shall be performed.
4.5.4 The sample shall not be
assayed if it is damaged on
arrival.

4.5.5 The sample shall not be
assayed if was damaged during
transport.

4.5.6 The sample shall be

inspected upon receipt.

Correct (new subclause title)

4.5 Samples

4.5.1 General

4.5.1.1 Samples shall not be
processed if the sample or test
portion is too small.

4.5.1.2 Samples shall not be
combined differently than
described in the procedure.
4.5.2 Inspection

4.5.2.1 Visual inspection of the
sample shall be performed.
4.5.2.2 The sample shall not be
assayed if it is damaged on
arrival.

4.5.2.3 The sample shall not be
assayed if was damaged during
transport.

4.5.2.4 The sample shall be

inspected upon receipt.

The rules for the presentation of figures are given in ISO/IEC Directives, Part 2, 2021, Clause 28.

Instructions for submitting figures to ISO/CS are given in Requirements and guidelines for the

submission of drafts to ISO/CS (see “Graphics”).

Guidelines for the production of drawing files are given in the DRG Directives.

Tables

The rules for the presentation of tables are given in ISO/IEC Directives, Part 2, 2021, Clause 29.

Instructions for submitting tables to ISO/CS are given in Requirements and guidelines for the submission

of drafts to ISO/CS.
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4.5 Samples

4.5.1 Samples shall not be
processed if the sample or test
portion is too small.

4.5.2 Samples shall not be
combined differently than
described in the procedure.
4.5.3 Visual inspection of the
sample shall be performed.
4.5.3.1 The sample shall not be
assayed if it is damaged on
arrival.

4.5.3.2 The sample shall not be
assayed if was damaged during
transport.

4.5.3.3 The sample shall be

inspected upon receipt.

y

IE (EHELE=-FESAIT)

4.5 Samples

4.5.1 Samples shall not be
processed if the sample or test
portion is too small.

4.5.2 Samples shall not be
combined differently than
described in the procedure.
4.5.3 Visual inspection of the
sample shall be performed.
4.5.4 The sample shall not be
assayed if it is damaged on
arrival.

4.5.5 The sample shall not be
assayed if was damaged during
transport.

4.5.6 The sample shall be

inspected upon receipt.

IE (HLLHS EEBFR)

4.5 Samples

4.5.1 General

4.5.1.1 Samples shall not be
processed if the sample or test
portion is too small.

4.5.1.2 Samples shall not be
combined differently than
described in the procedure.
4.5.2 Inspection

4.5.2.1 Visual inspection of the
sample shall be performed.
4.5.2.2 The sample shall not be
assayed if it is damaged on
arrival.

4.5.2.3 The sample shall not be
assayed if was damaged during
transport.

4.5.2.4 The sample shall be

inspected upon receipt.
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Tables contain horizontal text by default. Vertical text in tables can be used sparingly, e.g. in the heading

row. Punctuation and capital letters are not required for cells that do not contain full sentences.

If necessary, shading can be used sparingly in tables. Remember that shading can make text harder to

read, especially if a document is printed in black and white.

Tables in Clauses 3 or 4 that contain symbols, units and abbreviated terms are not numbered or given a

title. These tables are considered as lists and do not need to be cross-referenced in the text.

Use of colour

Text is always black in ISO documents and cannot be presented with background shading.

Colour is not recommended in figures or tables because it can cause issues with accessibility and
legibility. Not all users will easily distinguish between colours or be able to view the document on a

screen — if printed in black and white the meaning will be unclear.

Do not use colour as the exclusive way to convey meaning in any element of an ISO document.
In figures, use dots and dashes, rather than colours, to differentiate between lines on a graph.
In tables, use text (e.g. footnotes) rather than shading to define the contents of a table cell.

In a small number of specific documents (e.g. for safety signs), it is necessary to specify colours and
show examples. Colours are considered to be important if there is a risk of misinterpreting or misusing a
document when it has been printed in black and white. Refer to a specific colour if this is needed. An
‘IMPORTANT” statement, in bold, is placed between the title and the Scope on page 1 of the document
to explain the use of colour. The choice of statement depends on the category of colour appearing in the

document. ISO/CS provides fixed wording for these statements.

Additional elements

Boxes

The use of boxes to present text is discouraged as they cannot be cross-referenced as a specified
element of the document. Instead use figures, tables or a separate subclause. The exception is for

sector-specific standards, in which boxes are used to reproduce the text from the generic standard.

Boxed values
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Avoid using boxed values in the text, i.e. values within brackets that can be substituted with alternative
values for use in national applications of the document, e.g. “The mass fraction of moisture shall not be
more than [13,0 %].”

Instead, remove the brackets and use a recommended value: “The mass fraction of moisture should not
be more than 13,0 %.”

If using boxed values, add the following statement to the Introduction, specifying all the subclauses

containing these values and any annexes that list national and regional values:

“As national implementation may differ, national standards bodies are invited to modify the values given

in X.X in their national standards. Examples of national and regional values are given in Annex X.”

Alphabetical index of terms

It is not necessary to include an index to present an alphabetical list of terms because terms can be

searched for on the Online Browsing Platform and in the PDF file.
However, a vocabulary standard can include an “Alphabetical index of terms”, which is placed at the end

of the vocabulary standard, i.e. after the annex(es) or the Bibliography (if any).

Vocabulary documents

Nature

A vocabulary document is the source document for the terms and definitions of a committee or specific
field, whereas Clause 3 (“Terms and definitions”) in a non-vocabulary document only provides definitions

necessary to understand terms used in that document.

A vocabulary document is not a collection of terms used in the documents of a committee. Therefore, it
does not:

o state that it is a collection of terms;
e list the documents that use its terminological entries;

e include documents from its committee as “SOURCE”.
A vocabulary document can include documents from another committee as “SOURCE”.

The terms and definitions published in vocabulary documents are publicly available on the Online
Browsing Platform.

In a series, a vocabulary document is typically Part 1.
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DIEDFERAILEITS, 5] “The mass fraction of moisture shall not be more than [13,0 %).”

KbHYIZ, AIFEMZHIBRLTHEEREZERY S “The mass fraction of moisture should not be more than
13,0 %.”
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ISO/IEC Directives, Part 2, 2021, Clause 16, specifies rules for drafting terms and definitions in all ISO

documents.

Title
ISO/IEC Directives, Part 2, 2021, 11.5.2, specifies rules for the title of vocabulary documents:

“For documents dealing exclusively with terminology, the following expressions shall be used:

e “Vocabulary” if both terms and definitions are included, or

e “List of equivalent terms” if only equivalent terms in different languages are given.”

Do not use “Terminology” or “Terms and definitions” in the title.

Structure

Do not include the first line of the fixed text for Clause 3, i.e. “For the purposes of this document, the
following terms and definitions apply.” This is not relevant to a vocabulary document because the

terminological entries can apply to multiple documents.
Clause 3 can be subdivided by creating subclauses with headings.

EXAMPLE

3 Terms and definitions

3.1 Terms related to facility management
3.2 Terms related to assets

3.3 Terms related to people

Terminological entries are never included in annexes. However, annexes can contain supplementary

information, e.g. figures to illustrate the terms.

Indexes are automatically generated at the end of the Vocabulary, i.e. after the annex(es) or the

Bibliography (if any).

Checklist for drafting digital-ready documents

The Checklist for drafting digital-ready documents provides tips for optimizing digital transformation when

drafting documents in accordance with the ISO/IEC Directives, Part 2.

Digital-ready documents emphasize clarity, simplicity and concise wording, which facilitates accurate

and consistent interpretation of content.
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Further reading

The following resources give detailed information on spelling and grammar rules and can be useful tools

when drafting ISO documents.

e ISO 3098-2, Technical product documentation — Lettering — Part 2: Latin alphabet, numerals and
marks

e [SO 3166 (parts 1, 2, 3), Codes for the representation of names of countries and their subdivisions

e SO 3534 (parts 1, 2, 3, 4), Statistics — Vocabulary and symbols

e [SO 4217, Codes for the representation of currencies

e 1SO 8601-1, Date and time — Representations for information interchange — Part 1: Basic rules

e SO 80000 (parts 1, 2, 3,4,5,7,8,9, 10, 11, 12), Quantities and units

e |EC 80000 (parts 6 & 13), Quantities and units

e Chambers. The Chambers Dictionary [online]. Available at: chambers.co.uk/

e Collins. Collins Dictionary [online]. Available at: www.collinsdictionary.com/

e Oxford University Press (ed.) New Hart's Rules: The Oxford Style Guide. Second Edition. Oxford:
Oxford University Press, 2014

e Oxford University Press. Oxford Learner's Dictionaries [online]. Available
at: www.oxfordlearnersdictionaries.com

e Swan, Michael. Practical English Usage. Fourth edition. Oxford: Oxford University Press, 2016

e The Economist. The Economist Style Guide. Twelfth edition, London: Profile Books Ltd, 2018
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*  Chambers. The Chambers Dictionary [online]. Available at:
chambers.co.uk/

*  Coallins. Collins Dictionary [online]. Available at: 1-1
www.collinsdictionary.com/

*  Oxford University Press (ed.) New Hart's Rules: The Oxford Style Guide. Second Edition. Oxford:
Oxford University Press, 2014

*  Oxford University Press. Oxford Learner's Dictionaries [online]. Available at:
www.oxfordlearnersdictionaries.com

*  Swan, Michael. Practical English Usage. Fourth edition. Oxford: Oxford University Press, 2016

*  The Economist. The Economist Style Guide. Twelfth edition, London: Profile Books Ltd, 2018
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