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Get in touch! 

 Use the Q&A panel

 Share your thoughts, experiences, suggestions!

 Time permitting, we will respond to questions at the end of 
this webinar

 Recording and Q&A will be published online –
www.cencenelec.eu:

http://www.cencenelec.eu/
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Templates – STD template
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 What is the purpose of the template?

 Serves as a helpful tool for drafters of ENs

 Ensures correct layout & allows for more efficient drafting

 Designed to suit the rules in the Internal Regulations Part 3, Rules 
for the Structure and Drafting of CEN-CENELEC publications (2017)

 Based on the ISO template
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Templates – STD template – Where to 
find it?
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 Publicly available on the 
CEN BOSS for both CEN and 
CENELEC members to freely 
access:

 http://boss.cen.eu/reference
%20material/FormsTemplate
s/Pages/default.aspx

 For candidate harmonized 
ENs,  new Annex Z templates 
are also available

 For CENELEC Annex Z: 

 https://www.cenelec.eu/me
mbersandexperts/resourcear
ea/formsandtemplates.html

http://boss.cen.eu/reference material/FormsTemplates/Pages/default.aspx
https://www.cenelec.eu/membersandexperts/resourcearea/formsandtemplates.html
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 The STD template appears as an Add-In in Word

Templates – STD template – How to 
use it?
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 By filling in the “Doc.Info” tab, drafters will provide the main information 
for the document, such as : the reference number, the stage code, the 
titles and the superseding information.

 By using the “Elements” tab, drafters will start building the structure of 
the document (i.e. Normative references, Terms and definitions clauses, 
etc.)
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Templates – Simple template – Where 
to find it?

© CEN and CENELEC 2017 8

 Publicly available on 
the CEN BOSS for 
both CEN and 
CENELEC members 
to freely access:

 http://boss.cen.eu/r
eference%20materia
l/FormsTemplates/P
ages/default.aspx

http://boss.cen.eu/reference material/FormsTemplates/Pages/default.aspx
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Templates – Simple template – How to 
use it?
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 It is a flat Word document 

 Drafters can type the 
information directly into the 
document or cut & paste

 TC can provide the title, 
standard reference, TC 
name 
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Templates – Simple template – How to 
use it?
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 All of the elements have a 
particular Word style

 Many of the style names are 
self-explanatory (e.g. Headings, 
Paragraphs, Notes, Examples)

 For unnumbered paragraphs, 
use Body Text
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Templates – Simple template – How to 
use it?
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 Use the Word Style palette 
to choose the appropriate 
style for your text

 The CCMC Editor will check 
the styles
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 Reference document for drafting Standards

Internal Regulations Part 3
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Tips for Standard drafters
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 European foreword
 Mandatory

 Superseding note

 List of technical changes (if revision)

No requirements, permissions 
or recommendations
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 Scope
 Mandatory

 Defines in a succinct way the subject and limits of applicability of 
the document

 Series of statements of fact

Tips for Standard drafters

© CEN and CENELEC 2017 14

No requirements, permissions or 
recommendations
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 Normative references
 Mandatory

 List of documents which are cited normatively in the document

 Introductory text

 References to non International or European Standards will need 
to be confirmed by a TC decision

Tips for Standard drafters
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 Terms and definitions
 Mandatory

 Provides definitions necessary for the understanding of certain 
terms used in the document

 Introductory text

Tips for Standard drafters
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 Terms and definitions
 Example

Tips for Standard drafters

© CEN and CENELEC 2017 17

Remember to check the ISO OBP for existing terms and definitons
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 Notes
 Give additional information intended to assist the understanding 

or use of the text of document

 If one note in a subclause

 If several notes in a subclause
NOTE 1

NOTE 2

Tips for Standard drafters
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No requirements, instructions, 
permissions or recommendations
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 Hanging paragraphs

 To be avoided for references purposes

Tips for Standard drafters
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Competition law

© CEN and CENELEC 2017 20

EXAMPLE :

Don’t: “The appropriate smartphone case can be 
bought in Apple stores, for example, Avenue de la 
Toison d’Or 26/28 Bruxelles”. 

For more information and for a complete list of DOs 
and DON’Ts regarding competition law, refer to CEN-
CENELEC Guide 31:

ftp://ftp.cencenelec.eu/EN/EuropeanStandardization/Guide
s/31_CENCLCGuide31.pdf

ftp://ftp.cencenelec.eu/EN/EuropeanStandardization/Guides/31_CENCLCGuide31.pdf
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Conformity assessment

© CEN and CENELEC 2017 21
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 Normative reference to EN ISO 9001

 Normative reference to EN/ISO/IEC 17025 series

Conformity assessment
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Conformity assessment
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Patent rights
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• The CEN and CENELEC Patent Policy requests stakeholders participating in technical Committees,
and in particular patent holders, to proceed to early disclosures and identification of patents
that may be considered, at the best of their knowledge, to be essential for the future use of the
deliverables under development. In doing so, greater efficiency in standards development is
possible and potential patent rights problems can be avoided.

• For more information, refer to CEN-CENELEC Guide 8.

ftp://ftp.cencenelec.eu/EN/EuropeanStandardization/Guides/8_CENCLCGuide8.pdf

ftp://ftp.cencenelec.eu/EN/EuropeanStandardization/Guides/8_CENCLCGuide8.pdf
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Patent rights
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Declaration Form

• Patent holders shall use the CEN-CENELEC Declaration Form to provide the necessary
information to be included in the CEN and CENELEC Patent Information databases.

• Declaration Forms must be sent to the attention of the Director Standard of the CEN-
CENELEC Management Centre.
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Graphical symbols
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Graphical symbols
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Graphical symbols
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https://boss.cen.eu/reference%20material/guidancedoc/pages/graphsymb.aspx
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Question time
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Thank you 
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Our 2017 Webinars include:

• Document exchange & collaboration between TCs & CCMC

• Drafting a Standard

• Editing and procedures at the Enquiry and formal Vote stages

• Editing and procedures at the proofing and publication stage

• Procedures at the voting and publication stages for Vienna and
Frankfurt Agreement projects

• The DOs and DON'Ts of drafting a Standard

https://www.cencenelec.eu/aboutus/ourservices/Training/webinarstddrafters/Pages/default.aspx

http://www.thankyou-verymuch.com/
https://www.cencenelec.eu/aboutus/ourservices/Training/webinarstddrafters/Pages/default.aspx
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www.cencenelec.eu

Follow us 

Contact CCMC Publications Unit: production@cencenelec.eu

Cynthia Palagi Stéphanie Wuiame
cpalagi@cencenelec.eu swuiame@cencenelec.eu

mailto:production@cencenelec.eu
mailto:cpalagi@cencenelec.eu
mailto:swuiame@cencenelec.eu

