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Get in touch!

«Use the Q&A panel

4« Share your thoughts, experiences, suggestions!

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

«Recording and Q&A will be published online -
WWW.cencenelec.eu:

Home » About us » QOur services » Training » Webinars for standard drafters
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Templates — STD template

«What is the purpose of the template?
4 Serves as a helpful tool for drafters of ENs
4 Ensures correct layout & allows for more efficient drafting

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

4« Based on the ISO template
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Templates — STD template — Where to

find it?

4« 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 harmonizec
ENs, new Annex Z templates
are also available

4« For CENELEC Annex Z:

4 https://www.cenelec.eu/me

mbersandexperts/resourcear
ea/formsandtemplates.html

Cynthia Palagi and Stéphanie Wuiame - 2017-11-24

AN )

p

TECHNICAL STRUCTURES | STARTING NEW WORK §| DEVELOPING DELIVERABLES § MAINTAINING DELIVERABLES § REFERENCE MATERIAL

Reference documents
Guidance documents
Formatted Decisions

Profiles

Home > Reference material > Forms and templates

Forms and templates

TECHNICAL BODY ORGANIZATION

TECHNICAL WORK

» Zip file with all forms and templates
» Generic Annex ZA - German translation
» Annex ZA under an Ecodesign Regulation - German translation

> Annex ZA under an Energy Labelling Regulation - German translation
» Annex ZA under the Medical Devices Directive - German translation

» Annex ZA under the Construction Products Regulation

» Commenting Form

» CEN-CEMNELEC Statement and Licensing Declaration form
» CEN/TR Voting report

» Environmental checklist

» Exploitation Rights License Agreement

» Mew activity field proposal (former Form A)

» Proposal for a new work item (former Form M)

» STD Template - (Standard template) - Overview of the revised template
» Transmission Motice
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http://boss.cen.eu/reference material/FormsTemplates/Pages/default.aspx
https://www.cenelec.eu/membersandexperts/resourcearea/formsandtemplates.html

Templates — STD template — How to

use it?
«The STD template appears as an Add-In in Word

m_HDITlE Ihzert Page Layout References kailings Fewiewy ey PathType Develaper Add-Ins

General = Doclnfo Translate Elements = Export Options

General =

4 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.

4 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?
- - TECHNICAL STRUCTURES J§ STARTING HEW WORK § DEVELOPIMG DELIVERABLES J| MAINTAIMING DELIVERABLES J| REFERENCE MATERIAL
4« Publicly available on

the CEN BOSS for
both C E N a nd Reference docamants Home > Reference material » Forms and templates
CENELEC members Guidance documents

to freely access: Forms and femplates

4« http: boss.cen.eu/r Formatted Decisions
eference% 20materia
I/FormsTemplates/P bl
ages/default.aspx

TECHNICAL BODY ORGANIZATION

TECHNICAL WORK

» Zip file with all forms and templates
* Generic Annex 7A - French translation -German translation
> Annex ZA under an Ecodesign Regulation - French translation - German translation
> Annex ZA under an Energy Labelling Regulation - French translation - German translation
» Annex ZA under the Medical Devices Directive - French translation - German translation
> Annex ZA under the Construction Products Regulation - French translation
» Commenting Form
» CEN-CENELEC Statement and Licensing Declaration form
» Draft Standardization Reguest - BT Commenting form
» Environmental checklist
» Exploitation Rights License Agqreement
> MNew activity field proposal (former Form A)
> Proposal for a new work item (former Form N)
STD Template - (Standard template) - Overview of the revised template
CEN Simple template for drafting standards - French translation
» Transmission Motice

hia Palagi 3phanie Wui -2017-11-24
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http://boss.cen.eu/reference material/FormsTemplates/Pages/default.aspx

Templates — Simple template — How to

use it?

CEN/TC XXX
Date: 20050 -2
prEN XXXXX: XXXX

secretariaf: 250G

Introductory element — Main element — Complementary element
Einfithrendes Element — Haupt-Element — Erginzendes Element

Elément introductif — Elément central — Elément complémentaire

ICS:

CCMC will prepare and attach the official title page.

4 It is a flat Word document

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

4« 1C can provide the title,
standard reference, TC
name
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Templates — Simple template — How to

4 All of the elements have a
particular Word style

FILE HORE IMSERT

L  Cut

D o :Car‘r

Oy
Paste B
- N Farrmat Pairter

Cliphoard T

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

4« For unnumbered paragraphs,
use Body Text

Cynthia Palagi and Stéphanie Wuiame - 2017-11-24

Heading 2

Heading 3
Heading 4
Heading 5
Heading 6
Body Text

Heading 1

p2
Example
Note

p3

p4

4.2 Subclause title
4.2.1Subclause title
4.2.1.1 Subclause title
4.2.1.1.1 Subclause title

4.2.1.1.1.1 Subclause title

Tesxt of subclause,

5 Clausetitle, e.g. Paragraphs and Lists
5.1 Text of paragraph.
EXAMPLE

NOTE

S.L1 Text of paragraph.

S.LL1  Textof paragraph,

ember 2017
tandard



Templates — Simple template — How to

use it?

Annex 1 AaBb 1.1 AaB 111 Aa 11114

TAMMEX  Headingl Heading 2

Styles

ad

ak

ah

AMMEX

ARNMERZ

Eiblio Description
Eiblio Entry
Biblio Title

Eody Text
Body Text Indent
EBody Text_Center
Code

Definition
Dirension_100
Dimension_75
Example

Fiqure Image

Shyles

Heading 3

Heading 4

4
b 4

4« Use the Word Style palette

to choose the appropriate
style for your text

(7 =]

Style Pane Options

Select styles to show:
f-Recummended E
S_g_l-;t hu.:;w Ii.s.t"ié sorted:
Alphabetical IZ[
-SF_:l.E.Et. fu:;rmafting tuéu S.hl:l'u'u' as Stﬁ.;'l.ES:

|:| Paragraph level formatting

EI Fant farmatting

D Bullet and numbering formatting

4 The CCMC Editor will check

the styles

[ T I T I T T I B I B ol O R T I T I T

Figqure note

Figure T.ext | g' EENELEG
Figure title
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Internal Reqgulations Part 3

4« Reference document for drafting Standards

Sitemap | Contact Us

<g BOSS
‘ European Committee for Standardization “

TECHNICAL STRUCTURES J STARTING MEW WORK j DEVELOPING DELIVERABLES § MAINTAINING DELIVERABLES §| REFERENCE MATERIAL
Home > Reference material > Reference documents

Guidance documents

aons

Forms and templates Reference documents

Formatted Decisions Show all | Hide all

Profiles

1 CEN/CENELEC INTERNAL REGULATIONS -~

> Part 1: Organization and Structure, 2017 (English, French, German)
> Part 2: Common Rules for Standards Work, 2017 (English, French and German versions not available yet)
—>3 » Part 3: Principles and rules for the structure and drafting of CEN and CENELEC documents (ISO/IEC Directives Part 2:2016,
modified), 2017 (English, French and German versions not available yet)
> Part 4: Certification, 2014 (English, French, German)

2 ECISS INTERNAL REGULATIONS v
3 CEN GUIDES ~
4 CEN-CENELEC GUIDES ~ =
523 CENELEC
5 COOPERATION WITH EC/EFTA v ‘
FOR STANDARD DRAFTERS - 24 November 2017
6 TECHNICAL COOPERATION BETWEEN ISO and CEN ~

nd don'ts of drafting a Standard
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Tips for Standard drafters

«Euro pE€an foreword No requirements, permissions

« Mandatory or recommendations
4 Superseding note

4 List of technical changes (if revision)

This document [prEN XZCCL20%Y) has been prepared by Technical Committes
CEN/TC NMNN "[TCtitle]", the secretariat of which is held by 3ZZ(RESE).

This document is currently submitted to the CEN Enquiry.

This document will supersede EN XZEILYYYY.

This doecument has been prepared under a mandate given to CEN by the European For candidate
Commission and the European Free Trade Association, and supports essential harmonized
raquiremeants of EU Diractivals). European

Standards
For relationship with EU Directive(s), see informative Annex Z4 B, C or D, which is
an integral part ofthis document.
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Tips for Standard drafters

45Scope
« Mandatory

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

4 Series of statements of fact

"This European Standard....

o .establishes No requirements, permissions or
o ..specifies recommendations

o ..gives guidelines for

o ..defines"

“This European Standard. ..

o ..is applicable to...” E EENELEG
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Tips for Standard drafters

«Normative references
« Mandatory

4 List of documents which are cited normatively in the document
4 Introductory text

The following documents are referred to in the text in such a way that some or all of their content constitutes

requirements of this document. For dated references, only the edition cited applies. For undated references, the
latest edition of the referenced document (including any amendments) applies.

There are no normative references in this document.

4« References to non International or European Standards will need
to be confirmed by a TC decision
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Tips for Standard drafters

4 lerms and definitions
« Mandatory

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

« Introductory text

For the purposes of this document, the following terms and definitions apply.

ISO and IEC maintain terminological databases for use in standardization at the following addresses:
. IEC Electropedia: available at http://www_electropedia.org/

. ISO Online browsing platform: available at hitp://www.iso.org/obp

Mo terms and definitions are listed in this document.

ISO and IEC maintain terminological databases for use in standardization at the following addresses:

« |EC Electropedia: available at http://www_electropedia.org/

* |SO Online browsing platform: available at http://www_.iso.org/obp
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Tips for Standard drafters

4 lerms and definitions
4 Example

EXAMPLE 1

3 Terms and definitions
For the purposes of this document, the following terms and definitions apply.

3.1

management performance indicator

MPI

environmental performance indicator that provides information about the management
efforts to influence an organization’s environmental performance

[SOURCE: ISO 14031:1999, 2.10.1]

* Remember to check the ISO OBP for existing terms and definitons
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Tips for Standard drafters

4 Notes

4 Give additional information intended to assist the understanding
or use of the text of document

4 If one note in a subclause

NOTE The size of the label was chosen so that it will fit most sizes of syringe without obscuring the
graduation marks."

4 If several notes in a subclause
NOTE 1
NOTE 2

No requirements, instructions,
permissions or recommendations
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Tips for Standard drafters

«Hanging paragraphs
4 10 be avoided for references purposes

Incorrect Correct

5 Uncertainty of the certified value 5 Uncertainty of the certified value

The combined expanded uncertainty} hanging 5.1 General

of the measurement is calculated. . paragraph The combined expanded uncertainty of the
5.1 Budget of uncertainty measurement is calculated...

[.] 5.2 Budget of uncertainty

[-.]
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Competition law

EXAMPLE :
Don’t: "The appropriate smartphone case can be B onus
bought in Apple stores, for example, Avenue de la
Toison d'Or 26/28 Bruxelles”. CEN-CENELEC
GUIDE
31

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

participants in CEN-
CENELEC activities

Edition 1, 2015-12

CEN and CENELEC decided to adope this CEN-CENELEC Guide throush CEN/AG Resolution 49/2015 and
LC/AG Decision AGS6/CDS respectively.

ftp://ftp.cencenelec.eu/EN/EuropeanStandardization/Guide
s/31 CENCLCGuide31.pdf
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ftp://ftp.cencenelec.eu/EN/EuropeanStandardization/Guides/31_CENCLCGuide31.pdf

Conformity assessment

33 Aspects of conformity assessment

33.1 Documents containing requirements for products, processes, services, persons,
systems and bodies

can be assessed by a manufacturer or supplier (first—paryy aser or purchaser (second
party), or an independent body (third party).

NOTE 1 First-party, second-party and third-party conformity assessment activities are defined in ISO/IEC 17000.

NOTE 2 The term "documents" is defined in 3.1.1.

Such documents shall not include requirements related to conformity assessment other than
requirements which are necessary to provide repeatable and reproducible conformity
assessment results.
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Conformity assessment

4« Normative reference to EN ISO 9001
4« Normative reference to EN/ISO/IEC 17025 series

ome » Reference material » Guidance documents
Reference documents

Guidance documents

Forms and templates European Standards and conformity assessment
Formatted Decisions This document provides guidance on the drafting of European

Standards addressing conformity assessment aspects.
Profiles

B2 CENELEC

WEBINAR FOR STANDARD DRAFTERS - 24 November 2017
Do’s and don'ts of drafting a Standard

© CEN and CENELEC 2017 22

Cynthia Palagi and Stéphanie Wuiame - 2017-11-24



Conformity assessment

3 PRACTICAL APPLICATION

3.1 TC secretaries should check their draft standards for compliance with this policy at the earliest possible stage,
or at the latest prior to sending them to the CEN-CENELEC Management Centre (CCMC) for Enquiry or Formal
Vote.

The appearance of the following words in the draft may indicate conformity assessment implications:

» Accreditation

’ ipz:‘wal Where such terms and conformity assessment implications are identified, CEN-CENELEC/TC 1 shall be consulted.
> Auditing

> Calibration 3.2 Committees wishing to specify confor ment requirements or unsure about compft the CEN
> Certificate policy shall consult CEN-CENELEC/TC 1 (yia its Secretary Ms Shanti Conn or to
> Cert"ﬁcat_ion sending the draft to CCMC. The exchange of ema L

> Conformity submitted to CCMC.

> Conformity assessment bodies
» Conformity assessment

> Declaration

> Evaluation

» Inspection

» Laboratory management

> Qualifications

> Registration

> Sampling

> Surveillance =

» Testing | E EENELEG
> Uncertainty WEBINAR FOR STANDARD DRAFTERS - 24 November 2017
> Validation, and Do’s and don'ts of drafting a Standard

» Verification
© CEN and CENELEC 2017 23



Patent rights

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

Patent rights

V-

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.

Subscribe | FAQ | Sitemap | Acronyms | Contact us

\
[ e
g BENELEG Making Standards for Europe “

ABOUT US EUROPEAN STANDARDIZATION RESEARCH & INNOVATION IPR & PATENTS INTERNATIONAL COOPERATION SME SOCIETAL STAKEHOLDERS

Home » IPR & Patents » Patents =
Sorralit > > > How to declare patents n u m =

How to declare patents

> List of CEN-CENELEC patent o . . . . i " L ) ) " .
declarations This information is accessible in the CEN-CLC Guide 8 “Standardisation and intellectual property rights (IPR)” (pdf format) and in the

Declaration Form “Statement and Licensing Declaration for CEN and CENELEC Deliverable” (Word Format).

> How to declare patents
P Any person, company or organisation that holds one or more patents (either granted or pending), the use of which may be needed to

implement a standard, is strongly encouraged to declare their patent(s) using the CEN-CENELEC Declaration Form "Statement and Licensing

Declaration for CEN and CENELEC Deliverable”. g N
— GCENELEC
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Graphical symbols

-‘.-.' Sign in » Language > Help Searc

Online Browsing Platform (OBP)

@ 1SO 7000 / IEC 60417 Graphical symbol...

(] Follow Y Buy

ISO 7000 / IEC 60417 Graphical symbols for use on equipment

This collection includes both ISO and IEC graphical symbols that can be placed on equipment to indicate how to use it correctly and safely. It includes symbols for all types of equipment, from automobiles and home

entertainment products to earth-moving machinery.

( o ) The symbols are available in four formats: eps, .ai, and .dwg for ISO 7000, and PDF for IEC 60417.

Preview symbols

This collection contains

r—>| Q ﬁmr/ﬂ/(ﬂ C:‘ O . G[I:I] ft‘: olo -D— @ @ =>|<=<==II=> ='O =(Q

0001 0002 0003 0004 0005 0006 ooo7 0008 0009 0010 0011 0012 001 3 0014 0015 0016 o017 0018 001 Q 0020 0021 0022
R -~ —] — — [ — f—

™ e Eg’j [J1 0d O = & = 5 =5 = &

{L 3 _\I/_ -/ | S €«> €3> .

0023 0024 0025 0026 0027 0028 0029 0030 0031 0032 0033 0034 0035 0036 0037 0035 0039 0040 0041 0042 0043 0044

e T — ﬂ rT Tﬂ : Tj rT RRRTTRRI ngﬂ " = L ? _,é E@ C/c é nn j L<.|

= 77/
T0053 0054 0055 0056 0057 0058 0059 0060 0061 0062 0063 0064 0065 0086
— r

LI|HI|

""‘——-—"‘-#"'"--""‘——--—-"'-

= ==

T0045 0046 0047 0048 0049 0050 0051 0052
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Graphical symbols

Online Browsing Platform (OBP)

W Sign in » Language > Help Searc

ﬁ 1SO 7000 / IEC 60417 Graphical symbol...

nt (7] Follow & Buy

This collection includes both ISO and IEC graph fncludes symbols for all types of equipment, from automobiles and home

entertainment products to earth-moving machin \ /

The symbols are available in four formats: eps,

Preview symbols
— —

This collection contains
— 2 sy | O @ == =0 <O 14
’ 0016 0017 0018 0019 0020 0021 ’ 0022

§ 0001 C 0002 C 0003 C 0004 C 0005 C 0006 § ooo7 .
r A r l r A r l r 5 A r A IEC 60417-5012 ‘:' I—:'_| r __| r l I—E A
™ |:\" AV X::F [ E@] ( j = i S0 e & i
0023 0024 0025 0026 0027 0028 0029 Flgure 7 _ Example of a graphlcal sym bOI 0038 0039 0040 0041 0042 0043 0044

>

S wE it 1LY == T ??&E@C’Céw <

= W 1 — —
0059 0060 0061 0062 0063 0064 0065 0066

""‘———"‘ﬂ"'"---"“——-—-"'-

0051 0052 0053 0054 0055 0056 0057 0058
| - | !
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Graphical symbols

28.6.2 Graphical symbols

Graphical symbols for use on equipment shall be in accordance with IEC 60417 and |ISO 7000.
Public information symbols shall be in accordance with ISO 7001. Safety signs shall be in
accordance with [ISO 7010.

For purposes of consistency and coherencw
responsible for the standardization of graphical sym adequate
symbol or safety sign does not exist in the IEC and ISO databases, contact |IEC TC 3,
IEC SC 3C and ISO/TC 145 in order to register a standardized symbol.

https://boss.cen.eu/reference%20material/guidancedoc/pages/graphsymb.aspx
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Question time
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Thank you

V' |

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

Thank you for
your participation

) Jlb EJLJ L_‘;_J\_‘J e N
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