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Get the most out of the webinar today

 Use the Q&A panel to submit your questions

 Talk about us on Twitter #training4standards @Standards4EU
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Your speakers today
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To be discussed… 

 Drafting Templates
What they are + How to use them

 Styling 

 Differences between CEN and CENELEC

 Drafting issues, tips and tricks
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Introduction

 TCs/Drafters NOT requested to provide XML

 Guidance given to help editors be more efficient when 
creating XML 

 CCMC obliged to provide XML for 100% applicable 
deliverables
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Drafting Templates
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 Flat document to type or paste into

 Pre-styled, containing all obligatory/optional elements

 Gives correct layout of all elements (clauses, figures, notes…)

 Correct introductory wording
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CEN & CENELEC Simple Templates
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Standard (STD) Template
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 Appears as an Add-in in Word

 Uses macros to help structure and format the document

 CCMC still accepts drafts in STD template, but the template is 
no longer being maintained
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CEN & CENELEC Simple Templates

 The easiest way to ensure high-quality XML :
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CEN Simple Template
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Everything included + 
fully pre-styled
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CENELEC Simple Template
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Everything included + 
fully pre-styled
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When submitting… Don’t forget!
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• Transmission notice
• Word file
• PDF of Word 
• Figure files*

• .eps (illustrator) or .tiff (Photoshop)
• Compression LZW
• 600dpi
• Size 100%
• Even for figures in tables, keys…

*Figure files not obligatory for CENELEC.
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Styling
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Styling

 Applies certain characteristics to the text 

 Commonly used styles include:
Headings 1, 2 and 3
Body Text 
Note

 Incorrect styling/layout will cause problems! 

 If in doubt, Body Text!
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Styling

2020-04-28 16

Draft view 
shows 
all styling 
OR press
(Ctrl+alt+N)
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Styling

2020-04-28 17

• Select the style you want from the Style Palette
each time, or click on Format Painter…
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Styling – Clauses 2 & 3
 Clause 2 styling 

 Body text – introductory wording 
 RefNorm – Each reference, including non-EN/ISO/IEC references

Clause 3 styling
Body text 
TermNum
Term
Definition
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Styling – Clause 2 & 3

 Incorrect styling is time consuming and prevents editors from 
generating XML

 Note X to entry and not NOTE!
2020-04-28 19
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Styling – Main text

 Headings 1, 2 and 3
 ONLY for clause titles/subtitles, NOT terms and definitions
 NOT for numbered paragraphs (e.g. list of apparatus)
 NOT for Annex headings/sub-headings

Body text
 For plain text, paragraphs…

Note: Body text is equivalent to “Normal” text in the STD template
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Styling – Main text

 p3, p4…
 like body text, but used for numbered paragraphs in the main text 

and annexes:

 Lists
 For bulleted/numbered lists:
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Styling – Main text

 NOTES and EXAMPLES
 Styles the text slightly smaller than the rest

 Dashes – long v short
 Table and figure titles – long ‘em’ dash obligatory (no colon)
 For references, short or long dash is accepted but be consistent in 

Clause 2 and Bibliography
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Styling – Main text

 Hanging paragraphs
 WILL be removed! 
 Exception – Clause 3 introductory wording; reagents/apparatus 

clauses

 Simple to avoid
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Styling – Tables and table-arrays

 Tables – a normal table designed to lay out information in a 
clear manner. Titled, numbered. 
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Table Title

Table Header 
(First row only)

Table body
Table body (-)

Hidden border 
(not split/merged cell)
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Styling – Tables and table-arrays

 Notes and footnotes in tables 
 Styled differently
 Have to be in different cells
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Table footer note

Table footer

If the callout in the table 
is superscript, the 
corresponding footnote 
callout has to be 
superscript too
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Styling – Tables and table-arrays

 Sometimes tables are used for layout purposes, with borders 
hidden
 Subfigures/figures with text
 Formulae explanations 
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Table body

Table header is not needed.

Use the justification buttons to 
justify the text, NOT tabs!
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Styling – Tables and table-arrays
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Table body
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Styling - Figures

 Mandatory to provide files in CEN, optional for CLC (but very 
useful to the editor)

 Basic styles needed:
Figure image + Figure title
Key title
Key text

 Additional styles:
Figure text
Figure note
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Styling – Formulae 
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 The Simple templates have a Formula style that allows 
use of a tab between formula and number

 No need to put formulae in tables for layout purposes!
 For variables in the text, use the keyboard
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Styling – in-text references+citations

 When citing sections of a standard reference, add  
clause/table/etc. after the standard:

EN 505:2018, 4.3 and NOT 4.3 of EN 505:2018 

 Ensure space between “EN” and number 
EN 505 and NOT EN505

 Double-check cross references!

 All figures, tables and Annexes have to be cited in the text
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Styling – Autonumbering

 Okay to use when drafting, but remove before submitting 
draft to CCMC!

 Clause numbering and in-text citations and auto numbering 
of p3/p4/etc. interfere with the links in XML, time consuming 
to correct
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Styling – Annex ZA/ZZ 

 Generic Annex ZA/ZZ provided in templates
 Other specialized Annex Z templates can be found on the 
CEN BOSS
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CEN vs CENELEC – key differences

 Font – CEN = Cambria, CENELEC = Arial (TNR for variables ONLY)
 Forewords

 CENELEC – Line-numbering for ENQ & FV (although no issue with 
XML for line numbers)
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Tips and tricks
For happy drafting
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Tips and tricks

 Provide ALL elements when submitting to CCMC
 Word and PDF
 Figure files, appropriately named, which follow technical 

requirements
 Transmission notice

 Use the templates provided
 When starting new work
 When revising a standard (especially very old standards)

 If in doubt on how to style, use Body Text
 Get in touch! 

 Webinars, drafting guidance available online (archives are here)
 Free editorial help via videoconferencing/telephone 
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Question time

 Use the Q&A panel to submit your questions
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European Standardization Organizations

Thank you for your participation!
Series of webinars for standards drafters 2020: Register here. 

Next webinar on 28 May 2020: Drafting for XML: Technical requirements for figures

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