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Copyright

Users of British Standards are reminded that copyright subsists in all BSI publications. No part of this publication may be
reproduced in any form without the prior permission in writing of BSIL, This does not preclude the free use, in the course of
implementing the standard, of necessary details such as symbols and size, type or grade designations. Enquiries should be
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Contract requirements
Attention is drawn to the fact that this British Standard does not purport to include all the necessary provisions of a contract.

Revision of British Standards

In order to keep abreast of progress in the industries concerned, British Standards are subject to periodical review. Suggestions
for improvements will be recorded and in due course brought to the notice of the committees charged with the revision of the
standards to which they refer.

British Standards are revised, when necessary, by the issue either of amendment slips or of revised editions. It is important that
users of British Standards should ascertain that they are in possession of the latest amendments or editions. Full information on
all BSI publications, numbering over 9000 will be found in the BSI Catalogue. This information is supplemented by details
published each month in BSI News of new publications, revisions and amendments.

BSI News is available to Subscribing Members of the Institution, All other publications may be purchased direct from Sales
Department. Enquiries concerning subscribing membership, which has considerable advantages, will be welcomed. and should
be made to Subscriptions Department. Both departments are located at: ‘

Linford Wood, Milton Keynes MK14 6LE. (Telephone 0908 320033; Telex 825777).
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Committee reference OC/20/10/11. Draft for comment 72/80143DC
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Foreword

This British Standard relates to technical manuals which explain the use and maintenance of products, ranging
from instructions supplied with a domestic appliance and written for the housewife, to elaborate manuals written
for the trained technician. Part 1 specifies the technical content of such manuals. This Part gives general advice
on methods of presenting the information.

Manuals may vary in form from a work of several volumes to a small card or booklet which is carried in the
pockets of industrial overalls. While in some respects the same standards of presentation should be applied to all ‘
manuals, the materials and processes used in their production must be chosen to suit the conditions in which the
manual will be used.

The need for standardization of certain aspects of presentation covered by this specification may be open to
question, The parts of the standard which deal with such matters are cast in conditional terms (‘should’).
Imperative terms (‘shall’) are used for requirements which, in the opinion of the committee which prepared this
standard, are essential if clear presentation is to be achieved.
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British Standard Specification for
Technical manuals

Part 2. Presentation

1. Scope

This Part of this British Standard specifies requirements for the layout and preparation of technical manuals and
other documents which explain the use and maintenance of materials or products.

NOTE. The titles of the British Standards referred to in this standard are listed on the inside back cover,

2. Definitions

For the purposes of this British Standard the following definitions apply:
(1) Landscape page. A page designed to be read withlits{longer edge horizontal.
(2) Portrait page. A page designed to be read with its shorter edge horizontal.
(3) Preliminary pages. Matter preceding and leading up to the main body of the text,
(4) Table. An arrangement of data in vertical columns and horizontal rows.
(5) Text. That part of a document in which information is presented in literal rather than graphical form.
(6) Throw-clear. A leaf bearing a table or other illustrative material designed to fit the manual when folded
and arranged so that all the jllustrative matter when opened out may be consulted when the manual is closed.

3. Cover and preliminary pages

3.1 Front cover and/or spine. The following information shall where applicable be given on the front cover or
spine or should appear in a window.

(1) Name or logotype of company, sponsor or publisher.

(2) Name of document or product and identification number.

(3) Classification, i.e. a recognized abbreviation for the particular scheme (e.g. Universal Decimal Classification
(UDC), Samarbetskommitten for Byggnadsfragor (SfB)) and the relevant subject code,

(4) Document identification number,

3.2 Title page. The following information shall where applicable be given on the title page (see Fig. 1).

(1) Reference number of the manual.

(2) Model or type designation of the product.

(3) Title of the manual, which shall include the name of the product.

(4) Title of the manual series.

(5) Date of issue and issue number of the manual.

(6) Full name, address, telephone and telex numbers of the manufacturer or supplier of the product.

(7) Full name, address, telephone and telex numbers of the publisher of the manual if different from (6).

(8) Name of the author or editor. '

(9) Classification, i.e. a recognized abbreviation for the particular scheme (e.g. UDC, SfB) and the relevant
subject code.

3.3 Preliminary pages. The preliminary pages shall where applicable include the following.
(1) Instructions for ordering copies of the manual. "
(2) Any limitations on the use of the manual, including security.
(3) Authority for publication.
(4) Copyright information.
(5) Record of amendments,
(6) Translation information. :
(7) Explanatory notes to reader, e.g. method of amendment.
(8) Contents list,
(9) List of any associated documents necessary for the proper understanding of the manual.
(10) List of supplementary documents.
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(11) List of other manuals in the same series.

(12) Sources of further information.

(13) Means of determining compatibility between the amendment state of the manual and the state of the
product,

(14) Information about hazards, precautions and first aid.

3.4 Looseeaf manuals. If a manual is issued in loose-leaf form, it should comply with the recommendations of

DD 20.
3.5 Bibliographic information. Bibliographic information shall be given in a consistent form throughout the
manual.

4, Balance between text and illustrations

The conventional method of presenting technical information has been, and often still is, to base it on

comprehensive text, supported by illustrations only where words are inadequate. Good illustrations with

supporting text provide another way of presenting technical information. Hlustrations and text should be

entirely complementary and should be prepared together to shorten and simplify the subject matter. The

supporting text may be printed on the illustration itself (see Fig. 5). In choosing the method of presentation,

the problems of translation should be considered. ‘ _

5. Text

5.1 Style. Wording should be clear, concise and in simple direct sentences. Related data should be grouped

together in a logical order. The imperative should be used for instructions, e.g. ‘Break casing bead loose from
wheel flange’. The active voice should be used for descriptive discussion, e.g. ‘The torsion link assembly transmits

torsional forces from the axle to the shock strut’.

5.2 Headings. Different values of headings shall be used consistently throughout the work to provide a
systematic method of presentation, Values of headings can be differentiated by the use of varying weights or
founts of type, capitals and lower case letters, and by underlining, depending on the method of production of

the original (see Figs. 2 and 3). To avoid confusing the reader, the number of levels of emphasis should be kept

to the minimum. Normally three are enough.

5.3 Identification numbering. Blocks of information (divisions, subdivisions, paragraphs, subparagraphs, etc.)
shall be numbered for easy reference.

5.4 Warnings, cautions, notes. Warnings, cautions and notes shall be used to emphasize important points.
Warnings and cautions shall be placed immediately before the text they apply to or in prominent positions on
illustrations (see also 6.3). Notes shall be worded or located to indicate their point of application and be set to
the same measure as the text they apply to. The appropriate heading, Warning, Caution or Note, shall always be
included and shall be emphasized (see Figs. 2 and 3). .
5.4.1 Warnings. Warnings call attention to instructions which must be followed precisely to avoid injury or death.

5.4.2 Cautions. Cautions call attention to instructions which must be followed precisely to avoid damaging the
product, process or its surroundings.

5.4.3 Notes, Notes are used for supplementary information.

5.5 Nomenclature and part numbers, Names and part numbers shall be used consistently in all technical
information provided for the customer. For example, a part once termed a ‘cover’ shall not elsewhere be termed
a ‘plate’. If a number of items are commonly known by several different names, a list of alternative names may
be provided, with the preferred name given first. A part shall always be referred to by its name even if the part
number is also given to avoid ambiguity.

5.5.1 Unfamiliar terms. If an appreciable number of words, phrases or abbreviations that may be unfamiliar to
the reader are used, a glossary should be provided or reference made to appropriate documents. Alternatively,

if only a small number of such terms is used, an explanatory note may accompany the first use of each, either

in parentheses (round brackets) or as a footnote.

5.5.2 Glossaries, abbreviations, signs and symbols. Glossaries, abbreviations, signs and symbols should comply
with relevant British Standards or other generally accepted systems. The system used shall be stated. When it is
desirable to use an abbreviation not listed in a British Standard, the word or words should be written in full when
first used, followed by the abbreviation in parentheses.

5.6 Tabulated matter. Tables (see Figs. 6 and 7) shall be presented with the minimum ruling consistent with ‘
clarity. Tables should preferably appear at the appropriate point in the body of the text but they may be
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