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Teb : S “'This Part of BS rl.)fIO ]'I:LS h(_cn prcp.lred nnder the thu_umn ur I‘c(_luuc l e
: Y7 Commnittee B/500, Basic Data. Together with 13S 4940 : Part, 2 l‘)?il and’ IR
IR < L I’.lrtd l‘]‘)fl iL .~.uperscdes BS 1‘)40 1973, wlut.h is w:lhdr.lwn SR '

gyl
S s

. : , K B.S 4‘) IO h.ls hcen I‘(}Vide to take .Ic( ount of (:]mn;.,c's mcluclm;, Llu. - 'f
' R l.‘rf.'.lllml of the bm&,lc Europear umrka lh.n. lmvc uuc'urrcd smu.- lhc lnst
“edition wu, publu-.lletl B B

) . " Research sponsorecl b,v Lhe Bmldm&, Reb(.':ll‘(_ll le'lb]lshmcnt dml
SRR “undertaken by. the Bmldln;, Centre lnlsL .llld York hlhtllull.‘ for A(I\'unu:tl
o Art_lutectur‘ﬂ Studies’ showcd that many’ m.muf.mtureﬁ- in the (.0[1bl,l'll(.llﬂll
o P m(lu::uy umlurmled the importance of prowdm;, L,m)(l Lc(,hnlcul _
g © . information in promotm,g, llwlr productb.,Comp‘lraiwu[y few \\'(.‘I(l' .1w.1rc
- tImL BS 4940 e*zlsted and smne dmlbted wheth(.r it, Luul(l ]lEl]) Lllem '

. ' To cncuum&,c its wuler leL ' this edition ol' BS fl‘JfIO is issued in a (hfl'canL
. : wr o formu ILis pubhshe(i as a ;_.,m(l(: divided into three ]).lI'LS cach .l(i(lresserl,
o Soo o, L wa d:ft"erenL category 'of reader. The presentation and g.,mplms are -
' « . . unlike those in other B!’ltlbh Sl.mdards and 'lre mlundcd w l”llsll .no thc
o S ‘ rccommcn(icd prlnmplcb CoT : L e ‘

i

e, BS 4940 applies pamcularly to. l(,cluucai mfornmuon '1!mut productb .md S
o - services. However, imuch of the E,md'mcu will l)(_ of use 1o Ihosc ST ‘
o 5 ®  concerned with the presem.luon of other tcchnlcal m!'()rm.iuon for lhe
@ L@ construction mdustry : -

i R Good lechmc.ll mt’ormaﬂon is Lbhel‘lll'll for lhe auu,esbl‘ul pmmounn 01‘ )
o7 S producLs and services and their’ proper appllc.mon Technical information .,
% B AR should be kept. separate and chsl.m;,ulshed frnm purcly -ulvert;smg T ‘ ’
e ‘material. It can then be presented functionally and its' value will be
o i ‘ c increased (although some overlap beLween these Lwo Ly;ms of information
o "~ isinevitable). - - AR e

oo - BS 4940 is not in any way mlended to inhibit an org,.uu/..xllon s 0 rcedc_nn
T "~ " toestablish a corporate iage for its publlcatlonb Use of the guide
. , o “should ensure that techmml ml‘ormauon in those publications is of good
I Ll : ' qualuyp well eructured and e asy to remcve thus enhancing the value of
e : .« - the publications. - e ‘ ‘

L Complmnce with a Brmsh Standard does not of itself confer i
lmmumty from legal oblu,atwns.

v
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" This P'ut of BS rI‘MO is mluulc(l Iur those who have ovcr.tll :espuumhilny
R K - Tor an organization’s prnnmunn.ll policy. Itis a gmdu 10 pl.mum;J lhe
) T ~ production of technical information about, prnduLLs and services: .such as
oo - . surveying the condition ul'dr'un:, and wwurw, for the constnictjon
N L S industry, It cxpl.um the unpormncc of gaod technical mfnrm.m(;n in
» ! ‘ - prmnmm&, sales and Lhc nve:l Lo provide the ml'urm.luon ina form that is '
B o - convenient ['nr mfurm.umn users. It dvscrllms in outtline the b('l"lL“\ of e 7
e ‘ " tasks that lll.ln.l[.,(.‘ll'll'l‘ll. will need to undertake to initiate the prepar'luon = ;
oflccluuc.ll mI'urm.len and bwcs guidanée on ,J[.mmm,, budgeting, - ;I
st'ltTn&, and tlle emplomnent of LOIl‘allll.!nl.b lLdp])llcs toall kinds of .. ,‘.‘:"-"
) . ‘ " technical puhhmtmm from ‘all'll)ll.‘ datu -,hcc .s to complex works in /".,‘ A
several volum(,'-, In general, the E,uulam.c 1;)11110:. whun the mfnrm.mun is
¥ 1 to be issued dS i prmlml duulmunl orinan cqun' 1Ient form

3§ 4940 : l’art 2 I‘J‘)rl is mLun(lcrl for. Lhu:u_ (_()I'ILQHIQII wuh Lllc t.ontc-nL "_\‘:7
[ i 4 and structure of the tee hnijc: il 1nfnrnmuon. ll deals with' the ml'ornnnon '
" that different types of document. should LUI]ldlIl and with' the arr‘ulg,cmenl
of that information under preferred he: ulm;,s Part 2 also refersto ©-° *
copyright, fmeu,n languages, bl'll‘l(l;lr(l umL'a of nw%uremum .md E
classification and 1|Im;_, BRI e S

| i

.\'-
I

BS 4940 Part 3 1994 is intended I'or Lhust‘ cnnLerned with the
© -+ presentation of technical mform.mon Tt therefore covers design’ -

considerations such as Lypoa,mphy, graphics and page layouls as wc!l as

the details of artwork, prcpar'mon aucl l)uulm[., mcLllodb ‘

2 Infm matwe refercnce,s

This Parl. of BS 49: 10 refers 1o dther. ,)ubllcauons that prowde lnform'mon
or guidance. Editions of thesc publications current at the’ time of issue of
‘ this standard are listed on p;u:,e 10 buL reference shou!d be made to Lhe
- . lqtesL editions.

1 5

3 Im'portance of technical inforniation
Most org,anla.tuuns bugget. for sales promotion activities. TECI‘II‘II(.L.

pubhcauonb play"t key role in these activities and the allocation of H
resour(:(.s for writing, design and production is critical to their ultimate "";\\\

success or failure. : . v

The decision Lo prepare a new technical publication, or to revise an’
‘existing one, is routine in a large organization; in contrast, l'or[raﬁnll _
organization: with no in-house publicity department, il can be il once- o\ly .

Ll

task and therefore somewhat daunluu, . G, " \
Production of technical ml'orm.mon lcqulr(.s the comtitment o senior
- ‘ management if it is to be successful? Lack of finance, expertise and time .
S are reasons why many new publications fall short of the desirable quality
\ B and why, as n resulL planned sales of prmluct&- or services are not -
achiceved. -

It is important therefore that senior managemerit should plan the work
: within a realistic timetable and give stpproval to the allocation of adequate
. funds, the employment ol qualified stalf (including professional ,
. ' : ' consultants if: required) and the provision of enough stalf time in which to F
develop and complete the project. Lack of resources may result ina poor
v publication which would have an adverse cffeet on sales.
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