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- Foreword

P ] o K
v ' 5 1

Lo

O

This Part o" BS 4940 h'u. bccn prcpdred under the dlrccnon of the = \

Techpical Sector Boatd fnr Building and Civil E ngineering. Together with
BS 494G Pan 1 : 1994 and Pmt 3 1994 it superqedcs BS 4940:1973,.
which is withdrawa. ‘ 3 &

13§ 4940 has been fevised to take ﬁccnunl. ol changcs h.cludmg the =

R
Crﬂatlon of the ﬁmg[e European market, t]luu. have oceurr ﬂd since the fiz sL

odii."m Wi s pubh hcd ‘ ] : 'LJ .

) Rcscarch sponsored hy Lhe Bmldmg, Rexearcn E-”labhnhmtm and

‘\‘\

’

undertaken by the Building Centre Trust av 1 \ ',u-x Insfitute for Advanced
Archilectural Slud-caphuwed that many 'nanufrlcturers in the -:-onslructmn '
industry underrated the importance of pr(mdmg good technical }
information in’promoting their ])roducts Comparatively few were aware
that BS 4940 ou.-;ted and some doubLed whether it could help them

To enconrage It‘i wider use, rhls edltmn 7 BS 4940 is issued in a dlfferem
form. It is’ pubhqhed as a ‘guide, divided into Lhree Parts, cach addressed
to a different category of réader. The, presentauon and graphics are . =
unlike those in other British ‘:;tandmrdq and are mhended to illustrate the

recommended principles.” P “ . B {
s

. BS 4940 applies particularly to technical information about produc/Ls and

services, However, much of the guidance will'be of use to those )
concerned with the pr eqentauon of other techmcal information for the..

,Lonbtruction mdustry

Goud Lcchmcal mfmmauou is u-.sentlal for the successful promotlon of
products and services and their proper 'u)pllcatlon Techmcal infermation
should be kept separate and, dlbngul%hed from purely advertlbmg
m.lLerlal It can then be presented Munctionally and its value mll be
increased (although some overiap between these two Lypes of miorlmtmn

. is inevitable). . . = =y

=ﬂ il

BS 4940 is not in any way mtended té lnhlhlL an orgamzalmn 5 J"reedom .

to establish a corporate image lor its pabllcauons Use of thie g guide
should ensure that technical 1nim mation in those publications is of good
quality, well structured an(l easy Lo retrieve, thus enhducmg thp value, of
the publications. : 5 41; i

- Compliance wnh a British Standard does not of ltseif con[‘er
_immunity from legal obllgatmns :

7

e Flhewdad!' 13
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1 Scope

L

[

i

i
N

This Part of BS 4940 gives guude.nic on the canted of 1echnical .
publicafions for products and services in the construction industry and on
the way the content is arranged. Tt lists the types of doc Giment that | may
be needed. from price list 10 handbook, and describes the content and
structure of cach type, with emphasis on the nnpnmm(c of pmwdmg., fu]ln
andacecurate information. :

This Part of BS 4840 is mlended for those ¢ oncerned with déc:dmg Lhe
content of technieal 1:1[‘0rn1.umn about. pmdugLs and services for the
‘comstruction industry. n]lhoui_,h it is writlen as a guide for preparing
prmt cd documents its recommendiiticns apply generally 1o other fnrms of
Iechnieal information® - J :

BS 4540 : Part 1 ]‘J(M IH mlended for lhosc w Im have overall Lo
ICH])')]'&‘slbIlﬂV for an organization’s publicalions policy; it deals \mh the
preparation of ihe Lriel for technical publications and with’ the '«

-: appointment-of a Froject Leader and Project Team to im plement the

brief. It aiso covers the mmmlssmnmg of te(hmcal writers and duﬂf,ncrbu

BS 4940 : Part 3% 1994 is intendetr for those mmerned with the =
presentation of technieal information. It therefore covers design
considerations such as lypng_.,raphv, fr'lphlcs and page layouls as well as
the details of anwork plep(u ation an d_bmdm.‘g., gmtlmd&

2 ﬁefore*lces R .

o fcr..m,csd -This P.u L ulBS” 494u incorporates; b} eference, 1)]()Vl‘§10l]§ from ‘nl‘lLle ic

editions of other publications. These Aormative refcn ences are cited at the
appropriate points in the text and the ublications are listed on page 29.
Subsequent amc,ndments to, or l(.\flbl(mb of,any of these puhl!muons :
appiy 10 this Part oI' B3S'1940 un]y when’ :n(}omo:alcd init.by amendmem
or revision,

hE

Infurmal.wc_ r(_i'crcnt.csh This Part of BS 4940 relers to oLher publlcauonb it provide miommlmn

or gmdance Editions of thése publications cur rent at the time of issue of

this standard are Tisted on page 29 buL refelencc should be nmde to the
latest editions. * L

teaat

3 Content structure and presentatmn

<

Wﬁen the’ phefened fo: m and type of information required his been
agreed (see table -1 of BS 4940 : Part T : 1994) those responsible f‘o: s g
" production ﬁlwuld consider the Lhree elements mvugcc! in Lhe

preparation of ‘technical’ documents. | A

& Content: the total number of wr 1tL<,n and \’lbll«)l clements whlch
make up.the information contained in any one document {see

A [

“clause 5). S S 0

e Structuie: the way inw hich this information i |s arranged, its
bt.quence ang mlenelauon whicl m.lku the document, e :c,y t
Y Y
undustdnd «md Lo search (bL‘C clause G).

s P eamrfrmrm ‘the visual expression of the cuntunt and st ucture,
by the use of typography and graphics, to produce an cf[eclwc and
: .mm(.twc document (sce BS 4940 : Part 3). T ;

4 Scope
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4 Choxce of document ,

It is essential to establish the target auchcm‘o at tho outset (for example
information user groups such as are huccl_v. pu;[‘ Crs or contractors) and
to understand the infurmatien user groum rcqunremem sa that the
relevant information can be prepa-'m "'Edf h- n)ulnwnt should bhe
addressed to identified mkmn'xuon user group-. =

The more proc:c-ely the purpme(s) of aﬂncumont can l)e cstablished, the
easier it will be to wrile, an*mgo and presont in a way that rg‘tders in the
identified information user groups wﬂl ﬁnd umvcnlent and’'easy to follow,

A variety of types of document ( (,atalt)guux prlce lists, ete.} are used for
producl, information. The choice wxll{]cpmrt wWainly upon Lhe range and
type of information to be mduded R g

Taple 1 sets out the leatures of a raJ'ge of cummnn]y used types of

. praduct document so that information provldx.r ca.n judge which type
of dncumem is.most appropriate. for a‘given” ']UI'DObe This list does
not:describe all possible document typos and arrangemernts butis 1 -
intended to encourage the adoptlor\ of parllculal terms for Lhe typt-.s of

document listed. ¢ o

; The type of doc_um__nt and its contf-nts w111 affect the way it'is stored dnd
used. The following issués need to be considered.

¢ A small document, such as. a data sheet (or a page ofa l()ose leaf : [;
catalogue), is more likely to be withdrawn from a generally, .
accessible office Ilbrary h\to an mdmdual & personal hbrary or
project £ les L s
A document that covers, several dissimnilar products or services
presents a problem in ah office where (e shelf order in ithe library
reflects a classnﬁcatlon systemt‘(see 5. 1) Either the document could
be filed according to 1Ls principal qubJeLL in wluch case subsidiary
subjects may, be\overlooxcd as they will not be in'the ('orlect shelf
order, or the whole docururr;t could be rer\r}oved from the ¢ cclassified
shelves and {iled separahely, with the risk LhaL its entire contem.‘a
- will be overhoked : ‘

-
o



http://www.avadocuments.com/doc/bs-4940-2-1994
http://www.avadocuments.com/doc/bs-4940-2-1994

BS 4940 : Part 2: 1994 Guide £ content and nrt—angr-m:-nl.

Table 1 Types of dociment

-~

Generictype - Purpose -;?,‘ Scope, Ceontuén}t‘mdpraenuﬂon . : B
: 1 G

Data . Technical and related . Smgle protuct o service {(or restricted range), o
sheet commercial information., s . Condensed information with simple illnstram{)ns lirked to
‘ . for inidial selection, - usein deﬂgn and specification; . ’
specification and design o ‘Concise presentnnon (usually no more than four A4” pages).

Information required by 'o Apphcanon of single product ‘of service (or range to wi'nch
law to ensure safety of the . - same conditions apply); o
product in normal use » Information on chemical hazards and packagmg,

- » 'Usually a single sheet, A4") or A52.

Technical information for v umted form of handbook for selected products or
specifiers and designers " services, or for specific applicatiohs;
= on the use of a pmd“?t Comprehensive information required by desiciiers and
i " specifiers, e.g. dxagrams, calculat:on, typical; specnﬁcmtlons
: and examples of ‘cost in use’ (but not pnce:‘,S
& 0 A4’5 may be loose leaf and may include data sheets.’

Catalogue  Primary technicaland Distinct range of products or services (e.g. all from one e , g
* sales docurent fosarange . ' manufacturer or all for one end use); = - o e
of products or setvices Essential information for selection, intended for a wide
range of readers}extenswely illustrated, may include a
price list;
e 441, may be loose leaf and may mciude data sheets

Handbook In—depth .technical . F‘ul] ra_nge of pmducts or Semeés .
information to suprort, . Comprehenswn coverage of technical data, demonstrates
the use of productsor’y - gepth of technical support 2nd design guidance. Includes
services (thisisthe = - detailed drawings examples of usé > and calculation and
most comprenensive - . Getails 6f advisory services;

document type) . A1) or A5?), may be loose leaf, 1llltzstrat10ns should _
N . . . preferably be to scale, bmdmgs should be durable,

Informazion on the . Singlé froduct or service (or rangé of prod‘ucts nsually
mstallqtl'on and/or . . installed as a sirzle assembly). If a roanual is prepared for
operation ofaproduct © '’ 3 range of products separate information should be given *
“. ¥ .. .for each product (or assembly of products);,
Information linked to delivery, unpackmg, stnrage
. handiing, installation, oneration and maintenance needs . _ )
with appropriate ﬂlustratloma, €.g. stages of installation. a
- May include information on ordering of replacement parts;
& A4D) or. A52), may be loose leaf, may contain’safety data
.. sheets, bmdmgs should be durable.

Price list Prices and reil d " Same range of products and services as the catalogue;
ordering and contr actual Comprehenswe purchasing information with o
information . L0 cress-reference to the catalogue, simple lllustratlons for

‘ ' ‘ ldenttﬁca!gon only; :
‘A4 “lsually without colour, may be avai]able to be bound
" intda tatalogue and as a separate publication.

Other Documents providing ‘s Single product or range of products or- spmces, spemfic e
documents technical information for .. - applications, specific problems;, - B
‘ ' specific purposes » e Information to supplement and éxpand oni other ducuments o
D . ‘ i described above, e.g, case studies coiour cards span
‘ L4 tables, testreports;. ., |- :
AdY), also ABY and other formats if dlsplay of mformatlon
' tmproved or, convemence for readers is mcreased

It A4 slmuld usadly be used in o portrail (wmt al} fornu n .LH(U(NITI(II[" in bindse: A {lmrmml.t[] forpeat do ok B convenionty inte
MOSt Storage alrangemenis,, -

2 AL format fits miore conveniently inlo a pm kol thiny A4 but. it should only e used lor lln(ulmm'e that will he extensively used on site,
A rabust binding that will Lie {1; L when opened and eomed paper will ssualiy be needed with (he ‘AR format.

vocu

6 Choice of document,

0192
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154940 : Pt 2: 1994 Guide to comtent and arrangement

o : 5

;5.1 Geperal information

Cr; ﬂmmn i |nlmm wion
LT wy

Ml

Thate e\ﬁ)llhli(':l[ic:n
s revision

gt

[
.‘\

Content of document
The content of all technical doc umem:, niay be ¢ nn«.ndr;-red in the
following categories. * .
General ’mewrmtii"Jn Thiq iﬂcludes commercial information,
date of publlcav(m and revisions, filing mfnrmauc:n and the
contents list. ~ ~ 7 ¢ C
- Technical mﬁnmmr(m (see 3. 2) ﬂ'hls includes text. tables and
o figures. iy o
lee full dogan +of the ‘organization, inc ]udmg the address of its offices,
manufacturing facilities and warehouses. Give details of any design or

+ .other advisory service. include brief titles and logotypes if the'

urganization is a member of a trade association or similar organization
{see table 3).

Give the menth and year of publication {or the date from which the:
information is valid) on the front of all documents. Keep the original date
relerence on a dd'cument that is reprinted without ¢hange of any kind.
Add the repnnt date if there are minor revisions which do not dfﬁ?('l the
Lechm(‘al information, such as a new frunt cover only.

mmple June1989 ‘ “.{
Relsswd.lam_ary 19;0 //

BT

When a dorumem is rcwsed include the date of runsmn below the

orlgmal

)

Ezampie: June 1989 R G
: S Remsed.lanuary 1990

o ' : ' w A
w oo P EENE o

W‘len a donumenr supersedea an earlier version state this below the date.

3 Ce

E‘xample Janualy 19050 Lot ‘ .
‘./ - Supersedes pubhcamon PH.4 y B

2

M B ‘ oo

Potential information users are more llkely to welcome and rem:n
technical publications about. products and services if they can be casily.
fitted into -commonly used filing systems. In the construction industry
most office filing sysLems are designed for A4 size publications arrdngtd
in aceordance with an accepted published fiiing system. o

Give Lhe filing references tsing one or more of the followmg syslems:

e the CI/SIB system, which is seL out in the C] /.SfB C'omh n"e lmn
' ‘mdewng mnual [1T;

the common a:rangement which i is seL out in the Common
arrangement of work sec!mm,-jc* bmtqu Tvorks [2]; dth()llE,l
not spemﬁcally recommended by its pubhq"\ers Tor library:
arrangement it is oﬂen used for this purpose, S

the UDC system, wlu h i set out in BY 1000[624] and f o
Bb 1000[69]; althou;,h the UDC syslem is ofteitused for an.mg,mg, )
books pamphlets and :auchct indexes in constmcllon industry
N blanes it is rarely used for Sling manuf‘acmrms pul)hc‘ltmns

;;,_ on productb and ‘n.nuces. PE :

we R

"The references qhuu]d be placed in the top right-hand corner r of the front

of the publication, together with the date .md any quahty or sdfcly m.ul\s-i
(sce annex A). :

Where manufactiirers’ publlmuons on products and services are filed
separately from ‘other publications, alphabetical filing, llslld]l.\ by

- manufacturer’s name, js sometimes adopted. This filing i ls .w.u.lcd ir llw

-
manufacturcr s name is IJnldly dlsplaye:! on the front ¢ nvvr {sce table .3)

> , - L Documents,__‘

Sarsimeal.aharing
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5.3 Sequence of information

ke ), .
o onktents ist

e ()’)I]lL‘l‘ilHll‘-L in each-(sce Fgme ).

-\ﬂ,

\».

:'r"

5.2 Tr(‘h:utal information

Aceuracy

.

Comprehensiveness

Conciseness

o Fables and figures

N

and headings

i) v
Inelude a contents list, where applicable, st the beginning ol every
docunent, Include a full list of contents at the beginning of large,
seetfonal documents and publications in ring binders and a full (or
abbreviated) list al the beginning of eaci secion. For a single publicalion j};

2 madde up of o or more separately boune volumes, |I1L|'ll(lc a Ml
&J

i

The Lnnlmm list wili show mw “the u)niulh hivve been subdivided. The

length and complexity will be related directly to the amount of subject
iTmatter in the docirnent, The briefest contents list should contain only

main headings.A. detailed contenis list iy include main headings,

- subheadings and Litles of tables and illustrations where applicable. A

separate 1|L.L0l'|llt| strations may be prelerred. 4 _—

M‘ll\t‘ the entries in the’ umlcnlh list exactly the' same as the hL.\(Iln;,s and
subheadings in lhe text. Include page rcteunccs against oq weh?_; my

o

"A contents list sllmlid nnt be confused with an IINIL\. Anindex is an
alphabetical list of the subjecls (.memcl with page,, seclion or other
references to énable information on subjects to hid e.mly found. An index
is usually at the end of a -mbhcmon A contents list is invariably at the
beginning ol a publication or b(.‘cll()!‘l and lists the headings in Lhe order in
which Lhcv occur, usually with |)'lg,c section and paragraph number.

The text should be dlal‘lcd with the following principles in mind,
VI]n sure that statements are nceurate and capabla of proof. Have

~ particular regard to current legal liability under trades description,

consumer protection and misleading advertisements legislation. State
dircetly that a product meets the statutory requirements. If it ¢cannot Le
claimed directiy that & product meets other non-statutory rcquuemcnlb,
make sure that lhele is no implication that ll. doces,

Give the readel al! the information relevant o the type of document

{see table 1) mcluchn&, any limitations such as restrictions on the use

of a product in specific conditions where problems or hazards ar c known
10 oceur. g

Use simple, direct and unambiguous language. Sentences shoul(l be
shorl. Avoid repetition and contradiclory statements, for example
statements in onc part of the docwnent that are contracicted or varied
in anuther part, Make sure that no statements arc made that could be
misleading. Define technical terms that may not. be understood,

{*Definitions for most construction ternts can be found in BS 6100.

The use ol tables and figures can clarify and reduce the amount of toxt.
They also help to locate information when searching,

To make reference and comparison easier, technieal information should,
wherever possible, be sel out to & commen model, The master list of
headings in table 2 and annex B provides this model. [L can be used as o
checklist 1o ensure that all relevant topics have been covered and thal
they are presented in the same sequence. When information is presenied
in o standurd sequence it s easier for the reader to find the information
quickly and to check whether a particular point is covered.

Supplementary materiai should be set out in the following ordey;
appendices or annexes;
relerences;
definitions:

v dnedex.

Appondjecs orannexes

Information may be put in an appendix or annes il it is an woplification
that is tho lengthy to include in the sain text withows seriously
interrupting the Now.

o
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