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Foreword

The preparation of this British Standard was entrusted to Technical Comimittee MS/A4. It
supersedes BS 7373:1991, which is withdrawmn.

The 1991 edition of this standard was developed from PD 6112:1967, which gave
guidance mainly on the preparation of manufacturing specifications. The 1998 edition
has a greatly expanded scope, covering the preparation of specifications across all
sectors of industry, commerce and the public sector. It applies to all technical, services,
software, production and design areas, and also recognizes the importance of
intellectual and other rights.

A British Standard does not purport to include all the necessary provisions of a
contract. Users of British Standards are responsible for their correct application.

Compliance with a British standard does not of itself confer immunity
from legal obligations

Summary of pages

This document comprises a front cover, an inside front cover, pages i and ii,
pages 1 to 16, an inside back cover and a back cover.

The BSI copyright notice displayed in this document indicates when the document was
last issued.
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Introduction

The object of this British Standard is to provide
guidance on the content, layout, preparation and
management of all types of specification.
Specifications are routinely used throughout the
manufacturing, construction, process and service
industries, commerce and in the public sector to
enable the implementation of products that satisfy an
expressed need. The requirements are usually
technical, commercial and legal and are applicable to
products, processes and services.

Use of the word “product” throughout this standard
applies to service, hardware, processed material and
software deliverables, or any combination thereof.

This standard is equally applicable to the
specification of a domestic refuse collection system
as it is to a store layout, a power station, a can of
soup, a file of machine code or a wheel nut.

The concepts and attributes of the product being
specified, together with any constraints, need to be
set out to the appropriate degree of detail. This
should enable the development, assessment,
implementation, operation, maintenance and ultimate
disposal of the product. Similar guidance may be
needed in the drafting of user manuals, instruction
books, or leaflets associated with products.

These purposes are best achieved within the
framework of a logical layout set out in an orderly
fashion.

Associated with the generation of specifications are
overall management considerations, including rights
to data, intellectual property, Hability to prospective
users and legislative consequences including health
and safety and the environment. Management duties
continue after publication of a specification and may
even persist after its withdrawal. These duties may
involve change management, product development
and the handling of disputes. Specifications are an
integral part of some standards and of contracts, and
the level of precision finally used should correspond
with these requirements,

1 Scope

This British Standard gives guidance on the layout
and preparation of specifications, and describes
systems for their management. It applies to
specifications used within industry, commerce and
the public sector.

The guidance is applicable to the specification of all
types of product.

2 Terms and definitions
For the purposes of this standard, the following
definitions apply.

NOTE Reference to definitions given in BS 7000-10,
BS EN IS0 8402 and BS EN ISO 16007 may also be useful.

2.1

performance specification

document that specifies requirements in terms of
features, characteristics, process conditions, limits
and exclusions defining the performance of the
product

NOTE A performance specification is sometimes referred to by
the alternative term *functional specification”.

2.2

product specification

document that prescribes the requirements that the
product needs to fulfil in order to conform to the
performance specification

NOTE 1 A product specification describes the features,
characteristics and properties of a product, and gives all the
information that is required to create it, including objective
evidence that the product is capable of conforming to the
performance specification.

NOTE 2 A product specification is sometimes referred to by the
alternative term “technical specification”.

2.3

descriptive specification

statement of the attributes of a product which
enables prospective users to establish its fitness for
use

24

general rule document

specification that is used as a reference in many
other applications

2.5

product

result of activities or processes

NOTE1 A produect may include service, hardware, processed
material, software or a combination thereof.

NOTE 2 A product can be tangible (e.g. assemblies or processed
materials) or intangible (e.g. kniowledge or concepts), or a
combination thereof.

NOTE 8 A product can be either intended (e.g. an offering to
customers) or unintended (e.g. a pollutant or unwanted effect).

[BS EN ISO 8402:1995, definition 1.4]

2.6

requirement

clause in a specification that details the attributes of
the product, process or service which are necessary
to achieve compliance

2.7

normative

necessary for compliance with a specification

3 Types of specification

3.1 General
Specifications are generally written for two
purposes:
a) to state unequivocally requirements concerning
the performance and technical attributes of a
product;
b) to give guidance on the process of making and
using a product.

© BSI 67-2001
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The requirements and guidance needed to define and
implement a product may be incorporated into one
document, or exist in a whole series of inter-related
documents. The approach taken is usually dictated
by the size and complexity of the product and the
precepts of the organization concerned. Figure 1
illustrates the relationship between the varicus kinds
of specification used during a typical product life
cycle.

3.2 Triggers

An outline of the proposed product to be specified
may be given in an initial brief that states the
customer’s key requirements, This initial brief may
be further developed into 4 business proposal,
project brief, design brief and, if necessary, a full
performance specification. These preliminary steps
should be taken during the project’'s concepiion and
feasibility phases, before any work on its
implementation is authcrized or started.

3.3 Requirements

A performance specification should state the
required attributes of the product, together with any
constraints, without giving a detailed technical
description. This information should then be used
during the implementation phase as the basis for
preparing a product specification that contains a full
technical description of the product.

A product specification may describe in detail a new
product designed to meet a particular customer's
requirement or general market requirement, or an
existing product. Such specifications may be used
for contractual purposes.

The product specification needs to give ail the
information required to realize the product and
provide objective evidence that the product
conforms to its performance specification (or, in the
absence of a performance specification, to the
client’s initial brief}.

Product specifications may also describe an existing
product to a prospective customer and may be
supplied in the form of a brochure, catalogue entry,
handbook or user manual. Such descriptive
specifications, when accepted by the customer, place
an onus on the supplier to provide a product that
conforms to the description; thus descriptions can
become firm requirements,

3.4 Processes

Process specifications (see Figure 23 should be
developed where necessary to give detailed guidance
on the technical and procedural aspects of product
mmplementation. They should be concerned with the
required output, invariably the delivery of a product
that conforms to the performance specification.

The specification of processes should be broad and
of a general nature, relying on internal and external
standards without necessarily making reference to
them. These specifications are often referred to
simply as procedures and should describe the way in
which a sel of interrelated resources and activities
transforms inputs into outputs.

3.5 Other types of specification

In addition to the generic specifications that are
defined in clause 2, a small selection of commonly
used kinds of specification and their purposes are
described in Figure 2, These may specify products
and/or processes; they may be prescriptive and/or
descriptive.

4 Presentation

4.1 General

The purpose of a specification is to convey
information, and the ease with which this is achieved
is influenced by the style of presentation. This clause
provides guidance on this essential aspect of
preparing specifications.

Guidance on the presentation of technical manuals is
given in BS 4884-3. Additional guidance on user
requirements for technical manuals is given in

BS 489092,

Rules that apply to the structure, drafting and
presentation of British Standard specifications are
given in BS 0-3. Similar rules relating to International
and European Standard specifications are given in
the ISO/IEC Directives, Part 3,

4.2 Level of detail

In most sectors there exists a protocol setting ot
the level of detail needed in a specification to
describe a product or process. The level of detail in
a specification usually depends on its intended use;
on the nature and value of the product or process
described; on health, safety and environmental
considerations; and on the degree of maturity of
standardization within the sector concerned.

The end product usually has an inherent unwritten
specification that is implied by industry standards
and commeon practice. However, if there is any doubt
about the supplier’s knowledge of industry standards
and common practice, the necessary extra detail
should be provided in the specification.

The intended use of the product should always be
stated in specifications, to enable:

a) reference to be made to relevant statutory
instruments and embargoes:;
b) users to be informed of the limits of application
of the product;
¢) evaluation of the product for fitness for
purpose.

4.3 Structure

4.3.1 Clarity

Requirements should be clearly stated and identified
so that conformity can be readily checked.

For ease of use, informative text such as
explanations should be in the form of concise notes
adjacent to, but distinct from, the relevant clauses.
More extensive informative text, such as detailed
guidance, should be put in annexes separate from
the requirements clauses.

@ BST (7-2001
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Primary inputs

Client's requirements
Corporate direction
Marke! research

Client's brief
Business proposal
Project and design brief

Statutory instruments

Corporate policy

Performance specification

Standards and reference
documents

|

|

|

|

|

|

|

. ) |
Directives and mandates |
|

|

|

|

|

|

|

|

|

Process specifications®
NOTE These may be separate
documents or part of the product
specification

Product specification

e.q.
Materials

| |
| |
| |
| |
| |
| |
| |
| |
Developed { :
I Manufacturing :
| |
| |
| |
] |
| |
| |
l |
| |

product

Inspection

Test
Identification/labelling
Packaging

Handiing

Process specifications®
NOTE These may be separate
documents or part of the product
apecification

Delivered product

e.g.
Technical
Logistics
Installation
Acceptance
Operation
Maintenance
Disposal

also

Advertising data
User manual
Service manual

delivery and

|

|

|

|

|

|

|

|

|

|

Product :
|

use :
|

|

|

|

|

|

|

2 See Figure 2.

Figure 1 — Order of use of specification types
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Primary purpose of the product that also gives essential instructions
concerning such matters as style, grade, performance, appearance,
characteristics, conditions of use, health and safety, packaging, conformity
assessment, reliability and maintainability.

%
4
%

&

AP Requirements that are to be incorporated in the product design, such as
& compliance with standards, processes and management systems.

of and discarding or otherwise dispensing with a product and any
[/ 0\9’9 associated waste or redundant materials.

i Process and precautions to be observed in withdrawing from service

Regquirements to ensure that the product can be moved and stored with
adequate protection from damage to itself, the environment, property
and people.

Process for examining the product to determine its conformity with
requirements given in the product specification.

Process and detailed procedures for installing the product, including, if
necessary, unpacking, preparation, assembly, commissioning, testing
and hand-over to the customer.

Process and detailed procedures for the routine, preventive and
corrective maintenance needed to keep the product operating in
accordance with its performance specification.

Constituents of the product, including raw materials, finished components
and all other items required for its construction.

Process and detailed procedures for bringing the product into use and then
operating and maintaining it so that the requirements of the performance
specification are fulfilled throughout its life cycle.

Methods and logistics of creating the product, including the materials,
equipment, physical conditions, facilities, personnel, procedures and
sequence of activities that contribute to the delivery of an end product
that conforms to its specification.

'—

Lo/

Criteria that need to be met before the product is handed over to the
77 P&ce customer.

'_

p

Process and detailed procedures for testing the product, including, if
necessary, the criteria for assessing the test results for compliance with the
acceptance and/or performance specifications.

Figure 2 — Some types of specification
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It is sometimes preferable to place normative text
such. as detailed test methods in annexes, to avoid
cluttering the requirements in the main body of the
document. (See 5.10.)

4.3.2 Standard structure

The layout and structure of a specification should
conform to a standard format that the user can
recognize (see clause 5 and Table 1 for a suggested
format),

Formats of national, European and international
standards may be adopted, for example as in this
British Standard (see BS 0-3).

4.3.3 Clause numbering

Numbering systems should be kept as simple as
possible and should be consistent throughout the
specification (see BS 5848),

4.3.4 Specialized text and illustration

A specification sometimes includes numerical
statements, algebraic equations, drawings, graphics,
charts, tables and methods of computation. These
should be compiled using standard notation and
layout, as in national, European, international or
internal company standards. See BS 6775 and

BS 5555 for requirements for the use of SI quantities,
units and symbols,

4.4 Text

4.4.1 General

Clarity of text is essential. Double or hidden
meanings should be eliminated, technical terms

should be referenced or defined and the final text
should be capable of inclusion in a confract.

4.4.2 Language

Where there are several categories of user, the
specification should be divided to form a family,
each part being addressed to a particular specialized
category of user and all being mutually consistent
and, where necessary, cross-referenced.

Many specifications are used by persons for whom
English is not a first language and the text should
therefore be simple, direct and easily translatable. It
should avoid colloguialisms and jargon with which
the user may be unfamiliar. Graphics should be used
to convey information which is difficult to express
clearly in text,

Translation should be undertaken by a person whose
first language is the target language. If there is any
dispute over interpretation, the original language
version of a specification should take precedence.

4.4.3 Requirements and guidance clauses
The recommended convention for use of the words
“should”, “shall”, “must” and “will” is as follows.
a) “should” is used for guidance clauses where no
requirement is intended.
b) “shall” is used where a requirement is intended.
¢) “must” and “will” should be avoided. (Use of
these words is confined to statutory obligations.)
NOTE This convention is consistent with BS 0-3:1997, 6.3.3.

4,44 Terminology

Specifications are written for use by a variety of
people. The technical level of the content may
dictate the style to be adopted, but the group for
whoim the document is to be written should be a
major consideration.

The terminology used should be appropriate to the
subject and the comprehension of the user.

A specification written for use by members of a
discrete profession would be expected to contain the
terminology associated with that profession. A
similar specification written for use by the consumer
or user of a product should avoid highly technical
terminology, Where appropriate, graphics such as
diagrams, charts, illustrations and pictograms should
be used.

Consigtent terminology should be used throughout
the specification and the use of synonyms should be
avoided. Consistency between all specifications
within the same series should be ensured.

Terms or units which could be misinterpreted or
which are highly technical should be defined.

Terms that are used in a special sense for the
purpose of a particular specification should be
defined. Acronyms, no matter how well known to
the author, should be avoided as far as possible. If
acronyms are unavoidable, they should be preceded,
at their first occurrence in the text, by the words
that they represent, spelt in full.

Preference should be given to using recognized
standard terms in specifications. National, European
and international standard vocabularies exist for a
wide range of specialist and general terminology. A
comprehensive list of subjects for which British
Standard vocabularies exist is given in annex A,

5 Content and preparation

5.1 General

The preparation of a specification is an iterative
process and although the content of each type of
specification may be different, the manner in which
the information is ordered and described should
where possible follow a similar pattern. Before work
starts on preparation of a specification, it is
recommended that the following be done:

a) establish the objectives of the specification and

identify prospective users;

b) establish whether specifications exist that

contain the same information;

¢} set out a format for the specification, which

should include the structure of all clauses,

The first task should be to establish the objectives,
and a review of these objectives is recommended
when the specification has been completed.

© BSI 07-2001
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In 5.2 to 5.12, guidance is given on the content and
preparation of each part of the recommended
structure shown in Table 1.

Guidance on the content of technical manuals is
given in BS 4884-2,

Table 2 lists typical elements forming the subject
matter of a specification.

5.2 Identification

The specification should be given a unique title and
reference number, It should clearly state its
authority, security designation, issue number and
date.

5.3 Circulation

A list of the holders of controlled copies of the
specification should be given. Recipients of
uncontrolled copies or portions of the specification
should also be listed. :

5.4 Contents

The contents list should guide the user to the
subjects and topics included in the specification,
When drawing up the contents it may be useful to
compare it with the original checklist.

5.6 Foreword

A foreword should describe the reason for, or the
circumstances under which, the specification was
prepared. A foreword is recommended only if it is
helpful to the understanding of the specification or
its status. It is not essential

5.6 Introduction

If an introduction is to be included, it should state
the objectives of the specification (see 5.1), together
with a brief sumnmary of its technical contents.

5.7 Scope

The scope clause defines the extent and limitations
of the subject matter of the specification. It should
identify inclusions, exclusions, applications, limits,
ranges and any other relevant restrictions, so that
the specification’s usefulness and significance can be
readily understood and any misinterpretations
prevented. SBuch statements should be concise and
complete,

5.8 References

Reference may be made to a national, European,
international or recognized industry standard. It may
also be appropriate to refer to a company standard
or specification, or to that of a client, which achieves
the same or related objectives, Such references may
be made in the body of the specification and should
be listed in the bibliography (see 5.12).

The policy regarding the use of references should be
stated. References which are mandatory and form
part of the requirements (normative) should be
distinguished from those which are simply for
guidance (informative). References may be made to
specific dated issues of documents, or to the latest
available issue. If, however, a particular clause,
figure or table is referenced, the date of the
document should always be quoted.

Table 1 — Checklist of main items

Item Content

Identification Title, reference number, authority, designation, issue number and date
Circulation Distribution list of the specification

Contents List of parts, clauses, illustrations and annexes

Foreword Reasons for writing the specification

Introduction Summary of contents and technical aspects of objectives

Scope Range of objectives/content

References Statement of policy regarding reference documents

Definitions Terms used with special meanings in the text (see 4.3.4)

Main body of the

specification Requirements, guidance and methods

Annexes Additional detailed technical information and examples

Index Alphabetical index

Bibliography Details of internal and external standards and publications referred to in the

specification

6 @ BSI 07-2001
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Table 2 — Typical elements of a specification

Velocity and acceleration
Working space

Performance
Function Material Dependability

Capacity Appearance Availability
Efficiency and effectiveness Colour Disposal
Lifespan Conductivity Level of service
Mass Density Life cycle costs
Scope and range Ductility Logistical support
Size and shape Elasticity Maintainability
Strength Hardness Modification
Utilization Phases Redundancy
Velocity Purity Refurbishment

Recycling content and potential Reliability

Strength

Texture

Viscosity

Location
Environment Ergonomics and aesthetics Interface

Access Accessibility Accessibility
Air-and water flow Colour Compatibility
Altitude and depth Controls and displays Configuration
Corrosion Custom and culture Custom and culture
Erosion Tumination Emissions
Force Mass Heat input and output
Mass Noise, vibration and shock Interchangeability
Noise, vibration and shock Operating force Local utilities
Pollution Signs and instructions Redundancy
Precipitation Size and shape Security
Pressure Taste and smell Size and shape
Radiation Temperature Use and abuse tolerance
Relative humidity Texture Visibility
Subsidence Transportability
Temperature Visual impact

Acquisition and operation

Programme of activities
Range and scope
Transportation and storage
Unit cost

Location and facilities
Skills and experience

Staff selection

Tools and equipment

Cost and timing Training Safety
Availability Custom and culture Accessibility
Customer support Documentation Custom and culture
Installation and commissioning Education Tmissions
Life cycle costs Evaluation Ergonomics
Marketing and sales factors Language Guards and barriers

Health

Protective clothing
Security

Signs and instructions
Tools and equipment
Testing and auditing

NOTE The lists given in this table are not exhaustive.

© BSI 07-2001




BS 7373-1:2001

D ———

5.9 Body of the specification

5.9.1 Performance

The attributes of performance are concerned directly
with the product that is the subject of the
specification and should describe its ability in terms
of function and appearance. Attributes should be
bounded by specified ranges or limits where
necessary. If the product is intended to be used in a
specific application, the performance specification
should give details of that application; for example:
“this tubing is for use in a superheater”.

Some elements of performance are as follows:

a} functions: ability, capacity or sirength needed to
suit its purpose;

b) appearance: shape, colour and texture;
¢} reliability: durability and time dependence;
d) guarantees and liabilities.

5.9.2 Location

5.9.2.1 Effect of location

A product is used (or performs) in a predetermined
environment that is usvally defined by its physical
location.

5.9.2.2 Environmental conditions

A list of climatic, environmental and aesthetic
elements is given in Table 2 under the heading of
“Location”. Many of the commonly occurring
conditions overlap or are interchangeable, or
emphasize a particular element of performance; but
all these aspects should be considered,

5.9.2.3 Compatibility

Compatibility is the ability of the product to
interface with other products or to exist with them.
Compatibility of parts is important in the concept of
interchangeability where, in maintenance, servicing
or repair work, failed items can be replaced from
more than one source.

5.9.2.4 Corrosion and degradation

The circumstances in which the product is used
should be taken into account. Deterioration can
result from effects such as climatic conditions, mode
of operation and contact with other products,
materials and organisms.

5.9.2.5 Huwman inlerface

Ergonomic factors may need to be specified with
regard to the way in which a product should be
operated and serviced in a safe, effective and
efficient manner.

5.9.3 Acquisition and eperation

Some elements of a specification are dependent on
the user of the product. The following should be
considered.

a) Documentation should provide sufficient and
precise information for the user.

b) Maintenance should cover routine and
preventive maintenance that can be completed by
people using the facilities available locally. It
should also include any major maintenance that
may involve bringing in specialists or the removal
of items to a more suitable location. The
maintenance intervals should be specified.

c) Installation should cover instructions or
guidance on siting, setting-up, commissioning and
formal hand-over of the product to the customer.
Consideration should be given to identifying the
existing resources and any specialist skills, tools
and equipment needed to complete the operation.
If the product is abnormally large or heavy, the
method of transport to its installation site should
be specified.

d) Logistics should cover the geographical
location, access and availability of resources,
facilities and services. Supplies need to be
specified and made available in sufficient
quantities at the right place and time to support
the product,

¢) Packaging and labelling necessary to protect the
product, the public and the environment should be
adequate for transportation to the final destination
and, if necessary, for storage for a defined or
undefined period with or without additional
protection. Packaging may be retained for re-use
or be disposable.

[) Health and safety requirements need to be
adequate. Reference should be made to national
and local legislation and regulations. BS 8800 gives
guidance on occupational health and safety.

NOTE Many of these elements can be considered under different
groups, as they interact (see Table 2).

5.9.4 Quality assurance elements

BS EN ISO 9001 provides an internationally
recognized quality assurance model that sets out
management systems requirements that are relevant
to the preparation and use of specifications.

The attributes listed in specifications, where
possible, should be defined in objective or
quantitative terms such that the product’s conformity
to the specification can be confirmed by direct
measurement. The limits of acceptance should be
defined. Where measurements can vary according to
the method used, the preferred method should be
stated.

Where conformity can only be demonstrated by
statistical or analytical methods, this should be
aclmowledged. The level of accuracy and confidence
should then be specified. (See BS 2846-1 for
information on statistical techniques.)

Subjective or non-verifiable attributes should not be
included in a specification as requirements, but may
be attached for guidance. When the combination of

attributes can only be confirmed by a series of tests
or by field trials, the requirements for such tests or

trials should be included in the specification.

© BSI 07-2001
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Normally, attributes are confirmed by the following
types of test:

a) inspection (measurement);

b) performance {trial);

c) environmental {(controlled area);
d) reliability (time related).

5.9.5 Legislation, health and sajfety

The performance or use of the product may be
subject to national, European or international
regulatory legislation, The specification should
enumerate and specify the following aspects:

a) health and safety of the user, operator or third
parties;
b) effect on ecology and the environment;

c¢) legislation specific to use, possession, or
disposal of the product;

d) use by disabled people;
e} any adverse impacts on society.

NOTE The specification may take into account the insurability of
the product.

5.10 Annexes

Annexes should be used when large quantities of
detailed technical information need to be included in
a specification for reference purposes. Annex A of
this standard is an example. They may also be used
to accommodate normative material such as test
methods which would unduly clutter the main body
of the document,

The specification may contain one or more annexes,
Such annexes may state requirements or verification
procedures (normative annexes), or they may provide
information or guidance (informative annexes). The
main body of the specification should always include
at least one reference to each annex. Annexes should
be placed in order of reference and clearly marked as
either “normative” or “informative”.

5.11 Index

An index should be provided for large or multi-part
specifications. (See BS ISO 999.)

5.12 Bibliography
A list of all the documents referred to within the
specification should be included at the end of the

document. The bibliography should be divided into
normative and informative sections.

For references to internal or external standards,
their identification number, date of issue, revision
number and title should be gquoted in the
bibliography. For references to other publications,
the title, author, publisher, year of publication and
edition number should be quoted.

NOTE Undated references imply that the latest issue applies.
(See 5.8.)

6 Management of specifications

6.1 General

This clause gives guidance on two distinct
management responsibilities related to the
publication of specifications. The first is associated
with their preparation and is to ensure that they
represent policy and that data are protected. The
second responsibility commences with issue of the
specification and continues throughout its life. It
embraces such activities as issue, distribution,
change, protection and, finally, cancellation.

6.2 Policy

The manager(s) with overall authority for the
organization should establish and maintain policies
for the preparation and contrel of specifications,
including aspects such as format, level of
authorization, confidentiality, copyright, right of
usage, change procedure and disposal of superseded
documents.

6.3 Security

Specifications are sometimes restricted in

circulation, for reasons such as the following:
a) patent, copyright or trademark protection;
b) protection of customer’s information;

c) financial, technical and commercial
confidentiality;
d) national or organizational security.
Procedures for security in these cases should be
carefully prepared and strictly enforced. The storage

of such specifications should be appropriately
secure,

6.4 Management of specifications during
preparation

6.4.1 Related documents, references and
duplication

Before starting to prepare a specification, it is
advisable to search for existing documents that
might serve the same purpose, either in part or in
whole. The following types of publication may be
relevant to the proposed specification;

a) the organization’s internal specifications;
b) general rule documents;
¢) national, European and international standards;

d) standards issued by professional, industrial,

commercial and public sector bodies;

e) journals, catalogues and learned papers;

1} statutory instruments, conditions of contract

and other legal conditions;

g) specifications issued by prospective purchasers

or specifications of other organizations.
Even if a suitable document is not found, some of
the information obtained may be relevant to the
proposed specification and should be referenced or
incorporated as necessary,
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6.4.2 Drafting procedures

The sequence of the work in drafting a specification
may not correspond to the order in which the
specification is presented. (See Table 1 for a
suggested order of presentation.) A six-stage
procedure for drafting a typical specification is given
in Figure 3. This procedure is iterative, but for clarity
the feedback lines are omitted in the figure.

6.4.3 Authorization for issue

The completed specification should be checked for
accuracy and suitability for issue by a person who
was not involved in its preparation, but who is
conversant with the subject,

After this initial checking stage, the specification
should be formally authorized (signed and dated) by
all interested parties for issue and use. These parties
may include, for example, the customer, executives
who are responsible for designing, producing and
marketing the product, and, where appropriate, legal
advisers and the chief executive.

6.5 Management of issued specifications

6.5.1 Primary identification

Each specification should be given an identifying
code, title and issue number. The code should
identify the class of subject matter or the objectives
of the document, to facilitate classification in a
library. It should alsc permit quick reference and
traceability.

NOTE A subset of the Dewey Universal Decimal Classification is
recommended as a starting point.

6.5.2 Availability and storage

Copies of the specification should be recorded,
stored and controlled so that they are directly
available to all authorized users.

Most organizations use and store other crganizations’
specifications. One approach to the storage of a
variety of external specifications is to classify them
on receipt, giving them internal codes, so that they
can be traced.

6.5.3 Review

All specifications should be reviewed at regular
intervals and amended as necessary. The interval
between each review should not exceed 5 years,

6.5.4 Change management and disposal

It is essential to record, monitor and control the
issue of specifications, so that all users can be made
aware of changes when they occur. A formal change
management procedure should be used, Further
guidance on change management is given in

BS EN ISO 10007,

A copy of each issue of the specification should be
permanently archived, together with any information
concerning modifications. Reference to archived
specifications may be necessary at any time in the
future, for example, as evidence in dispuies and
litigation.

All obsolete specifications in circulation should be
retrieved to prevent their continued use, It may also
be necessary to destroy these copies for security
reasons.

Establish
Establish Research and check Write Confirm Authorize
chjectives existing work definitions introduction title (6.4.3)
(5.1) (6.4.1) and (5.6 (5.2)
requirements
(4.4.4)
Plan Draft main Finali i
Draft specification dv of 12& Technical Publish and
m|  scope and write body of annexes, and editorial disibute | gme
6.7 checklist specification requirements, review (6.5.2)
3.1) (6.9 definitions (6.4.3)
: {5.10)
Set limits Identify Draft Wiite Finalize Allocate code
of range related illustrations foreword contents list and issue
(5.7 specifications (4.3.4) (5.5} (5.'4) numbers
(5.8) and index (6.5.1)
(5.11)
Figure 3 — Stages in the preparation of a specification
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Annex A (informative)

Alphabetical index of British Standard vocabularies
Given below is a list of published British Standard vocabularies.

NOTE 1 Where the number of the British Standard is prefixed by the letters BS AU or BS MA, the standard is part of the Automobile or

Marine series respectively.

NOTE 2 Where the number is prefixed by the letters PD or DD rather than BS, the product is a Published Document or a Draft for
Development respectively. These documents do not have the status of a British Standard and are issued for information or provisional

use subject to technical development that may eventually lead to the publication of standards.
NOTE 3 A hyphenated nurmber denotes a separate Part of the quoted British Standard.

Subject

adhesives industry

aeronautical and astronautical terms
agricultural machinery and implements
air cargo and ground equipment

air gauging

air quality

aircraft electrical cables and harnesses
aluminium industry

anaesthesiology

aitomatic controlling and regulating systems
automatic steam traps

bank telecommunications, fund transfer messages
bedding, upholstery and other domestic articles
black tea

building and civil engineering

burning behaviour, textiles

calculators

caravans

cereals and cereal products

chain saws

cinematography

coal preparation

coffee and coffee products
compressors, pneumatic tools and preparation
computer assisted publishing
construction and civil engineering
co-ordinate measuring machines
copper and copper alloys
corrosion of metals and alloys
crop protection equipment

cycles

cylindrical screw threads

1) Obsolescent.

British Standard
(or other BSI publication)
BS 6138

BS 185

BS 2468

BS M83

BS 4358

BS 6069-2

BS G258

BS EN 23134-14
BS EN ISO 4135
BS 1523

BS 6023

BS EN 27082-1
BS 20051

BS 6325

BS 6100

BS 6373

BS 54784
BS 5264
BS 5939
BS 6516-1
BS IS0 4246
BS 3662
BS 5466
BS 5701
DD 179
BS 6100
BS 6808-1
BS 6931
BS 6918
BS 6355
BS 61024
BS 6528
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e, e

Subject

data processing

defects in knitted fabrics

dentistry

design management

diagnostic systems for road vehicles
dictation equipment

dimensicnal co-ordination in shipbuilding
disinfectants

distirbances in electricity supply caused by household appliances
document copying machines
documentation

dredgers

dry cleaning machines, operation and baths
duplicators

earth-moving machinery

earth-moving machinery, availability

earth-moving machinery, operator enclosure environment
electrical installations for open-cast mines and quarries

electrotechnical, power, telecommunication, electronics, lighting
and colour terms

envelopes
eye protection

fabrics, textile fibres, yarns and processes
feathers or down for fillings

ferrous products, heat treatment terms
fertilizers

fibre ropes and cordage

fire

fire tests, electromechanical products
fishing nets

flat warp lknitting machines

flow measurement in closed conduits
freight containers

fuel injection equipment for diesel engines

gas chromatography

gas cleaning equipment

gas industry

gears

glass containers, manufacture
glass industry

hearing aids
industrial furnaces

industrial robots
industrial screening

13 Obsolescent.

British Standard
(or other BSI publication)

BS ISO 2382
BS 7343

BS EN ISO 1942
BS 7000-10

BS AU 206-1

BS 37381

BS MA 13U

BS 5283

BS 5406-1

BS 54794

BS 5408

BS 7473

BS ISO 8229

BS 5479-3

BS 6914

BS 6913-7
BS 6012-22.1
BS 6207-1

BS 4727
BS 6456
BS 6967

BS 6189

PD 6522

BS EN 10052
BS 5B51-1.2
BS 3724

BS 4422

BS EN 606954
BS 4440

BS ISO 8640
BS EN 24006
BS 3061-14
BS AU 260

BS 3282
BS 6202
BS 1179
BS 2519
BS IS0 7348
BS 3447

BS 6083-11

BS 4642
BS EN IS0 8373
BS 7410

12
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#

Subject

internal defects in castings

fron ores

irrigation schemes, planning, design and installation
knitting

laboratory apparatus

lasers

leather terms

leisure accommodation vehicles

lighting columns

liquid flow measurement in open channels
load restraint systems

loaders for earth-moving

machine tool ball screws

machinery safety

magnetic compasses and binnacles

mail processing machines

management services

man-made fibres

masses and dimensions of caravans
materials handling equiprnent

mechanical balancing of rotating machinery
mechanical structures for electronic equipment
mechanical vibration and shock

medical radiology

metal containers

metrology

mica

micrographics

MiCroprecessors

milking installations

mining terms

noise emission values of machinery and equipment (statistical methods)
non-destructive testing

nuclear science and technology

numerical control

offset lithography

open-end spinning machines

open systems interconnection

operational research

ophthalmic lenses and spectacle frames
optical coatings for insiruments

optics and optical instruments

optical instruments, envirormental testing
ostomy collection bags

British Standard
(or other BSI publication)

BS 2737
BS ISO 11323
BS 7562-1

BSISO 4921

BS 6711

BS EN IS0 11145
BS 2780

BS 6760

BS 5649-1

BS 3680-1

BS 5750

BS 6685

BS 6101-3
DD ENV 1070
BS MA 24
BS 6191

BS 3138

B5 4816

BS AT 192
BS 3810

BS 3851

BS 7728

BS 301b

BS 6641

BS EN 20090

BS 5233
PD 6461-2

BS EN 60371-1
BS 6054

BS 7238

BS 5545-1

BS 3618

BS 6805-1
BS 3683

BS 3465

BS IS0 2806

BS 4277

BS 6383

BS IS0 2382-26
BS 7802

BS 3621

BS IS0 9211-1
BS IS0 9334

BS 71271
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Subject British Standard
(or other BSI publication)
packages of yarns and intermediate textile products BS 6278
packaging BS 3130
paint and related terms BS 2016
paints and varnishes BSEN 97
paliets BS 6637
paper, paper pulp and board BS 3203
parachutes BS F140
particulate materials BS 2065
performance, optical devices and systems BS 5109
petrographic analysis of bituminous coal and anthracite BS 6127-1
photographic chemicals for silver halide based materials BSISO 5989
piston rings, reciprocating internal combustion engines BS 6341-6-1
plastering, rendering and floor screeding BS 6100-6-6.1
BS 6100-6-6.2
plastics BSISO 472
plastics terms BS 17655
plywood BS 6566-2
pneumatic conveying
pneumatic tools BS 7086
powder metallurgy BS 5600-1.2
power presses, open front mechanical BS 4184
pressure equipment BS EN 764
pressure gauges BS EN 472
production planning and control BS 51
project network techniques BS 4336
prosthetics and orthotics BS 7313-1
protective relay BS 142-1.1
pulse techniques and apparatus BS 5696-1
quality and quality assurance BS 4778-3.2
BS EN IS0 8402
radiological flaw detection BS 36833
reciprocating internal combustion engines BS 5676
BS 7016
reference materials PD 6532-1
refractory materials BS 3446
refrigerated display cabinets BSEN441-1
refrigeration, heating, ventilating and air conditioning BS 5643
respiratory protective devices BS EN 132
rheology BS 5168
road vehicle collisions BS AU 191
road vehicle dynamics and road helding ability BS AU 244
road vehicle lighting and light signalling BS AU 23
rollers BS 7442
rolling bearing tolerances BS 6107-1
rolling bearings BS 6560
rotary shaft lip seals BS 1399-3
roundness measurement BS 3720-1
rubber BS 3568
14 © BSI 07-2001
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e

Subject

sacks

safety of machinery for building construction
sanitation

sensory analysis (of food)

sewing machines, household

ships’ deck machinery

ships’ serew propellers

ships' windows and side scuttles

gieves and sieving

single point cutting tools

soil quality

solid fuel burning equipment

solid mineral fuels

sound system. equipment

spectacles measurement

spectacle frames

spherical plain bearings

stairs

standardization and conformity assessment
statistics

surface roughness

surfactants

surgical implants

surveying, measurement and setting out

technical product documentation

telecontrol equipment and systems
terotechnology

textile conditioning, testing and mass determination
textile finishing machines

textile fabrics, fibres, yarns and processes
textile floor coverings

textile machinery and accessories

textiles, non-woven

textile twisting machinery

thermal insulation

thermal insulation, heat transfer by radiation
thermal insulation, heat transfer, materials
thermal insulation, mass transfer

timber preservation

tobacco

tools and equipment for live working

torque for threaded fasteners

typewriters

urine absorbing aids
urine collection bags

value analysis and functional analysis
valves
volumetric apparatus

British Standard
(or other BSI publication)

BS EN 26690
BS EN 26927
B5 4118

BS 5098

BS 6131

BS MA 30
BS MA 86
BS 7466

BS 7694

BS 1296-2
BS 7755-1
BS 1846

BS 3323

BS 6840-2
BS 3199

BS EN ISO 7998
BS b983-6
BS 5678-1
BS EN 45020
BS 5632

BS 6741

BS EN ISO 862
BS 6324

BS 6953

BS EN IS0 10209
BS 7404-1.3

BS 3811

BS 1051

BS ISO 1605

BS 6189

BS 6667

BS 5399

BSISO 11224
BS 1051

BS 35633

BS EN IS0 9288
BS EN 150 9251
BS EN IS0 9346
BS 4261

BS 7680

BS EN 60743
BS 7776

BS 24814

BS 7710
BS 7126-1

BS EN 11325
BS EN 736
BS 7653-1
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Subject

wall coverings in roll form

water cooling towers

water quality

weaves

weaving machinery

welding, brazing and thermal cutting
wheelchairs

wideband cabled distribution systems
wood preservation

woven fabrics, defects
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