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By	successfully	completing	this	course	you	will	be	able	to:	

§ Correctly	write	an	introduction	and	scope	for	a	standard,

§ Use	the	correct	provisions,

§ Recognize	referencing	notation,

§ Define	terms	and	definitions,	and

§ Draw	figures,	tables,	and	formulas.

Learning	Objectives	
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Directives and more
§ ISO/IEC	Directives,	Part	2,	current
https://www.iso.org/sites/directives/current/
part2/index.xhtml

§ ISO	House	Style
https://www.iso.org/ISO-house-style.html

§ ISO.org website	|	Taking	part	|	Resources	|
Drafting	standards
https://www.iso.org/home.html
https://www.iso.org/drafting-standards.html

Drawing activities
§ Templates	for	drawing	files
https://www.iso.org/iso-templates.html

§ Requirements	and	guidelines	for	the	submission	
of	drafts	to	ISO/CS

§ DRG	Directives

Training material

ISO/TC 184/SC 4/QC WORKSHOP, Nagasaki, October 2025

https://committee.iso.org/sites/tc184sc4/home/quality-committee.html

https://www.iso.org/sites/directives/current/part2/index.xhtml
https://www.iso.org/sites/directives/current/part2/index.xhtml
https://www.iso.org/ISO-house-style.html
https://www.iso.org/ISO-house-style.html
https://www.iso.org/ISO-house-style.html
https://www.iso.org/ISO-house-style.html
https://www.iso.org/ISO-house-style.html
https://www.iso.org/home.html
https://www.iso.org/drafting-standards.html
https://www.iso.org/drafting-standards.html
https://www.iso.org/drafting-standards.html
https://www.iso.org/home.isoDocumentsDownload.do?t=PH_DdnRynyG2mnhxTdRgBK7j2MMsWlGmEYS5jNMK-jBLpuNyJ7CINk8dN-GKkBA5&CSRFTOKEN=97HU-NM9E-RUIB-9OVS-JGXC-TC34-LQQK-J9NH
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https://www.iso.org/home.isoDocumentsDownload.do?t=B97mphuEqSP77WOjHJNmVWGBX4NZYSBUTaOa8qeBYoyj2jIZ3j3ix5_3wHTYn3GR&CSRFTOKEN=97HU-NM9E-RUIB-9OVS-JGXC-TC34-LQQK-J9NH
https://www.iso.org/home.isoDocumentsDownload.do?t=B97mphuEqSP77WOjHJNmVWGBX4NZYSBUTaOa8qeBYoyj2jIZ3j3ix5_3wHTYn3GR&CSRFTOKEN=97HU-NM9E-RUIB-9OVS-JGXC-TC34-LQQK-J9NH


Templates	for	drawing	files
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Why adding a Figure?

Figures	are	a	graphical	
means	of	representation	
used	when	they	are	the	most	
efficient	means	of	
presenting	information	in	an	
easily	comprehensible	form.



Drafting 
Figures, a 

difficult activity 
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What	we	name	“Figure”	is

Figure	1	— Nagasaki	skyline

1

Key
1	Megane	Bridge
2	Oura	Church

the	graphic,	the	key	and	the	title	combined.

part of the document file Only graphics should be submitted 

2



What is at 
stake?

§creating	a	Figure	that	is	simply	
defining	a	complex	thing	and	
making	your	document	clear,	
unambigous and	fully	
understandable,

§producing	correct	revisable	
graphics	files,

§avoiding	document	going	back	
and	forth	with	ISO/CS.
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Warning to project leaders

§ In	case	of	a	revision	of	a	document,	please	remember	to	download	the	
Graphics	processed	by	ISO/CS	files from	the	ISO	Projects	page	of	the	
previous	edition	or	other	document.

§Do	not	hesitate	to	contact	your	Editorial	Manager	(EM)	if	you	are	facing	
issues	editing	the	graphics.
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Labelled	photograph

Technical	drawing
Graph

Illustration

Photograph

Screenshot

Graphical	symbol

Diagram

Chart

Graph

Designation

Form	(ideally	in	Word)

Graphic types
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Graphic creation

§ Create	the	graphics	in	a	vector	drawing	program.
§ AutoCAD,	Illustrator,	Inkscape,	PowerPoint,	Word,	etc.	

§ Ensure	the	elements	are	separate,	and	the	text	is	editable.

§ Follow	the	DRG	Directives.

§ Use	the	available	drawing	templates

§ In	order	to facilitate	the	automated	production	processes,	please	name	figure	files	according	
to	the	following	conventions:	
standard	number	(with	partNumber if	any),	followed	by	“_”,	followed	by	edition	number	
(prefixed	with	“ed”)	,	followed	by	figure	number	(prefixed	with	“fig”),	followed	by	the	
extension	(including	the	dot).

12345-1_ed1fig1.dwg								

https://www.iso.org/home.isoDocumentsDownload.do?t=B97mphuEqSP77WOjHJNmVWGBX4NZYSBUTaOa8qeBYoyj2jIZ3j3ix5_3wHTYn3GR&CSRFTOKEN=E2C2-1M2P-F7DC-OB03-ZWPO-W9Q2-U2NY-P2QY
https://www.iso.org/iso-templates.html
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Figures

§ Figures	are	a	graphical	means	of	representation	used	when	they	are	the	most	
efficient	means	of	presenting	information	in	an	easily	comprehensible	form.

§ Photographs	and	other	media	may	be	used	if	it	is	not	possible	to	represent	the	
concept	as	a	line	drawing.

§ Provide	a	concise	figure	title.

§ Figures	shall	be	designated	“Figure”	and	numbered	with	Arabic	numerals,	
beginning	with	1.	A	single	figure	shall	be	designated	“Figure 1”.	

§ The	numbering	shall	be	continuous	and	independent	of	the	numbering	of	the	
clauses	and	of	any	tables.	

Figures ( ISO/IEC Direct ives,  Part  2 ,  2021, C lause 28)
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Scope and Introduction, overview

In	annexes,	the	figure	numbering	restarts	and	the	
number	is	preceded by	the	annex	letter	(e.g.	
Figure A.1,	Figure A.2,	…).

When	a	figure	is	continued	over	several	pages,	it	can	be	
useful	to	repeat	the	figure	designation,	followed	by	the	
title	(optional)	and	by	“(1	of #)”,	where # is	the	total	
number	of	pages	on	which	the	figure	appears.

The	standards	listed	in	Table 9	of	the	ISO/IEC	
Directives,	Part	2,	2021	provide	information	regarding	
the	creation	of	graphical	content.
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.... Key and labels to figures ....

§ Figures	shall	be	language	neutral	in	order	to	facilitate	translation,	using	key	
references	or	figure	footnotes	instead	of	textual	descriptions	(in	accordance	
with ISO 6433).

§ Choice	of	letter	symbols,	style	of	lettering,	see	ISO/IEC	Directives,	Part	2,	
2021,	28.5.3

§ Notes	to	figures	follow	the	same	rules	as	NOTE.	A	single	note	in	a	figure	shall	be	
preceded	by	“NOTE”,	placed	at	the	beginning	of	the	first	line	of	the	text	of	the	
note.	When	several	notes	occur	in	the	same	figure,	they	shall	be	designated	
“NOTE 1”,	“NOTE 2”,	“NOTE 3”,	…	.	The	numbering	restarts	for	each	new	figure.

Figures ( ISO/IEC Direct ives,  Part  2 ,  2021, 28.5.3)
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Key

Statement	
concerning	units

Paragraphs	(containing	
requirements)	

NOTE

Figure x—Title
footnotes	
to	the	
figure

A Figure 
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Let’s take a moment here

Activity	1	- Why	shall	we	add	a	key?
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Subfigures

§ In	general,	the	use	of	subfigures	should	be	avoided	whenever	possible	since	it	
complicates	document	layout	and	management.

§ Only	one	level	of	subdivision	of	a	figure	is	permitted.	Subfigures	shall	be	
identified	by	a	lowercase	letter	[e.g.	Figure 1	may	comprise	subfigures	a),	b),	
c), ...].	Other	forms	of	identification	of	the	subfigures	such	as	1.1,	1.2,	...	and	1-1,	1-
2,	...	shall	not	be	used.

§ Separate	keys,	notes	and	footnotes	
for	subfigures	are	not	permitted.

Figures ( ISO/IEC Direct ives,  Part  2 ,  2021, 28.3.2)
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Colour

§ Colour	should	not	be	used	as	the	exclusive	way	to	convey	meaning	in	any	
element	of	an	ISO	document	as	it	can	cause	issues	with	accessibility	and	
legibility.	Not	all	users	will	easily	distinguish	between	colours	or	be	able	
to	view	the	document	on	a	screen.	If	printed	in	black	and	white,	the	
meaning	will	be	unclear.	

§ In	graphics,	use	dots	and	dashes,	rather	than	colours,	to	differentiate	
between	lines	on	a	graph.	



ISO/TC 184/SC 4 
QC checklist

https://committee.iso.org/sites/tc184
sc4/home/forums/quality-

forum/training-materials.html
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Example of a 
Figures 

reproduced with 
permission 

ISO/TC 184/SC 4/QC WORKSHOP, Nagasaki, October 2025



ISO/TC 184/SC 4/QC WORKSHOP, Nagasaki, October 2025

Tables
§ Tables	are	used	when	they	are	the	most	efficient	means	of	presenting	information	
in	an	easily	comprehensible	form.

§ Provide	a	concise	table	title.

§ Tables	shall	be	designated	“Table”	and	numbered.	By	default,	tables	are	
numbered	with	Arabic	numerals,	beginning	with	1.	A	single	table	shall	be	
designated	“Table 1”.	

§ In	annexes,	the	table	numbering	restarts	and	the	number	is	preceded	by	the	
annex	letter	(e.g.	Table A.1).

§When	a	table	is	continued	over	several	pages,	it	can	be	useful	to	indicate	the	
continuation	and	to	repeat	the	header	row.

Tables ( ISO/IEC Direct ives,  Part  2 ,  2021, C lause 29)
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Scope and Introduction, overview

Further	subdivision	[e.g.	Table 1 a)]	is	not	permitted.	A	table	
within	a	table	is	not	permitted.	Subdivision	of	a	table	into	
subsidiary	sections	with	new	column	headings	is	not	
permitted.

It	is	often	better	to	create	several	tables	rather	than	trying	to	
consolidate	too	much	information	into	one	table.	The	simpler	
the	presentation,	the	better.	Complex	graphical	
representations	within	tables	should	be	avoided.

In	tables,	use	text	(e.g.	footnotes)	rather	than	shading	to	
define	the	contents	of	a	table	cell.
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Paragraphs	(containing	
requirements)	

NOTES

Table x—Title

footnotes	
to	the	
figure

A table 

Heading	columns

footnote



Mathematical formula
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Mathematical formulae (ISO/IEC Direct ives,  Part  2 ,  2021, C lause 27)

Lead-in	
sentence

Formula

Formula	
number

Explanation	
of	symbols



And in OSD?

ISO/TC 184/SC 4/QC WORKSHOP, Nagasaki, October 2025

There is no longer a requirement to submit files separately, they are 
contained inside the OSD system.

Editing asset metadata permits to add the revisable file

Right clicking 
the image
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Scope and Introduction, overview

This	was	only	an	overview!

Read	more	about	figures,	tables,	formulas	...

in	the	Directives:		ISO/IEC	Directives,	Part	2,	2021

in	the	DRG	Directives.

https://www.iso.org/sites/directives/current/part2/index.xhtml
https://www.iso.org/home.isoDocumentsDownload.do?t=B97mphuEqSP77WOjHJNmVWGBX4NZYSBUTaOa8qeBYoyj2jIZ3j3ix5_3wHTYn3GR&CSRFTOKEN=FDEU-C4KX-S5EY-E3WD-DU9E-YL9E-1JVT-GMQQ


Let’s play
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Activity #2
On the next slide, 
retrieve the type 

for figures
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Technical	drawing

Graph

Illustration

Form	(ideally	in	Word)

DesignationLabelled	photograph

Photograph

Screenshot

Graphical	symbol Diagram

Chart
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Graph
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And in OSD?

UML can be put as 
diagram in OSD

Registered graphical symbols can be 
found in the OBP, by searching after 
selecting "graphical symbol" : Online 
Browsing Platform (OBP)

Text replacement is when a symbol is needed 
in a paragraph but it is not possible to show it 
with the fonts available. For example some 
non-English characters, or simple shape 
symbols.

https://www.iso.org/obp/ui/
https://www.iso.org/obp/ui/
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