
भारतीय मानक ब्यूरो 

प्रकाशन िवभाग 

संदभर्ः प्रकाशन/एसओपी  िदनांकः 14 जनू 2023 

महािनदशेक, भारतीय मानक ब्यरूो द्वारा अनमुोिदत भारतीय मानकों/िवशेष प्रकाशनों के प्रकाशनाथर् मानक प्रचालन प्रिक्रया (एसओपी) 
एवं सरलीकृत जाँच सचूी संलग्न हैं । 

मानक के वे पहल ूजो स्प� �प से आई एस 12: 2005 के अंतगर्त आव�रत नहीं िकए गए हैं, उन्हें प्रकािशत मानकों क� संरचना में 
एक�पता बनाए रखने के िलए अनमुोिदत एसओपी में शािमल िकया गया ह ै। इसके अलावा, मसौदों के िविभन्न पहल ूऔर िपछले एक 
वषर् के दौरान पाई गई बिुनयादी संपादन त्रिुटयों के सामान्य अंशों को शािमल करते ह�ए, मानकों के िलए सरलीकृत जाँच सचूी भी बनाई 
गई हैं ।  

तकनीक� िवभागों से अनरुोध ह ैिक वे आई एस 12: 2005 में प्रद� मागर्दशर्न के अलावा, मानकों का मसौदा तैयार करने/अंितम ड्राफ्ट 
चेक करन ेमें अनमुोिदत प्रलेिखत प्रिक्रया का पालन करें ।  

(मोहम्मद आिक़ब) 
उप िनदेशक 

प्रमुख (प्रकाशन) 

उपमहािनदेशक (आईटीएस, पीआरटी एवं टीएनएम) 

प�रचािलत : 

a) उप महािनदेशक  (मानक�करण – I)

b) उप महािनदेशक  (मानक�करण – II)
c) प्रमुख (एस सी एम डी)
d) समस्त तकनीक� िवभाग
e) समस्त अफसरों को सचूनाथर् 



BUREAU OF INDIAN STANDARDS 
PUBLICATION DEPARTMENT 

Ref: Pub/SOP  June 14, 2023 

The Standard Operating Procedure (SOP) for Drafting and Publication of Indian Standards/Special 
Publications along with simplified checklists, as approved by DG, BIS, are enclosed. 

The aspects of standard which are explicitly not covered under IS 12 : 2005 have been covered up in the 
approved SOP, for maintaining uniformity in structure of published standards. Moreover, simplified 
checklists have also been made for both, Indigenous as well as Adopted Standards, covering the general 
elements of drafting and basic editing mistakes observed during last one year. 

The Technical Departments are requested to follow the approved documented procedure in 
drafting/finalizing the standards, in addition to the guidance provided in IS 12 : 2005. 

(Mohammad Aqib) 
Deputy Director 

Head (Publication) 

DDG (ITS, PRT & TNM) 

Circulated to: 

a) DDG (Standardization – I)
b) DDG (Standardization – II)
c) Head (SCMD)
d) All Technical Departments
e) All Officers for Information



BUREAU OF INDIAN STANDARDS 

PUBLICATION DEPARTMENT 

Ref: Pub/SOP 01 June 2023

Subject: SOP related to Publication of Documents 

Aspects SOP 

Title Page As per template attached at: 

a) Annex 1 (Controlled Dimensions)

b) Annex 2 (Indigenous Standards)

c) Annex 3 (ISO Adoptions)

d) Annex 4 (IEC Adoptions)

Scope Page As per template attached at Annex 5. 

Page Size A4 

Page Margin Normal (1”) 

Page No. (Footer) Position 0.7” 

Text Font Size a) 10 for Normal Text
b) 8 for Notes and Footnotes

Text Font Style a) Times New Roman
(for Indigenous Standards)

b) Arial (for Identical Adoptions)

Line Spacing 1.0 

Foreword a) Committee No. shall be written in two
digits.

1) Recommended
CED 05

2) Not Recommended
CED 5

b) The words ‘given in Annex’ shall be
used instead of ‘given at’ for reference
to committee composition.



Aspects SOP 

c) If the foreword exceeds 2 pages then
blank page shall be added after the
Title Page, thereafter entire foreword
to be written in continuation.

(second and third cover page to be left
blank)

d) The complete designation of Indian
Standards i.e. IS/ISO/IEC No. shall be
mentioned for adopted standards while
giving reference to Indian Standards
equivalent to International Standards.

Recommended:        

IS 13252 (Part 1) : 2010/IEC  60950-1:2005   

Not Recommended:   

IS 13252 (Part 1) : 2010 

References a) The word ‘given below/listed in Annex’
shall be used instead of ‘listed below/at’
for reference to list of standards.

b) IS shall be written before IS number
within table.

c) In case, standard other than IS are also
referred, the title of first column of table
under referred standards shall be written
as ‘IS No./Other Standards’, otherwise
only ‘IS No.’ shall be written.

d) References should be listed in Annex if
No. of references are more than 6 and/or
if the list of references exceeds to second
column.

Rules and Regulations Italics 

Non-English Words Italics 

Indentation 0.25” (2 points on scale) 

Terminology Em dash shall be used after title & text shall be 
started from same line. 



Aspects SOP 

Chemical reagents and Apparatus Half sentences to be started from the same line 
of the clause as illustrated under 3 of      
IS 12 : 2005. 

Mathematical Operations Space to be added before and after 
mathematical operations. 

General Rules a) Notes shall normally be placed along
with the text on same page.

b) Entire designation of standard shall be
in same line.

c) Number and units shall be in same line
within the text.

d) ‘col’ shall be written to refer column
number in text instead of ‘column’.

Units and Range a) Numbers shall always be accompanied
by units.

b) Dash ‘-’ shall not be used to define
range within text.

Example: 

a) Recommended

55 °C to 65 °C

(65 ± 5) percent

b) Not Recommended

55 - 65 °C

65 ± 5 percent

Table For simple tables, three horizontal lines should 
be used as per the template attached at 
Annex 6. 

For complex tables, all borders should be 
retained as per the template attached at 
Annex 7. 

Blank Page As per template attached at Annex 8. 



Aspects SOP 

Committee Composition a) The word ‘Chairperson’ shall be used
instead of ‘Chairman’.

b) Salutations ‘Shri, Shrimati and
Kumari’ shall be used instead of ‘ Mr,
Mrs and Miss’.
Salutation ‘Ms’ may be retained as
such.

c) ‘.’ shall not be added after any
abbreviated word in ‘Organization’
column.

d) Name of Organization shall be
mentioned without name of state in
‘Organization’ column.

e) Designation shall not be mentioned in
‘Representative(s)’ column when the
name has been mentioned.

f) ‘Representative’ to be written instead
of ‘Nomination Awaited’ in
‘Representative(s)’ column.

g) Postal address of members ‘In Personal
Capacity’ shall be mentioned without
name of state.

h) Abbreviation of Technical
Departments shall not be used.

Example: 

Civil Engineering 
Food and Agriculture 
Textiles 

i) Designation of Member Secretary shall
be written as:

Scientist ‘B’/Assistant Director
Scientist ‘C’/Deputy Director
Scientist ‘D’/Joint Director
Scientist ‘E’/Director
Scientist ‘F’/Senior Director



Aspects SOP 

Amendments Reference shall be given in sentence form with 
1st alphabet of 1st word in upper case and 
remaining words in lower case except the 
following words: 

• Table

• Fig.

• Note

• Annex

Example : (Page 2, clause 4, Fig. 2) 



Annex 1



IS 13450 (Part 2/Sec 35) : 2023 

                                 (Superseding IS 2501 : 2009,   
IS 2502 : 2009 & IS 2503 : 2009) 

प्रिक्रया प्रबंधन में सांिख्यक� पद्धितयाँ — 
भाग 2 बुिनयादी सुर�ा और आवश्यक कायर् 

िनष्पादन के िलए िवशेष आवश्यकताए ँ

अनुभाग 35 कंबल, पैड या गदे्द का उपयोग करने वाले 
िचिकत्सयी उपयोग हेतु हीिटंग उपकरण 

( पहला पनुरी�ण ) 

Medical Electrical Equipment 
Part 2 Particular Requirements for Basic 

Safety and Essential Performance 
Section 35 Heating Devices Using Blankets, 

Pads or Mattresses and Intended for Heating in 
Medical Use 

( First Revision ) 

ICS 11.040.10; 11.140 

 BIS 2023 

भारतीय मानक ब्यरूो 
BUREAU OF INDIAN STANDARDS 

मानक भवन, 9 बहादरु शाह ज़फर मागर्, नई िदल्ली - 110002 
MANAK BHAVAN, 9 BAHADUR SHAH ZAFAR MARG 

NEW DELHI - 110002 
www.bis.gov.in     www.standardsbis.in 

January 2023  Price Group X 

भारतीय मानक 
Indian Standard 

Annex 2

http://www.bis.org.in/
http://www.standardsbis.in/


IS 13450 (Part 2/Sec 35) : 2023 
ISO 12191-2-35 : 2020 

      (Superseding IS 2501 : 2009,   
IS 2502 : 2009 & IS 2503 : 2009) 

िचिकत्सीय िवदु्यत उपस्कर 
भाग 2 बुिनयादी सुर�ा और आवश्यक कायर् 

िनष्पादन के िलए िवशेष आवश्यकताए ँ

अनुभाग 35 कंबल, पैड या गदे्द का उपयोग करने वाले 
िचिकत्सयी उपयोग हेतु हीिटंग उपकरण 

( पहला पनुरी�ण ) 

Medical Electrical Equipment 
Part 2 Particular Requirements for Basic 

Safety and Essential Performance 
Section 35 Heating Devices Using Blankets, 

Pads or Mattresses and Intended for Heating in 
Medical Use 

( First Revision ) 

ICS 11.040.10; 11.140 

 BIS 2023 
 ISO 2020 

भारतीय मानक ब्यरूो 
BUREAU OF INDIAN STANDARDS 

मानक भवन, 9 बहादरु शाह ज़फर मागर्, नई िदल्ली - 110002
MANAK BHAVAN, 9 BAHADUR SHAH ZAFAR MARG 

NEW DELHI - 110002 
www.bis.gov.in     www.standardsbis.in 

January 2023  Price Group X 

भारतीय मानक 
Indian Standard 

Annex 3

http://www.bis.org.in/
http://www.standardsbis.in/


IS 13450 (Part 2/Sec 35) : 2023 
IEC 12191-2-35 : 2020 

      (Superseding IS 2501 : 2009,   
IS 2502 : 2009 & IS 2503 : 2009) 

िचिकत्सीय िवदु्यत उपस्कर 
भाग 2 बुिनयादी सुर�ा और आवश्यक कायर् 

िनष्पादन के िलए िवशेष आवश्यकताए ँ

अनुभाग 35 कंबल, पैड या गदे्द का उपयोग करने वाले 
िचिकत्सयी उपयोग हेतु हीिटंग उपकरण 

( पहला पनुरी�ण ) 

Medical Electrical Equipment 
Part 2 Particular Requirements for Basic 

Safety and Essential Performance 
Section 35 Heating Devices Using Blankets, 

Pads or Mattresses and Intended for Heating in 
Medical Use 

( First Revision ) 

ICS 11.040.10; 11.140 

 BIS 2023 
 IEC 2020 

भारतीय मानक ब्यरूो 
BUREAU OF INDIAN STANDARDS 

मानक भवन, 9 बहादरु शाह ज़फर मागर्, नई िदल्ली - 110002
MANAK BHAVAN, 9 BAHADUR SHAH ZAFAR MARG 

NEW DELHI - 110002 
www.bis.gov.in     www.standardsbis.in 

January 2023  Price Group X 

भारतीय मानक 
Indian Standard 

Annex 4

http://www.bis.org.in/
http://www.standardsbis.in/


Annex 5



Annex 6



Annex 7



Annex 8



Controlled Format 

Pub/CF/001 

(Checklist) 
Adopted Indian Standards 

Document No.        Editor:             Reviewer:  

Aspects Work Instructions Edited Reviewed 
Title Page As per template attached at Annex 1, Annex 3 and 

Annex 4 

Check Hindi & English Title at Manuscript stage. 

Title shall be corrected as depicted below: 

Recommended: 

 ‘System Requirements — Guidelines’ 

‘Plastics and Rubber — Methods of Test’ 

Not recommended: 

‘Guidelines for System Requirements’ 

‘Methods of Test for Plastics and Rubber’ 
For words with hyphen, the first alphabet of second word shall 
be in small case, if the first word does not have meaning in 
itself. 

Example – Sub-subclause 

For words with hyphen, the first alphabet of second word shall 
be in upper case, if the first word has a meaning. 

Example – Master-Builder 

Foreword Sectional Committee Name with first alphabet of each 
word in capitals 

Comma between committee name and number 
National Foreword in capital without bold 
Committee No. shall be written in two digits. 

Recommended: 

CED 05 

Not Recommended: 

CED 5 

https://eoffice.bis.gov.in/eFile/ModalCorrespondenceView?corId=130764&individualPageNo=1&cpage=1&fileId=27720&type=Receipt&mId=161151


Controlled Format 

Pub/CF/001 

Revision and part shall be written in first line with 
alphabets ‘P’, ‘F’ and ‘R’ in uppercase as (Part 1) and 
(First Revision).  

Example:  

This standard (Part 1) 

This standard (First Revision) 

This standard (Part 1) (First Revision) 

Current Revision No. shall not be written in 3rd/4th para 

Recommended: 

‘In this revision……’ 

The alphabet ‘C’ of the word committee shall be in 
upper case where the Annex of committee composition 
is referred. 

(Continued on third cover) 
(Continued from second cover) 
In case foreword extends to 2 pages 

If the foreword exceeds 2 pages then blank page shall 
be added after the Title Page, thereafter entire foreword 
to be written in continuation.  

(second and third cover page to be left blank) 

Foreword 
First Para 

‘Was’ to be used before “adopted by BIS” 

Standard name within single inverted comma 

Title of 
standard in 
Foreword 

First alphabet of title should be in capital 

First alphabet AFTER HYPHEN  should be in capital 

First alphabet of PART AND SECTION  should be in 
capital 

First alphabet AFTER PART AND SECTION  should be 
in capital 

Revision in title/text to be in italics with lower case 

References Title in italics and centre aligned 



Controlled Format 

Pub/CF/001 

In case, standard other than IS are also referred, the title 
of first column of table under referred standards shall be 
written as ‘IS No./Other Standards’, otherwise only 
‘IS No.’ shall be written. 

ISO number to be arranged in ascending order ; thereafter 
IEC numbers to be arranged in ascending order and 
finally any other remaining standards to be arranged in 
ascending order. 
The IS No. & Title including revision number shall be 
cross-checked from actual pdf file of standard available 
on ‘Know your standards’ tab. 

The complete designation of Indian Standards i.e. 
IS/ISO/IEC No. shall be mentioned for adopted standards 
while giving  reference to Indian Standards equivalent to 
International Standards.  
Recommended:
IS 13252 (Part 1) : 2010/IEC  60950-1:2005     

Not Recommended:
IS 13252 (Part 1) : 2010 

Writing style to be checked as above  

Degree of 
Equivalence 

Identical 
Modified  
Technically Equivalent 

Base 
Document 

Text to be started from table of contents 

Foreword to be deleted from table of contents, main 
text as well as from bookmark 

Renumber the pages given in roman and check same in 
contents 

Title correction on scope page 

National 
Annex 

To be kept after main ISO document and numbered in 
sequence of annexures 

General Add header 

Add cover pages 



Controlled Format 

Pub/CF/001 

Editorial corrections 

Text Size 10 and text justified 

Font style Arial 

Line Spacing 1.0 

Page Size  A4 

Page Margin  Normal (1”) 

Page No. (Footer) Position 0.7” 



Controlled Format 

Pub/CF/002 

(Checklist) 

Indigenous Indian Standards 
Document No.             Editor:  Reviewer:   

Aspects Work Instructions Checked Reviewed 
Title Page As per template attached at Annex 1 and 

Annex 2 

Check Hindi & English Title at Manuscript 
stage. 

Title shall be corrected as depicted below: 

Recommended 

 ‘System Requirements — Guidelines’ 

‘Plastics and Rubber — Methods of Test’ 

Not recommended 

‘Guidelines for System Requirements’ 

‘Methods of Test for Plastics and Rubber’ 

For words with hyphen, the first alphabet of 
second word shall be in small case, if the first 
word does not have meaning in itself. 

Example – Sub-subclause 

For words with hyphen, the first alphabet of 
second word shall be in upper case, if the first 
word has a meaning. 

Example – Master-Builder 

Scope Page As per template attached at Annex 5 

Page Size A4 

Page Margin Normal (1”) 

Page No. (Footer) 
Position 

0.7” 

https://eoffice.bis.gov.in/eFile/ModalCorrespondenceView?corId=130764&individualPageNo=1&cpage=1&fileId=27720&type=Receipt&mId=161151
https://eoffice.bis.gov.in/eFile/ModalCorrespondenceView?corId=130764&individualPageNo=2&cpage=2&fileId=27720&type=Receipt&mId=161151


Controlled Format 

Pub/CF/002 

Text Font Size 10 for Normal Text 

8 for Notes and Footnotes 

Text Font Style Times New Roman  

(for Indigenous Standards) 

Arial (for Identical Adoptions) 

Line Spacing 1.0 

Foreword Committee No. shall be written in two 
digits. 

Recommended: 

CED 05 

Not Recommended: 

CED 5 

Revision and part shall be written in first 
line with alphabets ‘P’, ‘F’ and ‘R’ in 
uppercase as (Part 1) and (First Revision).  

Example:  

This standard (Part 1) 

This standard (First Revision) 

This standard (Part 1) (First Revision) 

Current Revision No. shall not be written 
in 3rd/4th para  

Recommended: 

‘In this revision……’ 

The alphabet ‘C’ of the word committee 
shall be in upper case where the Annex of 
committee composition is referred. 

The words ‘given in’ shall be used instead 
of ‘given at/listed in’ for reference to 
committee composition. 



Controlled Format 

Pub/CF/002 

(Continued on third cover) 
(Continued from second cover) 
In case foreword extends to 2 pages 

If the foreword exceeds 2 pages then blank 
page shall be added after the Title Page, 
thereafter entire foreword to be written in 
continuation.  

(second and third cover page to be left 
blank) 

References The words ‘given below/listed in 
Annex’ shall be used for reference to 
list of standards.

References should be listed in Annex if No. 
of references are more than 6 and/or if the 
list of references exceeds to second column. 

Title and IS No. should be in italics and 
centre aligned. 

In case, standard other than IS are also 
referred, the title of first column of table 
under referred standards shall be written as 
‘IS No./Other Standards’, otherwise only ‘IS 
No.’ shall be written. 

Column width should be such that the IS No. 
and year comes in same line. 

The IS No. & Title including revision 
number shall be cross-checked from actual 
pdf file of standard available on ‘Know your 
standards’ tab.  

IS shall be written before IS number within 
table. 



Controlled Format 

Pub/CF/002 

Indentation for parts and sections should be 
done. 

In case, more than one part/section of same 
standard is referred, then it shall be written 
as:    

IS 3025 Plastics and rubber: 
  (Part 1) : 2023   Specification 
  (Part 2) : 2023   Methods of test 

` 

Act, Rules and 
Regulations 

Italics 

Non-English 
Words 

Italics 

Indentation 0.25” (2 points on scale) 

Terminology Em dash shall be used after title & text shall 
be started from same line. 

Chemical 
Reagents and 

Apparatus 

Half sentences to be started from the same 
line of the clause as illustrated under  
3 of IS 12 : 2005. 

Mathematical 
Operations 

Space to be added before and after 
mathematical operations. 

The formula should be centre aligned. 

       Recommended –          t = 𝑝𝑝𝑑𝑑𝑖𝑖
2 𝑓𝑓𝑓𝑓−𝑝𝑝

+ x+y+c2

For any physical quantity, the symbol should 
be in italics and the rest should be normal. 

If an equation is too long for the next line, 
break shall be made at +, =, <, -, × and similar 
signs.  The sign shall appear at the beginning 
of the second line. 



Controlled Format 

Pub/CF/002 

General Rules Editorial Corrections to be done 

References to Clause and IS shall be cross 
verified 

Notes shall normally be placed along with 
the text on same page. 

Entire designation of standard shall be in 
same line. 

Number and units shall be in same line 
within the text. 

‘col’ shall be written to refer column 
number in text instead of word ‘column’. 

Percent symbol should not be used 
anywhere in the text except in 
formula/table. 

Numbers shall be written as below: 

5 767.000 50 

Units and Range Numbers shall always be accompanied by 
units. 

Dash ‘-’ shall not be used to define range 
within text. 

Example: 

a. Recommended      

55 °C to 65 °C

(65 ± 5) percent

b. Not Recommended 

55 - 65 °C

55 °C - 65 °C

65 ± 5 percent



Controlled Format 

Pub/CF/002 

Table For simple tables, three horizontal lines 
should be used as per the template attached 
at Annex 6. 

For complex tables, all borders may be 
retained as per the template attached at 
Annex 7 

Word ‘Clauses/Clause’ – Italics  

Word ‘and’ – Italics 

Digits – Non Italics 

Recommended: (Clauses 4.5, 5.2 and 6) 

Sl No. & Column No. should be mentioned 
in both formal as well as informal table. 

Word ‘to’ should be used for depicting 
range, however Dash (−) may be used in 
case of space limitations. 

Recommended – (5 to 10) 

Blank Page As per template attached at Annex 8 

Committee 
Composition 

The word ‘Chairperson’ shall be used 
instead of ‘Chairman’. 

The name of organization shall be arranged 
alphabetically. 

State name shall not be written anywhere. 

‘.’ shall not be added after any abbreviated 
word in organization column. 

Designation shall not be mentioned in 
‘Representative(s)’ column, in case name 
of representative is mentioned. 

‘Representative’ to be written instead of 
‘Nomination Awaited’ in 
‘Representative(s)’ column. 

https://eoffice.bis.gov.in/eFile/ModalCorrespondenceView?corId=130764&individualPageNo=3&cpage=3&fileId=27720&type=Receipt&mId=161151
https://eoffice.bis.gov.in/eFile/ModalCorrespondenceView?corId=130764&individualPageNo=4&cpage=4&fileId=27720&type=Receipt&mId=161151
https://eoffice.bis.gov.in/eFile/ModalCorrespondenceView?corId=130764&individualPageNo=5&cpage=5&fileId=27720&type=Receipt&mId=161151


Controlled Format 

Pub/CF/002 

Alphabets ‘P’ and ‘C’ shall be written in 
upper case for ‘In Personal Capacity’. 

Postal address of members in personal 
capacity shall be written in italics and name 
of state shall not be mentioned. 

Members of in personal capacity shall be 
arranged in alphabetical order of their 
surnames. 

Abbreviation of Technical Departments 
shall not be used.  

Recommended: 

1) Civil Engineering
2) Food and Agriculture
3) Textiles

Designation of Member Secretary shall be 
written as: 

Scientist ‘B’/Assistant Director 

Scientist ‘C’/Deputy Director 

Scientist ‘D’/Joint Director 

Scientist ‘E’/Director 

Scientist ‘F’/Senior Director 




