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This standard is issued under the fixed designation E 1964; the number immediately following the designation indicates the year of
original adoption or, in the case of revision, the year of last revision. A number in parentheses indicates the year of last reapproval. A
superscript epsilonej indicates an editorial change since the last revision or reapproval.

1. Scope 5.1.2 Vocal and written communications are clearer and
1.1 This practice describes a systematic procedure for confore effective when based on a conceptual comprehension of
piling and writing a terminology. the significant terms.

1.2 This practice is intended to provide a systematic proce- °-1.3 Specialized terms used in documents serve as key-
dure for compiling and presenting a terminology, glossary, oWords for retrieving information from databases. _
system of terms for a committee or other organization. 5.1.4 A comprehensive term list serves as the primary

1.3 The procedures outlined in this practice are intended t§'€ans of introducing the important technical concepts of a
assist users in writing technical documentation for terms thagommittee or organization.

are built on accurate and useful definitions. 5.2 This practice is intended for use by subject-matter
specialists regardless of the extent of their knowledge in the

2. Referenced Documents field of terminology management. Use of the practice should
2.1 1SO Documentg: provide a degree of assurance to an organization that attention

ISO 704:1987 Principles and Methods of Terminology ~ has been paid to terminology issues.
ISO 10241:1992 Terminology Standards Preparation and 5.3 This practice may also be used by an author of a

Layout document to provide a terminology for readers.
ISO 1262.0 Terminology—Computer Appllcatlons—DataB_ Procedure
Categories
ISO 1087 Terminology Studies—\Vocabulary 6.1 Assemble relevant documents. .
6.2 Select terms. List all significant terms whose meanings
3. Terminology are needed for full and precise comprehension of the docu-
3.1 Definitions: ments.

3.1.1 definition n—statement that describes a concept and 6-2.1 Generate the term list from the terms, abbreviations,
permits its differentiation from other concepts within a systemand other short forms (such as a acronyms and initialisms) that

of concepts. (IS0 1087)  are found in the documents. Include terms from titles, ab-
3.1.2 terminology n—a set of terms representing the con- Stracts, and summaries. List abbreviated terms separately, even
cepts of a field. if they are also included as part of a term entry.
6.2.2 List terms in the title, scope, and abstract of the
4. Summary of Practice document that can serve as keys to the subject matter of the
4.1 This practice provides a systematic methodology foidocument.
selecting terms and compiling a terminology. 6.2.3 Identify and list unique terms or those with unusual or
novel meaning. Clearly identify those terms that are coined for
5. Significance and Use the purposes of the document or given a specialized meaning

5.1 Lists of terms and their definitions are essential to théhat is applicable for the purposes of that document.
management of terminology. In a technical committee or other 6.2.4 Include compound terms.
organization, terminology management helps ensure that terms6.2.4.1 Avoid selecting a compound term with more than
are used and defined consistently within its publicationsthree words for a terminology, unless it forms part of a set of
thereby contributing to a consistent level of quality in publi- related terms that are used in the document and needs to be
cations that promotes improved communication. distinguished or clarified.

5.1.1 Readers of documents need to identify key terms used 6.2.4.2 Accept compounds that are in common use in the

and to know the precise meanings intended by the authors. field, even if they are longer than three words.
6.2.4.3 Do not editorially add hyphens in compound terms.

! This practice is under the jurisdiction of ASTM Committee E-2 on Terminology 6.2.4.4 Recognl_ze that a Compound term Of_tWO or more
and is the direct responsibility of E02.10 on Standards. words may result in more than one term being listed.
Current edition approved July 10, 1998. Published December 1998. 6.3 Identify and group the terms conceptually. Concepts
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