GUIDE TO DEVELOPING CSI TECHNICAL DOCUMENTS
m APPENDIX PP

INTRODUCTION

CSI Technical Documents are intended to be stasdardhe construction industry in addition to adsiag
knowledge for creating and sustaining the builtiemment. As such, they must be developed withigipgtion
from the industry sectors affected by the documBrdad-based participation increases the numbstaéeholders
and a consensus approach to conflict resolutiamptes commitment to the document’s use, and lead®ation
of the best possible document.

This guide provides a uniform approach for deveigmind updating CSI's Technical Documents and shbell
used by committees, task teams, individuals andraghtities participating in the development oratedf CSI
Technical Documents. It describes the basic respitities and offers recommended procedures fougng
successful completion of the document.

CSI Technical Documents include documents of artieel nature, developed or copyrighted by CSI eittodely or
jointly with another entity. As of July 2009, thinclude theProject Resource ManudllasterFormaiV,
SectionForma/PageFormat, UniFormat™, theUniform Drawing Systerof theU.S. National CAD
Standard® GreenFormat™ andOmniClassM.

To be useful, CSI's Technical Documents need todmesistent with each other, based on good, cuimdnstry
practice, and acceptable to the intended usera.dssnponent of a Technical Document addressinglatds, an
application guide should be included to assisijplaning appropriate use of the standard.

In an effort to continue the advancement of theigtiy, CSI may enter into strategic agreements otitier
organizations to develop and maintain industry méz documents. Provisions of those agreementgligifate the
responsibilities of the parties, and may overrlteerecommendations of this guide.

ROLES

Development and maintenance of CSI’s Technical D@nis requires involvement from multiple partieseT
following provides a brief description of the paipiation required from various entities.

Technical Committee and Liaisons

The Technical Committee provides oversight, guigaand quality assurance for the content of all €&hnical
programs and publications. The Technical Commiesists the Institute in identifying trends thdéetf the
primary practice areas of CSI members along withesponding needs for new products, programs amnites to
meet those needs.

The CSI Administrative References indicate thatthehnical Committee will review drafts of techriczaterial
prepared and offer comments. These commentsnallide only comments that represent the consenso®o of
the Technical Committee. Technical Committee memhbee free to submit personal opinion unsupporietthd®
Technical Committee through the document commemgesgess. Through this review process the Technical
Committee should not dictate the direction of thetemial, but assure consistency with Breject Resource Manual
and the over-arching intent of CSl's technical gigles.

A member of the Technical Committee will be ass@jteeact as a liaison between the Committee andvther or
task team. This liaison is to maintain frequenttaot and participate in the work of the task tetimas providing
support in keeping focus on the work and the clarge
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Task Team, Writers

Task Teams will be appointed by the Presidentferdevelopment or update of a CSI Technical Doctmen
Charges, established by the Board for the task,te@y be for new development of a CSl Technicalubeent or
program, periodic updates to an existing documeptagram or for ongoing tasks related to the neaiahce of
documents and programs.

The task team or writers are to establish the decrmontent, develop an application guide if apgete, submit

document drafts for public and stakeholder revigmd ultimately produce a document in responsedaliarges
from the Board.

For purposes of this guide, the term “writer” idgo identify an individual or group charged wdigveloping or
updating a CSI Technical Document by the Institute.

CSl staff

Similar to the Technical Committee liaison, a G&lhnical staff member will be assigned to assistititer. The
purpose of the staff member is to provide suppodadcomplishing the assigned charges and coordimatiiction
and publication.

Related CSI Committees

Because of the nature of CSI Technical Documengsjtiand coordination with related CSI Committeegpecially
Education and Certification, should be incorporated the review and development process. Wherrothe
Committees are involved, it is imperative that théer’'s scope and deliverables are clearly undectby both
parties from the outset of the task.

Other Organizations

As part of CSI alliance agreements and other catjverdirectives, CSI may assist in the developneét¢chnical
documents produced jointly with other organizatiorise provisions of these agreements will drive’€SI
involvement and participation and as such shoéijgpssible, have provisions for CSI Technical Cotiaei review
of any documents produced under such an arrangefitemtvriter involved with the task should have arking
understanding of the agreement between the organizaas it relates to the technical documentsahabeing
developed or updated, and the responsibilitiesoh@rganization with respect to the effort.
DEVELOPMENTAL PROCESS

Action Plan

Prior to commencing document development, the wotdask team chair in conjunction with CSI stafii
develop an action plan. The action plan shouldebwed by and coordinated with the Technical Cattei. The

action plan should define the critical path schedat completion of the assignment. Include spetifhe periods
for:

e Development
» Review by stakeholders and general public
* Response to commentary

e Revision
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» Additional drafts for commentary and review, widsponse and revision
» Final (90%) manuscript review by the Technical Cattea
e Final editing and review
» Document production for publication
Document Development

The charges should identify the purpose of a C&hmieal Document or the need for a revision or tpdahe
writer needs to further define that purpose byifslizng the reasons for the development or updatktha specific
objectives that the CSI Technical Document is ttiee. Writers should also refer to CSBsiiding Technical
Principles

CSI Technical Documents are tools designed to bd hg the industry, thus the writer needs to balfanwith the
audience to whom they are addressing the docuriRenple read and use technical documents for diffeeasons,
and readers have varying levels of technical eigeerTo be effective, technical writing must tartiet range of the
intended audience.

Keeping in mind the purpose and audience, deveiagudline of the CSI Technical Document. The oatlshould
serve as the roadmap and organizational strucftasew document, and though an update of an rgi€SI
Technical Document may be minimal or extensiveguattine of the Document will assist in evaluatihg strengths
and weaknesses of the organization and conteheaéisting CSI Technical Document. In the casepafating
existing CSI Technical Documents, changes in ingiystactice and technology should be incorporait¢al the
update.

Within the document itself, a statement of objextighould be included, these statements aleretieer what is to
be gained by reading further.

Incorporation of information and details into thétlme should provide an initial rough working viens of the CSI
Technical Document. The working version shouldedep through a process of refinement by the writgil the
concepts clearly express the intent and directfdhe@document to meet the designated charges.drafsis
released to the public and stakeholders for regrtvcomment.

Conciseness has a special value in technical dattsmé& concise document conveys only the neededrabhtind
does not attempt to include everything that coddddevant to the subject, but merely everythirag th relevant to
the communication of the task at hand.

At the level of the whole document, concisenes®lped most by focus. Preparing a clear introdaciiod
developing a detailed outline are two strategias &lssist in controlling document length and sc@aphics are
powerful aids to conciseness because they cut dowthe amount of prose necessary to describe stgack
processes, summarize data, and demonstrate relaifign Conciseness requires careful revising. lfookvays of
cutting useless words, sentences, and paragraphstiie document.

Consideration of the layout of the document shawlche into play to assist the user. Layout carushelvisual cues
to enhance readability and use of subject headingelp guide the user through the documents amdremicate
the organization of the document as a whole.

Look for ways to improve the coherence of the doemmCoherence provides the user a navigable pedhdh the
document. Writers should promote coherence by ngatkia material logically and stylistically consisteand by
organizing and expressing their ideas in specHittgons. Efforts to emphasize the relationshipsrantbe elements
of a document strengthen its impact. Coherencelcamatically improve the reader's ability to untkend the
material by promoting its flow or readability.

Guide to Development of CSI Technical Documents
Page 3 of 5




COMMENTARY PROCESS

A critical component in developing consensus-batmsmiments is the commentary process. This pratesdd
include opportunities for receiving commentary acwuiment drafts from key stakeholders, the genadaligg and
CSI's Technical Committee.

Concurrent with document development, key stakedrgldnd interest groups should be identified tarass
meaningful input from the industry. If they aret nepresented on the development team, stakehaitierdd be
contacted and encouraged to participate in theweand commentary process. Their commitment tbgiaaiting
will provide buy-in that is necessary for developrnef a consensus based document.

Based on the action plan a document draft shoulglleased for review and comment by the public and
stakeholders. Resolution of commentary shouldgamualigning the document content with the peegtiv
direction the industry is taking, as expressedtaieholder comments, and continued alignment wgh<C
Technical Guiding Principleand Institute policy. The writer may request thiatkeholders or CSI Technical
Committee review an initial draft prior to reledse public commentary, or stakeholder commentary &
concurrent with public commentary. Public reviewipés should be a minimum of 45 days in lengthrtoceirage
commentary from a broad base of participants aedsus

At the close of each commentary period, the weteruld evaluate the comments and determine a cofieseion
to resolve each of them. The writer is not requicemake changes to the document in responsenimentary that
are deemed to not be in the best interest of thesiny, CSI, or the document. Any changes madetexisting
document should be supported by sound reasoningtioavs how the benefits of those changes arast égjual to
their potential costs. Comments and their resmushould be documented, including the reasonipgating any
such resolution, especially in the case of sigaiftadisagreement between a comment and the resokelected by
the writer. In editorial matters that are interttathe document, the decision should be left todikeretion of the
writer. In matters of content that affect otherl T8chnical Documents, content of the new docuraedtother
affected CSI Technical Documents should be assdss@ttlustry and practice appropriateness, inclgdi
maintaining consistency with CSI Technical GuidiPrgnciples.

Document modification and additional commentaryiqus should follow as needed by the document andugen
the document development schedule and action Plaaction plan established at the beginning ofidemt
development should also be evaluated to assegsdbeess of the writer and modified as approprikeendent on
the commentary received from the stakeholders, T@8hnical Committee and the general public. It iMdlat the
writer’s discretion how many additional commentpeyiods are appropriate for a specific documetlowing the
resolution of the public commentary periods, TecAahCommittee will conduct a final review of the muscript and
inform the writer of any areas where the manuscrniay be in conflict with CSTechnical Guiding Principlesr
other CSI Technical Documents. The writer and heai Committee will work together to favorably obse any
needed changes to the document. Technical Conengittd its members are of course welcome to provide
commentary during public review periods on eartieafts should they elect to do so.

Once a final document is completed, and the metiigaiblication has been established, the CSI stafihber will
assist in preparing the document for publicatiod distribution.

APPLICATION GUIDE

An application guide should be included to helpnpote proper use, discourage improper use, and wepro
consistency of documents based on the principl&Sd’ Technical Documents. The application guidgl&@ns the
intent of the Technical Document and how it is éoused. The writer, being in the best positionrtdarstand the
purpose of the Technical Document and its propey stsould prepare this application guide.

All CSI technical documents are copyrighted, butynare provided for the use of the industry withclérge. In

addition to an application guide developed by thitgery CSI staff will develop licensure policiespappriate to the
many types of possible use of any CSI Technicalubmnt and to protect CSl interests.
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There should be a clear and logical connection éetwhe purpose for creating a document and itswe®nded
use. The application guide explains and makes rewmdations regarding how the document is to be. (geste
may be instances where permissible use extendsiidkie document's purpose. In some situationsytier may
identify uses for the document that are not recontted. Obviously, an exhaustive list is not possibig if non-
recommended uses are identified this informatiarukhbe included, along with a definitive explanatof why the
use is not recommended.

In developing the application guide it is inevitalbhat different uses will be characterized by sacims as "may

be", "recommended", "should be", "discouraged", ktorder to facilitate the coordination of varooGSI
Technical Documents and the comprehension of agdfiit guides, the following definitions are prowidier use
by writers.

must be The indicated use is required; a proactive resp@nseuired
(CSI Technical Documents are voluntary standarasl the use of compulsory
language that implies enforcement and sanctionghsas “must be", is
discouraged.)

may be Use is at the user’s discretion.

recommended, should be CSI has positive preference for the indicated bsé,implementation is at the
discretion of the user.

discour aged, not recommended, CSl has a negative preference for the indicated ugeimplementation is at the
should not be discretion of the user.

Application Guide Content

The application guide should include discussiotheffollowing:

» Thorough explanation of the purpose of the document

» Discussion of proper, recommended, and discourages of the document.

» Contact information where comments and questiogardéng the document should be sent. Ideallynsermet
contact address, either website or email, shosld laé¢ included.

« Historical information about the Technical Documantl its development, including previous editions.
* Acknowledgement of the participants in the develephof the document.

« Astatement regarding CSl's support of previousiees of the document. When possible, indicate vihah
support will be terminated.

* Glossaries and other information that would faaiétuse of the Technical Document.
« Any fundamental principles, misuse of which wouidlate the intent of the document.

» Specifics’ regarding latitude the user has in mgdg the document for fair use, as an instrumersen¥ice, for
commercial gain, or for other applications.

e Conditions and limitations on republication of th@cument, or parts thereof, including requiremémts
obtaining copyright release from CSI.

» Criteria for ensuring translated excerpts will atier the intent of the English version.

e Other information about the document deemed retdwathe writer.
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