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Introduction

In today’s fast moving industrial landscape, the ability to communicate complex ideas clearly and concisely is more
valuable than ever. Whether you are drafting a technical report, preparing a safety procedure, or creating a product
specification, the quality of your writing can directly influence safety, compliance, and customer satisfaction. To help
professionals achieve a high level of writing excellence, the American Society for Testing and Materials (ASTM)
established ASTM D5847 02a standard practice dedicated to writing quality. This article explores the background,
scope, and practical application of ASTM D5847 02, providing a comprehensive guide for writers, editors, and
quality professionals who aim to produce documents that meet the highest standards of clarity, accuracy, and
consistency.

What Is ASTM D5847 027

ASTM D5847 02, formally titled “Standard Practice for Writing Quality,” is a guideline that outlines best practices for
drafting, reviewing, and maintaining technical documents. The standard was first issued in 2002 and has since
become a cornerstone reference for organizations seeking to embed robust document control within their quality
management systems.

Unlike many ASTM standards that focus on material properties or testing methods, D5847 02 addresses the human
element of quality: how words are chosen, how structure is organized, and how information is verified. Its primary

goal is to reduce misinterpretation, eliminate ambiguity, and ensure that every document serves its intended

purpose.

Why It Matters
¢ Safety & Compliance — Clear instructions prevent accidents and ensure regulatory adherence.
« Efficiency — Well structured documents reduce training time and improve workflow.
¢ Brand Reputation — Consistent, high quality documentation reflects professionalism and reliability.
e Cost Savings — Fewer errors mean fewer rework cycles and lower operational costs.

History and Development of ASTM D5847

The need for a standardized approach to technical writing emerged from the rapid expansion of global supply

chains and the increasing complexity of product specifications. In the early 2000s, ASTM identified a gap: while

many standards addressed product performance, none offered a unified framework for writing quality. The result

was the creation of D5847 02, which drew upon principles from ISO 9001, ISO 14001, and other quality
management frameworks.

Since its publication, D5847 02 has undergone revisions to incorporate advances in digital documentation,
collaborative tools, and evolving regulatory requirements. The most recent update in 2019 reaffirmed its relevance
by integrating guidance on electronic document management and version control.

Scope and Applicability



D5847 02 applies to:

1. All technical documents that support product development, manufacturing, and service operations.
2. Internal and external communications, including reports, manuals, procedures, and specifications.
3. Both physical and electronic documents, provided they follow the same quality principles.

Organizations of any size and across any industry can adopt the standard, from aerospace manufacturers to
software developers. The key requirement is a commitment to continuous improvement in writing practices.

Key Definitions

Understanding the terminology used in D5847 02 is essential for consistent implementation. Below are some of the
core definitions:

e Document — Any written record that conveys information, instructions, or data.
Author — The person responsible for creating the content.

¢ Reviewer — An individual who evaluates the document for accuracy, clarity, and compliance.

e Approver — The person who authorizes the final release of the document.

* Revision Control — The process of tracking changes, maintaining version history, and ensuring that the most
current document is in use.

* Quality Assurance — Activities that ensure documents meet defined standards and regulatory requirements.

Core Principles of Writing Quality

ASTM D5847 02 is built around five core principles that guide the creation and management of technical documents:

1. Clarity — Use simple, direct language and avoid jargon unless it is essential and defined.
2. Accuracy — Verify facts, figures, and references before publication.

3. Consistency — Apply uniform terminology, formatting, and style across all documents.

4. Completeness — Ensure that all necessary information is present and logically organized.
5. Traceability — Maintain clear links between documents, specifications, and related data.

Clarity and Readability
Clear writing reduces the risk of misinterpretation. D5847 02 recommends:
e Short sentences (15-20 words).
¢ Active voice over passive voice.
¢ Avoiding double negatives and complex clauses.
e Using visual aids—tables, diagrams, and flowcharts—where they enhance understanding.
Accuracy and Verification
Accuracy is achieved through rigorous fact checking. The standard suggests averification checklist that includes:
e Cross checking data against source documents.
¢ Confirming calculations and measurements.
« Validating references to standards, regulations, and specifications.
Consistency and Standardization
Consistency is maintained via a style guide that covers:

* Terminology usage (e.g., “unit of measurement” vs. “measurement unit”).
¢ Number formatting (e.g., using commas and periods consistently).



e Document structure (e.g., table of contents, section numbering).
e Formatting rules (font type, size, heading hierarchy).

Completeness and Logical Flow

A well structured document follows a logical progression: introduction, background, main content, conclusions, and
appendices. D5847 02 advises using alocument outline during drafting to ensure all sections are covered.

Traceability and Version Control

Traceability links documents to the processes, tests, and requirements that generated them. The standard
recommends:

¢ Unique document identifiers (e.g., “DOC 001 2026").

e Version numbers (e.g., “v2.1").

¢ Change logs documenting who made changes, when, and why.
e Access controls to prevent unauthorized edits.

Drafting Guidelines

Effective drafting starts with a clear plan. The following steps align with ASTM D5847 02:

Define Purpose and Audience — Identify the document’s goal and who will read it.
Create an Outline — Map out sections and subsections.

Research and Gather Data — Collect all relevant information and sources.

Write Draft — Focus on content first; refine later.

Self Review — Check for clarity, accuracy, and completeness.

Peer Review — Have at least one other qualified person review the draft.

Revise and Finalize — Incorporate feedback and finalize formatting.

Approval — Obtain formal sign off from the designated approver.

. Publish and Distribute — Release the document through approved channels.

10. Maintain and Update — Follow revision control procedures for future changes.
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Using Templates

Templates save time and enforce consistency. A standard template should include:

 Title page with document ID and revision history.

* Table of contents.

e Section headings and numbering.

Standard footer with page numbers and confidentiality notices.
e Reference list or bibliography section.

Document Structure and Formatting

A clear structure guides readers and eases navigation. D5847 02 suggests the following hierarchy:

Title Page — Document title, ID, revision, author, and approval.

Table of Contents — Auto generated if possible.

. Abstract or Executive Summary — Brief overview of the document’s purpose.
Introduction — Context, background, and scope.

Body Sections — Detailed content divided into logical subsections.
Conclusion or Summary — Key takeaways and next steps.

References — List of cited standards, regulations, and sources.
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8. Appendices — Supplementary material such as data tables or detailed calculations.

Formatting Tips

¢ Use a single, readable font (e.g., Times New Roman, Arial).
e Maintain consistent heading styles (H1, H2, H3).

e Keep margins at 1 inch on all sides.

Use bullet points for lists and numbered steps.

¢ Insert page breaks before major sections.

Language and Style Guidelines

Language choice can significantly affect comprehension. The standard encourages:

¢ Active voice: “The engineer tested the component.”

e Specific nouns: “hydraulic pump” instead of “pump.”

¢ Quantitative clarity: “10 /% increase” rather than “a lot of increase.”

¢ Avoiding ambiguous pronouns (he, she, it) when the antecedent is unclear.

Additionally, D5847 02 recommends astyle guide that covers:

e Spelling conventions (American vs. British).

e Abbreviation usage and when to define terms.
e Consistent use of units (Sl vs. Imperial).

e Capitalization rules for headings and titles.

Review, Approval, and Quality Assurance

Review processes are critical to ensuring document quality. The standard outlines a tiered review system:

. Draft Review — Conducted by a subject matter expert for technical accuracy.

. Peer Review — Performed by a colleague with a fresh perspective on clarity.

. Quality Assurance Review — Focuses on compliance with internal and external standards.
. Approval — Final sign off by a manager or quality lead.
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Checklists for Reviewers

Using a checklist ensures that reviewers cover all necessary aspects. A typical checklist includes:

¢ Does the document meet its stated purpose?

« Is the structure logical and easy to follow?

e Are all claims supported by evidence?

e Are references correctly cited?

« Is the language free of jargon or are terms defined?
¢ Are formatting guidelines adhered to?

* Is the document free of typographical errors?

Revision Control and Document Management

Maintaining an accurate revision history is essential for traceability and compliance. D5847 02 recommends a
structured approach:
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