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Background

FAO, as a knowledge organization, must put information within reach of its stakeholders, share
policy expertise and bring knowledge to and from the field. Publications' are central to carrying out
these activities effectively. This document has been developed and endorsed by the FlI Information
Management and Communications Committee (IMCC) in order to support the Department’s
publications programme more robustly, with a view to improving quality while fostering cost-
effective practices.

The information is aimed at guiding originators and managers in planning, developing and publishing
technical publications, specifically in FI main series. It is not comprehensive but intends to reflect a
broadly agreed set of criteria to help decision-making and ensure quality in creating documents. This
guidance has been prepared initially to address the urgent need to plan publications for 2012 in the
situation of reduced allotments for publications in this year (for more information on costs, please
see Annex 1). Guidelines that are more comprehensive should be developed for the longer term,
ideally at the corporate level.

Box 1. Scope of main Fl series types

e Technical Papers: present important, comprehensive information, are often global in nature
or in significance, provide information that represents a collective knowledge of a group of
experts.

e Circulars: present technical or key scientific information with a shorter shelf-life than that of
Technical Papers.

e Proceedings: official record of a major conference or symposium, usually global or of global
significance, and include all presentations given (as submitted) and any associated material
(list of participants, agenda, etc.).

e Reports: official record of a workshop or an FAO statutory meeting.

e State of the World reviews: timely and regular reviews on the state of and trends in fisheries
and aquaculture resources and stocks.

e Technical Guidelines for Responsible Fisheries: guidelines elaborated to provide technical
advice or additional information in support to specific articles of the FAO Code of Conduct
for Responsible Fisheries, include standard ‘Background’ text.

e International guidelines: guidelines addressing high-priority issues, usually involving expert
consultations and wide endorsement at political level and adopted at COFI.

What makes an excellent publication?

The main purpose of FI documents is to present new, comprehensive and objective information —
e.g. statistics, reviews, policies, approaches to regulations — to a targeted audience. For Technical

! publications in the broad sense include online documents, Web pages and social media; many considerations
listed here apply to their production. However, the guidance described in this document is directed at a more
limited set of FI main series publications as listed in Box 1.




Papers, which have the highest standard of quality, and to a certain degree for Circulars, the
information, science and methodology should be robust and authoritative, based on accepted
methods and analysis. Data presentation should be separate from data interpretation and include
adequate evidence to support conclusions. The content should represent an important advance in
the field with outcomes that are significant and that add to understanding and knowledge of the
topic. The information presented should not be time bound or soon to be ‘out of date’. It can be of
interest to experts in other fields or disciplines. Proceedings and Reports should present accurate
and quality records of meetings and conferences. For Proceedings and Reports, accuracy of the
official record is the overriding consideration. Although there are often requirements to publish at
least part of these categories of documents in hard copy, much of the supporting content (e.g.
annexes) might well be adequately disseminated in attached electronic form (e.g. as CDs or USB
sticks) or on the Web. Similarly, it would be preferable to produce extensive raw data on an attached
CD-ROM rather than in printed form.

For all series of Fl publications, the text, and associated data tables and figures, should be clear and
accessible. Layout and format, including relevant images, should be appropriate for the topic, type of
publication, audience and distribution method. Coherence, clarity and consistency of presentation,
upholding international research standards, and overall language quality, as well as general impact,
should be considered. All such documents should follow FAO/FI terminology, house style and
standards, including for bibliographies and references.

Box 2. Characteristics of an excellent publication

e Clearly defined target audience and scope.

e (Clearly stated title and date of publication.

e Timeliness of information and its expected “shelf life” is appropriate for the type of
publication.

e Comprehensive coverage of available information, i.e. unbiased and complete, with
complete referencing.

e Significant new knowledge and understanding of relevant topic.

e Scientifically robust and technically sound.

e Clear synthesis of information with well-described methodology and conclusions supported
by the material presented.

e Well-written and following FAO standards, terminology and house style.

e Full acknowledgement of the contributors with appropriate copyright, including for images.

e Well-designed tables and figures that do not repeat text, but add to understanding of the
text.

e Of an appropriate length with an informative abstract.

e Reviewed and cleared.

e (Clear dissemination and marketing strategy.

e Well received by target audience.

Roles and responsibilities

Originator — responsible for content and development, including identifying and commissioning
author(s), providing appropriate background material (relevant documents, guidelines, etc.),
ensuring agreed deadlines are met, resolving outstanding copyright issues, obtaining technical
review and clearance, ensuring adequate funding available for full publication production cycle.




FI Publishing Support — responsible for overall editorial quality review, including layout. Provide
assistance and guidance in all planning and production phases in support of overall goals of the FI
Publishing Programme.

IMCC - ensure appropriate guidance, as endorsed by Department, is provided, aligned with
corporate publishing standards and strategies.

Criteria for consideration

To help prioritize the decision to pursue the publication of a document and to ensure that a
publication is appropriate, of high quality and able to achieve the intended influence/impact, here
below is a selection of possible criteria to consider when evaluating the development of a title and
deciding on the dissemination medium. Once a decision to proceed has been taken, indicators can
be developed to monitor the degree of impact (or at least of uptake) achieved.?

Planning criteria (primary responsibility of originator):

e Directly supports FAO work or responds to an FAO request (linked to a specific OR), in
particular to the requests provided by FAO Members during FAO-FI forums (COFI, SCA, SCT,
etc.), avoiding as much as possible individual-driven publications.

e Potential of content to have a direct impact on FAO objectives.

e |dentified primary audience and possibly a broad secondary audience.

e Timeliness and relevance of topic.

e Longevity of topic (shelf-life).

e Original information or periodic update (does not duplicate or overlap with other projects)
[We could recommend an accurate bibliographic research with the assistance of Fl Library to
verify the existence of similar publications on the topic].

e Funding availability.

e Author availability.

Content criteria (primary responsibility of originator):
e Scientific excellence — technical accuracy and validity.
e Best available scientific information included.
e Appropriate use of traditional knowledge, validated to the extent possible.
e Original contribution of knowledge.
e Standard and quality of graphics.
e Complete and relevant references.
e Editorial excellence: clear language style, follows FAO house style and terminology,
appropriate structure and presentation.
e Appropriate for targeted audience, including language.

Production criteria (primary responsibility of FI Publishing Support team):
e Appropriate format and media.
e Colour versus black white.
e Online versus print.
e Print-on-demand, local printing options.
e Promotional/marketing opportunities.

2 Simple indicators of uptake could include citations in other literature, downloads of documents via the
Internet, or requests for use of FAO-copyrighted material.



Other considerations:

e Could this title or treatment of topic have greater impact by being produced in a journal or
as a co-publication?
e Evaluate the overall benefits, efficiencies and time/cost savings of sharing common services
for editorial / graphics design / desktop publishing.

Characteristics of Fl publications

Publication Peer Political Timeliness of Thematic Administrative Raw New or new
type reviewed | endorsement information, presentations reporting of data synthesis of

reflecting its of local or activities information

utility individual
(1=<5years; experiences
2 > 5 years)

FTP ++ - 2 - - - ++
Circular + - 1 + - +
TGRF +++ - 2 - - -
SOFIA +++ + 2 - - - ++
International ++ +++ 2 - - - +
instruments
Proceedings - - 1 + - + +
Reports - - 1 + + + +
Non-serial - - 2 + + +
publications

Note: + could be included but not necessary; ++ desirable; +++ essential.




ANNEX 1

INDICATIVE COSTS and EXAMPLES RELATED TO EDITING, PRINTING AND DISTRIBUTION
(MAIN FI SERIES)

Time and costs for different types of quality review:

Fl editorial consultant, depending on the type of document (very technical or general), for example:
Technical paper: 100 pages, 7 days, about USD2 000
Report: 100 pages (more general): 2 days, about USD578

External consultant, official rates:
USD60/1 000 words, 100-page document: USD3 000

Layout/formatting:

Full time FI graphic designer (about USD110/day), 100 pages, 14 days: USD1 540

Official rates (InDesign), 100 pages, minimum USD35/page: USD3 500

Printing (estimates):

FI Report/Proceedings, all black and white, 100 pages, A4
200 copies: €1 500 (USD1 995)
800 copies: €1 900 (USD2 527)

FI Technical Paper, all colour, 100 pages, A4
200 copies: €2 100 (USD2 793)
800 copies: €2 500 (USD3 325)

FI Technical Guidelines, 100 pages, only cover in colour, B5
200 copies: €1 950 (USD2 594)
800 copies: €2 350 (USD3 126)

Distribution (official and/or divisional):

Pouch: €10/kg, or about USD13/kg (FAO Rep)
Remailing: €6/kg, or about USD8/kg (libraries, institutes, prices vary according to continent)



