


IV. Other Publishing Information

1.

1. Electronic publishing

Currently, IUCN'’s electronic publishing consists of posting PDFs of its printed
publications on the World Wide Web. We are beginning to explore moving into more
sophisticated digital publishing and will update this section accordingly.

Creating a PDF from printed matter

2.

All printed publications should be produced electronically as PDF files. The designer,
typesetter or printer will be able to convert the files to PDF.

PDF files should be processed as screen ready. If the files are large, such as books or
journals with many colour photographs, they should be divided into sections and then
linked together with bookmarks. This enables them to load more quickly.

Photographs used on a website should be between 72-100 dpi. You may need to
reduce the dpi of the original photographs (usually 300dpi) for publication on the
website. Remember to ensure that you have obtained copyright release for the use of
photographs in both electronic media and in print.

The publication should be “locked” so it cannot be changed or altered in any way.

IUCN must always be cited as the source of the information, i.e. the credit/copyright
page must be included.

A high-resolution and a low resolution PDF of all IUCN publications must be forwarded
to the IUCN Headquarters Library for deposit in the Library Database.
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2. Co-publishing

See Annex 9 for a Checklist of items for co-publishing

1. IUCN regularly co-publishes with other organizations. There are essentially two types
of partner with which IUCN co-publishes:
. Members, donors, other not-for-profit organizations
. Commercial publishers

Co-publishing with members, donors and other not-for-profit organizations
2. IUCN welcomes co-publishing with members, donors and other not-for-profit
organizations. The relative advantages and disadvantages should be evaluated.
Advantages include:
o Partners can take advantage of each other’s scientific expertise.
o Partners can take advantage of each other’'s membership and distribution
networks.
o Partnerships foster collaboration and cooperation.

Some points to be aware of are:

o IUCN can lose full editorial control.

o IUCN may not be able to retain copyright.

o Partners are dependent on each other respecting financial and timetabling
conditions.

3. Below are points to consider when entering into a co-publishing agreement with
another organization:

. Parties must agree on responsibility for content, management of the overall
project, design, production, print and/or electronic distribution, and the level of
financial contribution to be made by each party.

o IUCN should be a main copyright holder to enable the organization to freely
disseminate its material. At a minimum, joint copyright should be negotiated.

o Placement of logos should be agreed at the outset.

) IUCN must approve final content before the publication goes into production.
. IUCN must approve final design and layout before the publication goes into final
production.

o Parties should agree on the amount of stock each organization will receive.
o Parties should agree on distribution, sales and marketing and whether copies
can be made available to the Online Publications catalogue.

Co-publishing with commercial publishers
4, IUCN welcomes co-publishing with commercial publishers. The relative advantages
and disadvantages should be evaluated. Advantages include:
o Publisher takes most of the financial risk associated with producing the

publication.

. IUCN becomes associated with a well-known, credible publisher.

o IUCN may be able to negotiate royalty payments for contribution of scientific
material and expertise.

o IUCN is able to take advantage of the publisher’s distribution networks.
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Some disadvantages to be aware of are:

o IUCN may not be able to retain copyright. This prevents further use and
distribution of our material.

o Production times in commercial publishing are often much longer.

o IUCN may lose editorial control.

o IUCN staff may be required to provide considerable input. The project could
become time-consuming.

o IUCN is usually required to buy in stock to help cover production costs.

o The publications may not necessarily reach IUCN’s main audiences.

o IUCN may not able to put the finished publication on the website.

Conditions for acceptance of commercial publishing proposals
5. In addition to reviewing the advantages and disadvantages above, there are certain
conditions which should be met before you co-publish with a commercial publisher:
e Both the commercial publisher and IUCN must benefit from the collaboration
in terms of profile enhancement.
e The collaboration must lead to an understanding of the importance of IUCN’s
work amongst a wider audience than IUCN can reach by itself.
e |UCN must obtain benefits that assist it to pursue its Mission and Programme
of work.
e The real costs of the collaboration must be borne by the commercial
publishers.

6. The following criteria should be used to assess these conditions:

e The publication must meet a standard of quality that IUCN can endorse in
terms of scientific credibility.

e The publication has a high potential for wide distribution amongst primary
IUCN audiences.

e The publication has the potential to reach IUCN’s secondary audience to
enhance awareness of the importance of conservation and sustainable
development amongst a significant segment of the general public.

e The real costs to IUCN are covered (staff time, including secretarial support,
telephone and fax costs, overheads, volunteer compensation).

Negotiating the contract
7. Although many commercial publishers have their own standard agreements, below are
points to consider when you begin negotiating a contract:
) Ensure IUCN retains copyright or agree to joint copyright as a minimum.
) Ensure that IUCN'’s contribution to the publication is duly acknowledged and
given prominence.
o Agree rights reversal within a specific time period should the publication go out
of print.
o Ensure that IUCN will receive a PDF of the final document for the IUCN website.
This may be subject to a time exclusion clause.
o Discuss fees for the contribution of scientific material and expertise.
) Ensure IUCN sees a final copy of the proofs to approve content.
o Agree on a number of copies of the final document to be made available to
IUCN for sale through its own catalogue and bookstore.

8. A copy of each publishing contract should be forwarded to Publications Services.
Should you need help in contract negotiation, please contact the Head of Publishing
(deborah.murith@iucn.org).

2-2 Co-publishing www.iucn.org/publications



IV. Other Publishing Information

3. Copyright
1. IUCN retains copyright on all of its published material, scientific research and project
information. This should be agreed at the outset of any negotiations with co-
publishers.
2. IUCN retains copyright so that it is able to freely disseminate its information in all

media, e.g., in print, on the World Wide Web, on CD-Rom.

3. All [UCN publications should contain the following copyright notice on the credits
page:

© 2005 IUCN, International Union for Conservation of Nature and Natural
Resources

© 2005 UICN, Union internationale pour la conservation de la nature et de ses
ressources

© 2005 UICN, Unién Internacional para la Conservacion de la Naturaleza y de
los Recursos Naturales

4. In the case of co-publishing with a partner, IUCN will agree to joint copyright, if
required.
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4. IUCN copyright permission

See Annex 10 for a downloadable Copyright request form

Material on which I[UCN holds copyright

1. IUCN receives many requests from third parties to reproduce and use material on
which IUCN holds the copyright. IUCN encourages the wide use of its material and
usually grants permission for the reproduction of its material for educational or other
non-profit purposes provided the source is fully acknowledged.

2. Permission to reproduce IUCN copyright material for resale or for other commercial
purposes must be sought in writing from IUCN.

3. Copyright permission is granted by the IUCN Headquarters Library. A form has been
developed to facilitate the approval process for translations by third parties. See
Annex 10. If you receive a request for copyright permission, please forward the form
and request that it is returned to the Library (alicia.wirz@iucn.org).

Reproducing material where copyright belongs to a third party
4. When preparing a publication it will sometimes be necessary to seek permission from
a third party to include material for which someone other than IUCN holds copyright.

5. When material is under joint copyright, you will need to write to all copyright holders to
seek permission.

6. When including material in a publication, permission should be sought in writing from
all the copyright holders well in advance. The following information should be included
in all requests:

o Details of the material (text, photograph, picture, illustration) that you are
seeking permission to use
) Source of the information (book, monograph, magazine, journal, etc.)

Complete citation, if known, including full title, author(s), date of publication,
page numbers, paragraph numbers

o Intended use of the reproduced material, including format
) Number of copies of the material to be produced
o Intended distribution of the material
o Sales strategy
7. It is essential to request permission for multiple and future uses of the material for re-

packaging in different media, including in print, CD-Rom, the World Wide Web.
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5. Translation

IUCN has three official languages, English, French and Spanish. Wherever possible,
IUCN tries to produce its publications in all three of its official languages.

In addition, many regional and country offices also publish in local languages. It is
important that publications be produced in local languages to be relevant to local
audiences and to ensure effective outreach.

Statutory documents are published in all three languages and the Union is responsible
for their translation. Ownership of this material in the three languages remains with
IUCN.

How to choose the translator

4.

The quality of a translation is very important. A poor translation will reflect poorly upon
IUCN. In addition, weak translations can sometimes change the meaning of the
content!

For this reason, when selecting the translator, it is important to follow a few basic

guidelines:

e Ensure that the translator is translating into his/her mother-tongue. (If this is not
possible, for instance in the case of certain rarer languages, ensure that the
translator has sufficient experience of translation into the language in question).

e Check that the translator has sufficient experience. We recommend that the first
time you use a particular translator you ask for examples of previous work.

e Check that the translator has a thorough knowledge of the subject matter, the
correct terminology, etc.

e Agree the deadline for the work from the outset. Ask the translator to inform you in
a timely manner of any delays/problems with meeting the deadline.

e Always ensure that you provide the translator with final copy. Altering text mid-way
through the translation process can lead to delays and errors.

e Always agree the fee with the translator at the outset. In the event of any changes
mid-way through the process that are liable to increase the cost, the translator
should inform you in a timely manner and new/additional fees may need to be
negotiated.

e Publications Services keeps up-dated lists of translators and details of fees. For
information contact the Publishing Officers (cynthia.craker@iucn.org) or
stephanie.achard@iucn.org.

IUCN Glossary for translation

6.

Publications Services maintains a glossary of official IUCN translations in the three
statutory languages. This document is available on the IUCN website. It should be
made available to all translators of IUCN material. Any terms which are not included in
the Glossary but for which translations are required should be communicated to the
Head of Publishing (deborah.murith@iucn.org).
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6. IUCN translation permission

See Annex 11 for Translation permission form

Translation requests received from third parties

1. Sometimes IUCN is approached by third parties wishing to translate key IUCN
publications into other languages. IUCN policy is to grant permission for these
translations. Such requests should be referred to the Head of Publishing
(deborah.murith@iucn.org).

2. Organizations and individuals wishing to translate IUCN publications into other
languages must provide the following information in their requests:
¢ Name
e Position
¢ Name of their organization/academic institution/publishing company
e Address
o Details of the material they wish to translate including, a full citation, full title,

author(s), date of publication, date of the edition they are seeking to translate if
applicable
e  Copyright holder (is IUCN the sole copyright holder, or is the information subject
to joint copyright?)
Language(s) into which they plan to translate the publication
Details of the translator
Intended format of the translated publication
Intended use of the translated material (for academic use, e.g. for teaching a
course, in a book to be published, in a magazine, etc.)

3. If the request is received from a commercial publishing company and the final
translation is intended for sale, the question of payment for the material needs to be
discussed and agreed beforehand.

4, Agreements about a possible financial, or other, contribution by IUCN to the translated
edition should be made at the outset of the project." Where possible, the initiator
should take the financial risk involved in producing the publication.

5. A form has been developed to facilitate the approval process for translations by third
parties. See Annex 11. Please note that there are additional conditions which are
included in the form. If you receive a translation request, please forward the form
indicating that it should be returned to the Head of Publishing
(deborah.murith@iucn.orq).

1 These last two points will be determined largely by who the translator is and whether it is a commercial publishing company
or another organization.
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1. Marketing

1. Marketing includes having clearly defined objectives (what you want to change),
clearly defined target audiences (who you need to influence to make this change), a
clearly defined message for your publication (why and how your target audience
should make the change), and a good promotion plan. These should all be defined at
the beginning of the project, and not after the publication has been printed.

2. Promotion is the “selling” of the publication after it has been printed — although the
broad promotion plan should be developed at the beginning of the project. Good
promotion, together with good distribution, will ensure your publication reaches its
target audience. Promotion activities should reinforce the message(s) contained in the
publication.

3. Global Communications and Publications Services can assist you in promoting your
publications, if informed in a timely manner. It is best to integrate Communications
work into the project right from the outset.

Options for promotion

4, There are many options for marketing a publication. These include promotion through:
e conferences, meetings, IUCN congresses

press launches and press releases

IUCN and Commission newsletters

Earthprint bookstore (IUCN’s out-sourced sales and marketing partner)

web pages

IUCN Publications Catalogue and the Online Publications catalogue

advertising through specialist distributors, websites, trade magazines and journals,

international book fairs

e review copies to specialist journalists

e direct mailings (letters, brochures, leaflets, e-mail alerts)

The mix of promotional tools you choose should depend on the target audience(s) you

are trying to reach.

Conferences, meetings, IUCN congresses

5. IUCN convenes and participates in many high-level conferences. By holding press
launches and making copies of your publication or promotional flyers available during
these events, you will be sure to bring it to the attention of an interested audience.

Press launches and press releases

6. Press launches and press releases are an effective way of bringing a high-profile
publication to the attention of the media and a wider community. They can also be
used to promote your publication at major events.

IUCN and Commission newsletters
7. Newsletters are an excellent tool for promoting publications of particular topical
interest to your specialist audience.

Earthprint bookstore

8. Earthprint is the electronic bookstore of SMI, IUCN’s order fulfilment and distribution
partner. [IUCN publications, along with those of other environmental organizations, are
prominently featured on this site and actively marketed by their marketing staff. The
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extensive array of environmental publications available from this site increases the
customer base and provides IUCN with additional sales opportunities.

Web pages

0. People and organizations with a direct interest in IUCN often visit the website. In
addition, the IUCN website is indexed by a humber of Internet search engines
enabling individuals and organizations with an interest in environmental issues to be
directed to the IUCN website.

IUCN Publications Catalogue and Online Publications catalogue

10. One of the main marketing tools available to all IUCN programmes, Commissions,
Regional and Country Offices, members and partners is the IUCN publications
catalogue and website. The catalogue is widely distributed and the website is
regularly updated by Publications Services. All IUCN publications may be included,
whether for sale or for free distribution. See www.iucn.org/publications/.

Advertising

11. Advertising publications can be achieved through a variety of methods. Some may be
more appropriate than others for your region. Publications Services currently markets
IUCN publications through a number of services.

12. Specialist distributors. IUCN has concluded contracts with several specialist
distributors, e.g. Island Press (North America) at www.islandpress.org/, Earthprint in
the UK (www.earthprint.com) and independent distributors and booksellers in various
country locations.

13. Specialist websites are another way to advertise publications, e.g. on environmental
sites such as www.environmental-expert.com.

14. Trade magazines and journals are often a good advertising medium and usually have
large print runs, reaching a wide audience. IUCN often promotes its titles through
these means, e.g. the Times Literary Supplement (Frankfurt Book Fair edition), the
Bookseller, and specialist environmental magazines.

15. International book fairs. IUCN publications are displayed at major book fairs including
Frankfurt and London. This is where IUCN publications are promoted to the
international book trade and meetings are held with development publishers to
discuss opportunities for co-publishing.

Review copies

16. Sending copies of your publication for review is an important way to have your
publication brought to the attention of a wide audience. A good review will enhance
IUCN'’s credibility as a publisher and increase interest in your work.

Direct mailings (letters, brochures, leaflets, e-mail alerts)

17. These mailings are highly selective and can be personalized to reach your intended
audience. They offer high impact, due to pre-selection, and imply a call for action. It is
important that you compile the list of e-mail addresses of the recipients from the
outset of the project and ensure that they are all up-to-date.
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2. Distribution

Distribution is a very important part of the publishing process. It is the means by which
publications reach their target audience. Distribution of printed publications is usually
achieved through sending the publication to a selected audience on a pre-defined
mailing list. They can also be given out personally or sent out on request. Some
publications are made available for sale through co-publishing agreements and through
the Online Publications catalogue. Others may not be distributed actively but be posted
on a website.

In [IUCN, the distribution of a publication is now usually a combination of options. IUCN
also distributes its publications to its donors, to IUCN depository, exchange and
copyright libraries, and to developing countries through its Distribution Fund
Programme.

The cost of distribution must be factored into the overall budget for producing a
publication from the outset. Thought must be given to how you plan to distribute your
publication from the start of the project.

Distributing printed publications

4.

It is important to begin compiling your distribution list from the outset as this will help
determine the print-run for your publication. Remember to check that addresses are up-
to-date and that the individuals on the list are still the appropriate contacts (i.e. that
they have not changed jobs or moved organizations).

When shipping to meetings and conferences, ensure that enough time is left to clear
customs. Publications often incur import duties which should be factored into the costs.

Bulk distribution can be organized from your office, directly from the printer, or from the
Publications Services distributor, UK-based SMI. When choosing your printer it is
important to consider the final destination of the publication as shipping costs will rise
as the distance increases between the printer and the final destination.

Remember that any remaining stock will need to be managed and distributed. You will
also need to secure storage space and to make arrangements for recycling when the
publication is out of date.

Mailing/distribution by Publications Services

8.

Publications Services offers mailing and distribution as one of its core services to the
Union through their distributor, SMI, in the UK. SMI has the necessary infrastructure to
carry out single and bulk mailings. For more information please contact
cynthia.craker@iucn.org.

Publications Services distributes publications on behalf of Programmes, Commissions,
Regional and County Offices and members as follows:
« to copyright libraries, IUCN depository and exchange libraries, IUCN Regional
and Country Office libraries
. to IUCN donors and for IUCN fundraising activities
« to applications to the IUCN Distribution Fund
. for bulk mailings to target audiences
. for sale through the Online Publications catalogue, IUCN distributors and
bookstores worldwide
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Electronic publications
10.  Electronic publications are usually distributed as PDFs on a CD-Rom or posted on a
website.

11.  CD-Roms are an excellent option for distributing single or multiple publications to
meetings and workshops. They can also be inserted into printed publications, annual
reports and brochures. Production and distribution costs should be factored into the
budget planning phase of your project.

12.  Posting publications on the website allows publications to be made available at low
cost to a very wide audience. IUCN normally posts an electronic version of a
publication to its website at the same time as the printed copy is issued. Some
publications are now only available on the [JUCN website. Remember that this type of
distribution is “passive”, i.e. the audience needs to come and find the publication on
your site. It is therefore important to “market” your electronic publication to your target
audience, e.g. through newsletters and e-mail alerts. Also remember that many
developing countries still find this option expensive or unavailable.

Maintaining records of distribution

13. Itisimportant to keep a record of how your publication has been distributed. Using the
records can help in the evaluation process to determine whether your product has
reached its intended audience.

Depository requirements

14.  The programme, office, Commission responsible for any publication, print or electronic,
is required to make copies available for archival and deposition purposes. Please
forward three copies of any print publication plus a high resolution and low resolution
digital version to the IUCN Library to ensure broader access to your publication.

15.  Three copies of any publication should also be forwarded to Deborah Murith, Head of
Publishing, to fulfil the legal requirements for deposit in the national and cantonal
libraries of Switzerland.

IUCN Distribution Fund

16.  The Publications Services manages the IUCN Distribution Fund. The Fund responds to
requests from developing countries for IUCN publications to support research and
student education.

17.  Any publications made available to Publications Services will be forwarded to the
depository and library exchange programmes and distributed through the IUCN
Distribution Fund.
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1.

3. Sales: Online Publications catalogue

IUCN is a mission-driven organization and, as such, is a not-for-profit publisher.
Publications play a large role in supporting the organization’s mission to disseminate its
knowledge and lessons learned.

Promotion of publications

2.

IUCN publications are promoted and sold through the IUCN Publications catalogue
both in print and on-line (www.iucn.org/publications) and also through international
booksellers and distributors, e.g. Earthprint (www.earthprint.com) and Island Press
(www.islandpress.org/).

These marketing initiatives include publications available from Global Programme,
Regional and Country Offices and IUCN Commissions. IUCN also promotes and
distributes publications on behalf of its members and National Committees.

All publications should be submitted to Publications Services so they can be included in
the Online Publications catalogue and the printed version of the catalogue. Please
supply a draft abstract to Publications who will then finalize it for the catalogue and
complete the full catalogue entry.

To include a publication in the catalogues, please supply the following information to
the Head of Publishing (deborah.murith@iucn.orq) or to the Publications Officer
(stephanie.achard@iucn.orq). This is particularly important if you wish to announce a
forthcoming publication:

e a brief synopsis of the work

number of pages, maps, photos, illustrations

agreed price, if to be sold

address from where the publication will be made available
website address, if applicable

o title

e author(s) or editor(s)

e series title, if applicable
e whether it is a co-publication
e date of publication

e edition

e ISBN

e size (mm)

[}

[ ]

o

[ ]

Publications for sale

6.

IUCN makes a number of its publications available for sale. Adding a sales price to a
publication shows the external audience and general public that the organization
values the publication. It also broadens the marketing and distribution opportunities.
When a book is priced it can be made available through bookstores, for example, the
World Bank Shop and the United Nations Bookstore, and advertised at international
book fairs such as London and Frankfurt.

IUCN aims to ensure that its publications can be distributed as widely as possible and
prices its publications accordingly. Substantial discounts are given to IUCN members
and Commission members, students and the book trade.
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10.

IUCN’s publication sales are managed by Earthprint, the sales arm of SMI
(www.earthprint.com). ldeally copies of all publications should be made available to
Earthprint for sale. The quantity is usually governed by the available printing budget,
but whenever possible, a minimum of 50 copies of each publication should be
forwarded to Earthprint for distribution. The usual amount forwarded is around 200
copies. This stock is also made available to IUCN libraries worldwide.

Many IUCN publications are generated through the Regional and Country Offices. For
financial and practical reasons, it may not be feasible to supply copies to Publications
Services. However, these publications can still be advertised through the printed
catalogue and via the Online Publications catalogue. Publications Services are always
ready to provide advice on how publications can be forwarded to SMI in the UK. Please
contact cynthia.craker@iucn.org for more information.

IUCN Publications Services can be contacted at:

IUCN

Publications Services

Rue Mauverney 28

1196 Gland, Switzerland
Tel: + 41 22 999 00 00
Fax: + 41 22 999 00 10
books@iucn.org
www.iucn.org/publications
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1.

4. The IUCN libraries

The IUCN Secretariat houses and operates a library. In addition to the library at
Headquarters, the Environmental Law Centre in Bonn (see below) houses a library as
do a number of IUCN offices around the world.

The IUCN Headquarters Library

2.

The IUCN library serves as the principal depository for all IUCN’s publications,
periodicals, scientific and technical reports prepared by IUCN, its Commissions, and
its Regional and Country Offices.

The library is the main custodian of IUCN'’s institutional memory.

The library operates a database of all IUCN publications published since 1948. These
are listed in the IUCN Online Publications catalogue at www.iucn.org/publications. It
also includes titles of CITES — Convention on International Trade in Endangered
Species of Wild Fauna and Flora, Ramsar — the Convention on Wetlands, TRAFFIC —
the joint wildlife trade monitoring programme of IUCN and WWF, UNEP-WCMC - the
United Nations Environment Programme World Conservation Monitoring Centre, and
a small selection of titles from IUCN members or other publishers. Many IUCN
publications listed in this database are available for sale.

Out-of-print publications can be obtained from the library on request, on a direct cost-
recovery basis. The library provides a photocopying service for those publications that
are no longer in print. For further information contact alicia.wirz@iucn.org.

All [JUCN Programmes, Commissions, Regional and Country Offices or any other body
publishing an IUCN publication are required to deposit with the IUCN library a digital
version and two print copies of any publication produced. Copies of publications, both
in print and digital, should be sent to:

Alicia Wirz

The Library

IUCN

Rue Mauverney 28

1196 Gland, Switzerland

Tel +41 22 999 0136

Fax +41 22 999 0010
alicia.wirz@iucn.org or library@iucn.org

The Environmental Law Centre (ELC) Library

8.

Since 1963 the IUCN Commission on Environmental Law (formerly known as
Commission on Legislation and Commission on Environmental Policy, Law and
Administration) and over the past thirty years the Environmental Law Centre, have
continuously collected and catalogued legal provisions relating to environmental
conservation in individual countries. A growing number of significant international
instruments have been developed and added to the pool, as well as literature
pertaining to environmental policy, law and administration.

Today the ELC library collection hosts one of the world's largest and most
comprehensive collections of environmental law and literature, which covers the entire
spectrum of issues related to environmental conservation: from soil pollution to genetic
resources, from water quality to waste management.
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10.  To view the ELC library resources visit
www.iucn.org/about/work/programmes/environmental law/elp resources/elp _res publi
cations/index.cfm

11.  The ELC library can contacted at:

IUCN Environmental Law Centre
Godesbergerallee 108-112

Bonn 53175, Germany
secretariat@elc.iucn.org

Tel +49 228 269 2231

Fax +49 228 269 2250

IUCN Regional and Country Office Libraries

12. A number of IUCN Regional and Country Offices operate their own libraries. IUCN
deposits publications in these offices to support capacity building and access to IUCN'’s
published work. For a full list see Annex 12.

IUCN Depository Libraries

13. A number of organizations have been selected to act as IUCN Depository Libraries.
These are libraries situated mainly in developing countries, which are maintained by
IUCN members and partners. [IUCN deposits publications in these institutions to
provide increased access to IUCN’s knowledge and expertise. These publications are
thus made available to members and others who might not otherwise have the funds to
make the purchases themselves. For a full list see Annex 12.

14.  Publications Services and the HQ library are currently updating the existing
membership criteria to identify an expanded framework of partners who would both
benefit from IUCN publications and actively work to further disseminate our literature.
An example of this partnership is the American Museum of Natural History. We
welcome any recommendations for new partners that would be of value to the Union.
Please forward any recommendations to deborah.murith@iucn.org.

IUCN Exchange Libraries

15.  IUCN exchanges publications with some of its partners and members, including
BirdLife International, English Nature and World Resources Institute. For more
information, please contact alicia.wirz@iucn.org.

Copyright Libraries

16.  IUCN deposits its publications in major copyright libraries to protect its copyright on
works published. These include the six main British copyright libraries (UK), the Library
of Congress (US), Bibliotheque Cantonale (Switzerland) and the Swiss National Library
(Switzerland). Once books are filed in copyright libraries they are listed in on-line
databases. These databases are consulted by a variety of people including, librarians
and academics and the information reaches a wide audience. For more information
please contact deborah.murith@iucn.orgi.

17. Only publications received by Publications Services are circulated as part of the
depository libraries and exchange programme. Unless publications produced by other
offices are made available to Publications Services they cannot be included in this
programme.
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V. Using Publications to Communicate the Message

5. The IUCN photo library

The IUCN Headquarters photo library

1.

The IUCN library manages the IUCN photo library, which currently contains some 1800
images, both in print and electronic versions. It has been designed to serve as a central
pool of quality, royalty-free images for use by the IUCN Secretariat. Images from this
photo database may be used in IUCN publications, periodicals, reports, newsletters,
catalogues; for IUCN websites; for IUCN PowerPoint presentations, overhead
transparencies, projections; and for IUCN press releases, feature articles and
factsheets. They may not be reproduced commercially or given away to third parties.

This photo library is accessible via the IUCN Knowledge Network. For instructions on
use of the database please check the website on the Knowledge Network at:
www.iucn.org/kb/app/progs/inmagic/index.cfm.

Making images available to the [IUCN Photo Library

2.

IUCN staff are kindly requested to make photographic records when travelling on
mission for IUCN, e.qg. visiting IUCN field projects. In addition, all IUCN staff are
encouraged to make their own personal photographs available to the IUCN photo
library.

When making images available to the IUCN photo library it is important to follow a few
simple guidelines.

Images captured on film

4.

Photographs captured on film (negative or positive, slides) remain the preferred format.
They can be scanned to create a digital version, which is suitable for most purposes.
The library will scan slides or colour prints, and return copies of the scanned files on
CDs [along with the original slides/prints if required].

Digital images

5.

If you choose to make images available to the library in digital format, please provide
on a CD-Rom the highest resolution possible and ensure that the minimum file size is
200-300 KB (kilobytes) in JPG or 2 MB open on screen.

The CD-Rom should be sent to:

The Library

IUCN

Rue Mauverney 28
1196 Gland, Switzerland
alicia.held@iucn.org

Please remember to specify if you would like the originals to be returned to you.

When supplying images for the photo library, please do not make any changes/modify
the photos before submitting them. Making modifications to an image and then saving it
automatically compresses the original electronic file, which means the image loses
resolution quality. Images must be submitted in either TIFF or JPG format.

Please remember also to provide information about the pictures you have submitted.
Without accurate information, photographs have little or no long-term value.
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Minimum information needed:

e Name (possibly address) of photographer
e Date when photograph was taken

e Place

Additional useful information:

o Name of specific place/site/protected area
o Names of people in the picture

¢ Common and/or scientific name of species

The data can be provided by e-mail, as a Word document or using the form prepared
specially for this purpose. Please see Annex 13.

0. The photographer also needs to sign a release form giving IUCN user rights to the
image(s). For details, please contact alicia.wirz@iucn.org.
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VI. Closing a Project

1. Evaluating your project

1. An important part of any project is the evaluation phase. This is no less true of a
publishing project. An evaluation allows you to gauge how successful your project has
been in achieving its purpose, reaching its intended users, and helping IUCN to
achieve its Mission.

2. In order to carry out an evaluation you first need to determine the evaluation issues and
guestions of interest to you. These might include all or some of the following:

. Influence and impact of the publication — in changing attitudes, behaviours and
practices, or legal and administrative policies and frameworks

. Effectiveness: how effective is the publication in achieving its purpose (such as
influencing policy and decision making, promoting best practice, publishing new
scientific evidence, etc), to what extent does/has the publication reached its
intended audiences?

. Relevance: how relevant is the publication to the needs of the target audience,
and IUCN’s Programme and policy priorities?

3. Other indicators that can be used as part of the evaluation include:
. Quality of the publication in relation to the relevant professional field of practice
. Efficiency in generating, producing and disseminating the publication
. Management of the publishing project (if major in scope and effort)

4, The clearer your purpose, messages and intended target audiences, the easier it will
be to evaluate your publishing project.

5. The design of your evaluation and the data collection tools that you use should be
appropriate to the budget and significance of the publishing project.

. Publishing projects with large budgets and those of major significance to IUCN
should consider (in addition to user survey forms) carrying out interviews with
targeted users to assess the influence and impact of the publications in relation to
the costs of producing the publication.

Snow ball interviewing, a technique whereby a wider set of respondents to a
survey is selected thanks to referrals from the initial respondents and continue
until no new respondents are identified, is another way to reach more people who
have used the publication.

. Publishing projects that are modest in budget and scope should use basic cost
effective evaluation tools such as user surveys that are distributed with the
publication or sent to intended audiences shortly after distribution or purchase.
Since return rates are usually low, follow-up with users is recommended to
increase the rate of return of survey forms and thus increase the reliability of your
data. You should aim for a 20% return rate or more if possible.
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. Focus groups or group interviews are also a good way of exploring evaluation
questions with target audiences at major events. It should be noted that both
focus groups and group interviews require skilled facilitators.

. Web surveys can also be used. Note, however, that they do not necessarily reach
the full range of audiences and the results will be biased towards those audiences
with greater access to the Internet.

. Web download statistics are a valuable indicator of interest when properly filtered.
They are, however, of less value when answering most evaluation questions or
exploring reasons why a publication is popular or not.

6. For examples of questions and issues to be considered in evaluating the influence of
publications, as well as mapping techniques see the recent Knowledge Products and
Services Study on the IUCN Evaluation Website.

7. You should develop a common core set of evaluation questions and tools to use on a
regular basis so that you can track changes in effectiveness over time. This is called
benchmarking your publications practice. You can do this for your individual
programme, while Publications Services will benchmark publications practice across
the organization. You can then compare your effectiveness with other programmes and
with [IUCN as a whole.
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Annex 1: Project proposal form

Please transmit one copy of this form to IUCN Publications Services. All sections should be
completed.

Project proposal:
Responsible: E-mail:

Budget: Date:

Title of the proposed
publication

(This can be provisional if
the final title has not yet
been decided)

Full names of the author(s)
and/or editor(s)

Is this an IUCN publication | [] IUCN publication [ ] Co-publication
or a co-publication with

another organization / If this is a co-publication, please give the name and address of the co-
publisher? publisher:

Is this publication part of a | [] Yes [1No

series?

If yes, please give the series title:

What are the objectives of
your publication?

Which TPA/IUCN policy
priority does your
publication support?

Who is/are the target
audience(s)?

What is the message?

Please provide an abstract
(Attach an extra sheet if
necessary)

In which media will you [] Print [ ] CD-Rom [ ] PDF [] Electronic
produce your publication?
[] Other, please state:
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What items do you plan to
include in the final
product?

[] Photographs [] lllustrations

Please describe:

] Maps

[] Other

In what language(s) do you
plan to publish?

What is the timetable for
your project

(List any external time
constraints, i.e. meetings,
donor requirements, media
launch)

What is your planned print-
run?

How do you plan to
promote your publication?

How do you plan to
distribute your
publication?

Is your publication
planned for sale?

What is your budget?

How is your publication to
be funded? Have you

already secured funding or
do you need to fundraise?

What indicators will you
use to evaluate the
success of your
publication? And how will
you measure them?

C.C. [_] IUCN Publications Services

IUCN

Publications Services
Rue Mauverney 28

1196 Gland, Switzerland
Tel + 41 22 999 0000
Fax + 41 22 999 0020
books@iucn.org
www.iucn.org/publications

Annex 1: Project proposal form
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Annex 2: Publication budget

Project title:
Responsible:

Budget:

E-mail:

Date:

Item

Projected

Actual

Difference

Notes

Consultant fees (for the writer/editor)

Copyright fees

Photographic fees

Peer review (including mailing, meeting
costs)

Editor (if an external editor is used)

Design and layout

- typesetting

- films
author’s corrections
proofs

Printing
- films
- proofs
- run-on
- shipping (from printer)

Electronic production costs

Mailing, distribution and shipping
(including cost of shipping to SMI,
Stevenage, UK)

Promotion (including cost of production
and distribution)

Translation (if applicable)

Staff & management time

Communications (including e-mail,
phone, fax, etc.)

Overheads

Cost of stationery

Monitoring and evaluation

Miscellaneous

Miscellaneous

Total:
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Annex 3: Stages for peer review of an IUCN publication

Project proposal:

Responsible: E-mail:
Budget: Date:
Phase Timetable Done
Identify a list of potential peer reviewers During writing ]
Make contact and request them to act as peer reviewers During writing L]
Circulate final manuscript to group for comment on Upon completion L]
technical accuracy, scientific integrity, etc.
Incorporate reviewers’' comments, discuss problems After review ]
Inform Publications Advisory Committee of details of After review and prior to ]
reviewers, process, comments by reviewers production
Request permission to publish Upon submission to L]
Publications Advisory

Committee

Forward all details to the Head of Publishing Upon receipt of approval [l

www.iucn.org/publications
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Annex 4: Checklist of items for editing

and proof-reading

Item Responsibility | Completed
First “final” manuscript also known as “Copy 1"*
Check presence of all contents: all text sections, maps, photos, Technical and/ []
appendices or copy-editor
. . Technical and/
Check style, grammar, spelling, and punctuation or copy-editor ]
Check arrangement and layout of sections, paragraphs, Technical and/ []
subparagraphs, tables, etc. or copy-editor
Technical and/
Ensure contents page adequately and accurately matches contents or copy-editor ]
Ensure information in text tallies with that in tables, maps, etc. Technical "?md/ ]
or copy-editor
Ensure captions correctly and accurately reflect maps, photos and Technical and/ [
tables or copy-editor
Ensure all citations are correctly listed in references section Technical and/ [

or copy-editor

All corrections of minor drafting errors should be made directly in the manuscript. Any
substantive or technical errors must be noted separately and raised with the author(s). All
changes of substance must be signed off by the author(s). Once this stage has been
completed, the manuscript will be ready to go to the typesetter for design and/or layout.

ltem Responsibility | Completed
Once the manuscript has been typeset and prior to print
Check cover pages against IUCN Visual Identity Proof-reader ]
Check layout: margins, typeface against IUCN Visual Identity Proof-reader ]
Check that all front and back matter has been included Proof-reader L]
Run final check on spellings, punctuation, etc. to ensure that
nothing has been lost in the typesetting conversion process (e.g. 3
check especially L, 1, I, O and nought, all of which can Proof-reader O
sometimes convert erroneously)
Mark all changes on the galley proofs using typesetter mark-up Proof-reader [
signs
Return to typesetter for incorporation of final corrections Proof-reader ]
Ask to sign off on individual corrections before the manuscript Proof-reader [

goes to print

! Note that all the stages included here must be followed for both print and electronic publications.
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ltem Responsibility | Completed

Once the manuscript has been prepared for print and before ]
final print-run is launched

Run final quick proof-read of the proofs to check that all material

has been included Proof-reader

[
Mark-up any changes on the print proofs Proof-reader L]
[

Check all colour material — if necessary ask printer for a high

. . ; Proof-reader
resolution colour print-out/chromalin

If in any doubt ask an IUCN Publications/Communications Officer IUCN .
. Publications
to cast an eye over the final proofs :
Officer
Give final sign-off to printer Proof-reader ]

After print-run has been completed and before publication is bound, ask to see running
sheets of the text and the cover to check that the publication has printed correctly, pages are
in the correct order, and text does not disappear into the bindings.
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Annex 5: Checklist of pages for inclusion in
IUCN publications

Item

Page number
(if relevant)

Checkbox

Comment

Front cover

[

Spine

[

Back cover

[

Front matter

Half-title page

Frontispiece

Title page

Credits page

Table of contents

Roman p. v

Foreword

Roman p. vi

Preface

Roman p. vii

Acknowledgements

Roman p. viii

Glossary of abbreviations

Optional

Acronyms

Optional

Maps or illustrations relevant to the
whole book

Optional

ISBN

Donor acknowledgements

Co-publisher acknowledgements

oo g |0g|og|ojgooog o
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Annex 6: IUCN standard description
Long version

IUCN

Founded in 1948, IUCN (International Union for Conservation of Nature) brings together States,
government agencies and a diverse range of non-governmental organizations in a unique world
partnership: over 1000 members in all, spread across some 160 countries.

As a Union, IUCN seeks to influence, encourage and assist societies throughout the world to conserve
the integrity and diversity of nature and to ensure that any use of natural resources is equitable and
ecologically sustainable. A central Secretariat coordinates the IUCN Programme and serves the Union
membership, representing their views on the world stage and providing them with the strategies,
services, scientific knowledge and technical support they need to achieve their goals. Through its six
Commissions, IUCN draws together almost 11,000 expert volunteers in project teams and action
groups, focusing in particular on species and biodiversity conservation and the management of
habitats and natural resources. The Union has helped many countries to prepare National
Conservation Strategies, and demonstrates the application of its knowledge through the field projects
it supervises. Operations are increasingly decentralized and are carried forward by an expanding
network of regional and country offices, located principally in developing countries.

IUCN builds on the strengths of its members, networks and partners to enhance their capacity and to
support global alliances to safeguard natural resources at local, regional and global levels.

IUCN

Publications Services
Rue Mauverney 28

1196 Gland, Switzerland
Tel +41 22 999 0000
Fax + 41 22 999 0020
books@iucn.org
www.iucn.org/publications
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UICN

Fondée en 1948, I'UICN (Union internationale pour la conservation de la nature) rassemble des Etats,
des organismes publics et un large éventail d'organisations non gouvernementales au sein d'une
alliance mondiale unique: plus de 1000 membres dans quelque 160 pays.

L'UICN, en tant qu’Union, a pour mission d’influer sur les sociétés du monde entier, de les encourager
et de les aider pour qu’elles conservent l'intégrité et la diversité de la nature et veillent a ce que toute
utilisation des ressources naturelles soit équitable et écologiquement durable. Un secrétariat central
coordonne le Programme de I'UICN. Il est au service des membres de I'Union, a qui il sert de porte-
parole sur la scéne internationale et fournit les stratégies, les services, les connaissances
scientifiques et I'appui technique dont ils ont besoin pour atteindre leurs buts. Par le biais de ses six
commissions, I'UICN rassemble prés de 11,000 experts bénévoles rattachés a des groupes d’action et
des équipes de projets dont les objectifs principaux sont la conservation des espéces et de la diversité
biologique, ainsi que la gestion des habitats et des ressources naturelles. L'Union, qui a aidé de
nombreux pays a élaborer leur Stratégie nationale de conservation, démontre la pertinence de son
savoir par le truchement des projets qu’elle supervise sur le terrain. De plus en plus décentralisées,
ses activités sont menées par un réseau de bureaux régionaux et nationaux en pleine expansion,
installés principalement dans les pays en développement.

Afin de sauvegarder les ressources naturelles aux plans local, régional et mondial, 'UICN s’appuie sur
ses membres, réseaux et partenaires, en renforcant leurs capacités et en soutenant les alliances
mondiales.

UICN

Service des publications
Rue Mauverney 28

1196 Gland, Suisse

Tél +41 22 999 0000
Fax +41 22 999 0020
books@iucn.org
www.iucn.org/publications
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UICN

La UICN (Unién Internacional par la Conservacion de la Naturaleza), fundada en 1948, agrupa a
Estados soberanos, agencias gubernamentales y una diversa gama de organizaciones no
gubernamentales, en una alianza Unica: mas de 1000 miembros diseminados en cerca de 160 paises.

Como Unién, la UICN busca influenciar, alentar y ayudar a los pueblos de todo el mundo a conservar la
integridad y la diversidad de la naturaleza, y a asegurar que todo uso de los recursos naturales sea
equitativo y ecolégicamente sustentable. Un secretariado central coordina el Programa de la UICN y
ofrece servicios a sus miembros, cuyos puntos de vista representa en el escenario mundial y a quienes
proporciona las estrategias, los servicios, los conocimientos cientificos y el apoyo técnico necesarios
para que puedan alcanzar sus objetivos. A través de sus seis Comisiones, la UICN reline unos 11,000
expertos voluntarios, que integran grupos de trabajo y equipos técnicos centrados especialmente en la
conservacion de las especies y de la biodiversidad, y en el manejo de los habitats y de los recursos
naturales. La Union ha ayudado a muchos paises a preparar Estrategias Nacionales de Conservacion, y
pone en practica sus conocimientos a través de los proyectos de campo que supervisa. Sus
operaciones se descentralizan de manera creciente, y las lleva a cabo una red de oficinas regionales y
nacionales en continua expansion, principalmente en los paises en vias de desarrollo.

La UICN fortalece el trabajo de sus miembros, redes y asociados, con el propésito de realzar sus
capacidades y apoyar el establecimiento de alianzas globales para salvaguardar los recursos naturales
a nivel local, regional y global.

UICN

Servicio de publicaciones
Rue Mauverney 28

1196 Gland, Suiza

Tel +41 22 999 0000
Fax +41 22 999 0020
books@iucn.org
www.iucn.org/publications
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IUCN standard description

Short version

IUCN

Founded in 1948, IUCN (International Union for Conservation of Nature) brings together States,
government agencies and a diverse range of non-governmental organizations in a unique world
partnership: over 1000 members in all, spread across some 160 countries.

As a Union, IUCN seeks to influence, encourage and assist societies throughout the world to conserve
the integrity and diversity of nature and to ensure that any use of natural resources is equitable and
ecologically sustainable.

IUCN builds on the strengths of its members, networks and partners to enhance their capacity and to
support global alliances to safeguard natural resources at local, regional and global levels.

UICN

Fondée en 1948, 'UICN (Union internationale pour la conservation de la nature) rassemble des Etats,
des organismes publics et un large éventail d’organisations non gouvernementales au sein d’'une
alliance mondiale unique: plus de 1000 membres dans quelque 160 pays.

L'UICN, en tant qu’'Union, a pour mission d’'influer sur les sociétés du monde entier, de les encourager
et de les aider pour qu’elles conservent l'intégrité et la diversité de la nature et veillent & ce que toute
utilisation des ressources naturelles soit équitable et écologiquement durable.

Afin de sauvegarder les ressources naturelles aux plans local, régional et mondial, 'UICN s’appuie sur
ses membres, réseaux et partenaires, en renforcant leurs capacités et en soutenant les alliances
mondiales.

UICN

La UICN (Unién Internacional para la Conservacion de la Naturaleza), fundada en 1948, agrupa a
Estados soberanos, agencias gubernamentales y una diversa gama de organizaciones no
gubernamentales, en una alianza Unica: mas de 1000 miembros diseminados en cerca de 160 paises.

Como Unidn, la UICN busca influenciar, alentar y ayudar a los pueblos de todo el mundo a conservar la
integridad y la diversidad de la naturaleza, y a asegurar que todo uso de los recursos naturales sea
equitativo y ecoldgicamente sustentable.

La UICN fortalece el trabajo de sus miembros, redes y asociados, con el propésito de realzar sus
capacidades y apoyar el establecimiento de alianzas globales para salvaguardar los recursos naturales
a nivel local, regional y global.
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Annex 7: IUCN standard credits page

IUCN LOGO

The designation of geographical entities in this book, and the presentation of the material, do not imply
the expression of any opinion whatsoever on the part of IUCN [** or other participating organizations]
concerning the legal status of any country, territory, or area, or of its authorities, or concerning the
delimitation of its frontiers or boundaries.

The views expressed in this publication do not necessarily reflect those of IUCN [** or other participating
organizations].

[** This publication has been made possible in part by funding from ....]

Published by: IUCN, Gland, Switzerland [** in collaboration with]

Copyright: © 2009 International Union for Conservation of Nature and Natural Resources
Reproduction of this publication for educational or other non-commercial
purposes is authorized without prior written permission from the copyright holder

provided the source is fully acknowledged.

Reproduction of this publication for resale or other commercial purposes is
prohibited without prior written permission of the copyright holder.

Citation: Author (date). Title. Gland, Switzerland: [IUCN. xxpp.
ISBN: XXX-X-XXXX-XXXX-X [@ssigned in Gland]
Cover design by:
Cover photo:
Layout by:
Produced by:
Printed by:
Available from: IUCN (International Union
for Conservation of Nature)
Publications Services
Rue Mauverney 28
1196 Gland
Switzerland
Tel +41 22 999 0000
Fax +41 22 999 0020
books@iucn.org
www.iucn.org/publications

A catalogue of IUCN publications is also available.

The text of this book is printed on xxx [name of paper] xxx gsm made from xxx [type of paper].
[** insert when required]

[Note: credit options are given - not all have to be used]
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Page de crédits pour les publications de I'UICN

LOGO UICN

La terminologie géographique employée dans cet ouvrage, de méme que sa présentation, ne sont en
aucune maniere I'expression d'une opinion quelconque de la part de I'UICN [**ou des autres
organisations concernées] sur le statut juridique ou l'autorité de quelque pays, territoire ou région que
ce soit, ou sur la délimitation de ses frontieres.

Les opinions exprimées dans cette publication ne refletent pas nécessairement celles de 'UICN [** ou
des autres organisations concernées].

[L'UICN et les autres organisations concernées rejettent toute responsabilité en cas d’erreurs ou
d’omissions intervenues lors de la traduction en francais de ce document dont la version originale est
en anglais. |

[** Le présent ouvrage a pu étre publié grace a un soutien financier (de/de la/du/des) ...]

Publié par: UICN, Gland, Suisse [,en collaboration avec ...]
Droits d’auteur: ©2009 Union internationale pour la conservation de la nature et de ses
ressources

La reproduction de cette publication a des fins non commerciales, notamment
éducatives, est permise sans autorisation écrite préalable du [des] détenteur[s]
des droits d’auteur a condition que la source soit diment citée.

La reproduction de cette publication a des fins commerciales, notamment en
vue de la vente, est interdite sans autorisation écrite préalable du [des]
détenteur[s] des droits d’'auteur.

Citation: Auteur (date). Titre. Gland, Suisse : UICN. xxpp.

ISBN: XXX-X-XXXX-XXXX-X [attribué par le Service des publications]
[Traduction:]

Couverture congue par:

Photo couverture:

Mise en page:

Produit par:

Imprimé par:

Disponible auprés de: UICN (Union internationale
pour la conservation de la nature)
Service des publications
Rue Mauverney 28
1196 Gland
Suisse
Tél +41 22 999 0000
Fax +41 22 999 0020
books@iucn.org
www.iucn.org/publications

Il existe aussi un catalogue des publications de I'UICN.
Cet ouvrage est imprimé sur papier [nom du papier] (xxx g/m?) [type de papier, par ex. sans chlore].

[**insérer si nécessaire]
[Note: différents exemples de crédits sont donnés - il n'est pas nécessaire de les utiliser tous]
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PAGINA DE CREDITOS PARA LAS PUBLICACIONES DE LA UICN

LOGO UICN

La designacion de entidades geogréficas y la presentacion del material en este libro no implican la
expresion de ninguna opinion por parte de la UICN [** o de otra organizacion participante] respecto a
la condicion juridica de ningln pais, territorio o &rea, o de sus autoridades, o referente a la
delimitacion de sus fronteras y limites.

Los puntos de vista que se expresan en esa publicaciéon no reflejan necesariamente los de la UICN [**
o0 de otra organizacion participante].

[La UICN y las organizaciones participantes declinan cualquier error u omision en la traduccion de este
documento de la version original en [ingles] al espafiol.]

[** Esta publicacion ha sido posible gracias a la generosidad...]
Publicado por: UICN, Gland, Suiza [**en colaboracién con]

Derechos reservados:  © 2009 Unidn Internacional para la Conservacion de la Naturaleza y de los
Recursos Naturales

Se autoriza la reproduccion de esta publicacién con fines educativos y otros
fines no comerciales sin permiso escrito previo de parte de quien detenta los
derechos de autor con tal de que se mencione la fuente.

Se prohibe reproducir esta publicacion para la venta o para otros fines
comerciales sin permiso escrito previo de quien detenta los derechos de
autor.

Citacion: Autor (fecha). Titulo. Gland, Suiza: UICN. xxpp.
ISBN: XXX-X-XXXX-XXXX-X [@asighado por el Servicio de publicaciones]

[Traduccion al
espafiol:]

Disefio de la cubierta:
Fotografia de la cubierta:
Diagramado por:
Producido por:

Impreso por:

Disponible en: UICN (Unién Internacional para
la Conservacion de la Naturaleza)
Servicio de publicaciones
Rue Mauverney 28
1196 Gland
Suiza
Tel +41 22 999 0000
Telefax +41 22 999 0020
books@iucn.org
www.iucn.org/publications

También existe a disposicion un catélogo de las publicaciones de la UICN.

El texto de este libro fue impreso en papel [nombre del papel] [peso] g/m? [tipo de papel — p. €j. sin cloro
0 con bajo contenido de cloro].

[** inserte cuando sea requerido]
[Nota: se dan opciones de créditos - no todas tienen que ser usadas]
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Annex 8: Sample request for print estimate

Mr Lee Hopkins
Thanet Press
Union Crescent
Margate

CT9 INU
England

4 October 2004

Dear Mr Hopkins

IUCN Red List 2004: A Global Species Assessment

Please could you supply an estimate for printing the above title:

Print run: 6,000 plus 500 run-on

Extent: 250pp

Size: 280 x 215mm (American format)

Text: CD to be provided. To be printed in full colour on white 115 gsm

Fineblade Smooth (TCF) paper. Text to be printed in 200% black.

Cover: Cover artwork to be provided on CD. To be printed in four colours, one
side only, 240gsm Invercote G, gloss machine varnished

Proofs: High resolution colour proofs, running sheets, cover chromalin
Binding: Perfect binding
Delivery: In bulk to our warehouse in Stevenage

I look forward to hearing from you.

Yours sincerely

www.iucn.org/publications Annex 8: Sample request for print estimate
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Annex 9: Checklist of items for co-publishing

The three tables below contain a checklist of items that need to be included, discussed or
negotiated when entering into a co-publishing agreement with another organization or with a

commercial publisher.

Table 1: Checklist of items to be agreed when co-publishing with another organization

Iltem Done
Agree on the respective roles and responsibilities of each party from the outset,
including:

e Responsibility for content L]

e Management of the overall project [l

e Design [l

e Production [l

e Print distribution [l

e Electronic distribution O]

e Level of financial contribution from each party ]
Negotiate sole or joint copyright ]
Approve final content prior to production [l
Approve final design and layout prior to print [l
Agree on amount of stock to be made available to each organization [l
Agree on distribution, sales and marketing and whether copies can be made available []
for the Online Publications catalogue
Table 2a: Conditions for evaluating a co-publishing project with a commercial
publisher

Conditions Yes No
Do both the commercial publisher and IUCN benefit from the collaboration [] []
in terms of profile enhancement?
Will the collaboration lead to an understanding of the importance of IUCN'’s [ [
work amongst a wider audience than IUCN can reach by itself?
Will IUCN obtain benefits that assist it to pursue its Mission and Programme [ [
of work?
Are the real costs of this collaboration borne by the commercial publisher? ] ]

www.iucn.org/publications Annex 9: Checklist of items for co-publishing
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Table 2b: Criteria to be used to assess the above conditions
Assign a value — either “high” or “low” — to each of the criteria below. If there are a majority of
“high” values, then it is worth co-publishing.

Criteria High Low

The publication meets a standard of quality that IUCN can endorse in terms [ [
of scientific credibility

The publication has a high potential for wide distribution amongst primary [] []
IUCN audiences

The publication has the potential to reach IUCN’s secondary audience to
enhance awareness of the importance of conservation amongst a ] ]
significant segment of the general public

The real costs to IUCN are covered (staff time, including secretarial support, [] []
telephone and fax costs, overheads, volunteer compensation)

Table 3: Checklist of items to be agreed when negotiating a contract with a
commercial publisher

Item Done

Ensure IUCN retains copyright or agree to joint copyright as a minimum ]

Ensure that IUCN’s contribution to the publication is duly acknowledged and given
prominence

Agree rights reversal within a specific time period should the publication go out of print

Ensure that IUCN will receive a PDF of the final document for the IUCN website. This
may be subject to a time exclusion clause

Discuss fees for the contribution of scientific material and expertise

Ensure IUCN sees a final copy of the proofs to approve content

I 1 I O O

Agree on the number of copies of the final document to be made available to IUCN for
sale through its print catalogue and Online Publications catalogue
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Annex 10: IUCN copyright request form

If you would like permission to reproduce IUCN copyright material, please complete this form
and return it to the IUCN library library@iucn.org:

Name:
Position:
Name of organization / academic institution / publishing company:

Address:

Material to be reproduced (please include as much detail as possible):

Source: (citation)
Date of publication:

Copyright holders:

Purpose:

Please give full details of proposed use, e.g. academic course, publication, etc.

Format of reproduced material (i.e. in print, CD-Rom, World Wide Web, etc.):

IUCN requests that certain conditions are fulfilled:

If the material is for academic use:

I/'we undertake to fully acknowledge the source of the material
I/'we undertake to make one time usage of this material

L]

If the material is for inclusion in a publication:

I/'we undertake to fully acknowledge the source of the information

I/'we undertake to use the information solely for the purpose requested

I/'we undertake to provide IUCN with 5 copies of the published
material for archiving/information purposes

] OO

To be completed by requestor

Name of requesting Officer: Date:
Organization:

www.iucn.org/publications Annex 10: Copyright request form
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To be completed by IUCN Headquarters Library

Permission is granted for the medium and purpose requested only, provided the above conditions are
fulfilled  Yes[ ] No []

Date:

Annex 10: Copyright request form www.iucn.org/publications
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Annex 11: IUCN translation permission form

If you would like permission to translate an IUCN publication into another language, please
complete this form and return it to: deborah.murith@iucn.org

Deborah Murith

Head of Publishing

IUCN

Rue Mauverney 28

1196 Gland, Switzerland
deborah.murith@iucn.org

Name:
Position:
Name of organization / academic institution / publishing company:

Address:

Material to be reproduced (please include as much detail as possible):

Source: (citation)

Date of publication:

Copyright holders:

Language(s) into which you plan to translate the material:
Name of translator:

Purpose:

Format of reproduced material (i.e. on paper, CD-Rom, etc.):

l/lwe undertake to fulfil the following conditions: Yes [ ] No []

www.iucn.org/publications Annex 11: Translation permission form
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The author maintains the right to be identified as such, and the Publishers undertake that the name of
the author will appear in its customary form with due prominence on the title-page and on the binding

or cover of every copy of the work published by them, including all advertisements, or further licenses
by the Publisher to all licensees.

IUCN is entitled to the copyright of the work. The copyright notice shall be printed upon every copy of
the work, in all editions, languages and formats, with year of first publication as follows: © 1999 [UCN,
International Union for Conservation of Nature and Natural Resources.

The translation/credits page must contain the following paragraph "Translated by [name of the
translator]. IUCN claims no responsibility for errors or omissions that may occur in this translation or
deviations from the original language version of the publication. In the case of discrepancies, please
refer to the original edition.

I/'we undertake to provide IUCN with five copies of the published material for archiving/information
purposes.

I/We also agree to adhere to the conditions stipulated in Annex 1 to the present document.

To be completed by requestor

Name of requesting officer: Date:

Organization:

To be completed by IUCN publishing unit

Permission is granted provided the above conditions are fulfilled  Yes[ ] No []

Permission granted on behalf of IUCN by: Date:

Annex 11: Translation permission form www.iucn.org/publications
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Annex 1

I/we agree to fulfil the following conditions.

Where possible, the format of the translated document should resemble the original as
closely as possible using similar layout, fonts, pictures (provided there are no copyright
issues)

IUCN'’s logo should be included on the translated work.

IUCN should be able to approve the final document and to check for disclaimers,
copyright acknowledgement, etc. before the final print-run is launched. This should be
agreed at the outset.

IUCN must be informed of the intended use of the final translated document. If the
document is to be distributed free of charge, IUCN should receive 5 copies for the library
and archiving purposes.

If the document is intended for sale, the final sale price should be agreed in advance with
IUCN and IUCN should receive a certain number of copies for sale and distribution
through its own catalogue.

Both low- and high-resolution PDF files of the final ready-for-print document must be sent
to the library for entry into the library database and online catalogue: library@iucn.org.

2

If there are pictures or illustrations for which IUCN does not own copyright or for which copyright should be sought, the party
doing the translation should be responsible for obtaining copyright clearance to use the material. If it is not possible to do so,
or there are prohibitive costs involved, the publisher should consult with IUCN.
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Annex 12: IUCN depository libraries

IUCN HEADQUARTERS

IUCN Headquarters
Library

Rue Mauverney 28
1196 Gland, Switzerland
Tel +41 22 999 0136

IUCN REGIONAL AND
COUNTRY OFFICES

AFRICA

Regional Office for
Eastern and Southern
Africa (ESARO)

Wasaa Conservation Centre
Mukoma Road (off Magadi
Road)

Nairobi 00200, Kenya

Mozambique Programme
Office

Av. Ferndo Meloe

Castro, 23

PO Box 4770,
Sommershield

Maputo, Mozambique

South Africa Programme
Office

SAQA House, 3rd Floor,
North Wing

1067 Arcadia Street,
Hatfield, PO Box 11536
Pretoria, South Africa

Regional Office for Central
and Western Africa

Centre de documentation
01 BP 1618

Ouagadougou 01

Burkina Faso

Burkina Faso Country
Programme Office

01 BP 3133
Ouagadougou 01
Burkina Faso

Cameroon Country
Programme Office
BP 5506

Yaoundé

Cameroon

Democratic Republic of
Congo Country
Programme Office

43, av. Colonel Ebeya
Immeuble CAP IMMO
Commune de la Gombe
Kinshasa, Democratic
Republic of Congo

Guinea-Bissau Country
Programme Office
Apartado 23

Bissau 1033, Guinea-Bissau

Mali Country Programme
Office

Rue Archinard, Porte 547
BP 1567

Bamako, Mali

Mauritania Country
Programme Office

BP 4167

Nouakchott, Mauritania

Senegal Country
Programme Office
Avenue Bourguiba, Castors
BP 3215

Dakar, Senegal

ASIA

Asia Regional Office
N 63 Sukhumvit 39 Soi
Phrompong
Sukhumvit Road,
Wattana, Klongtan
Bangkok 10110
Thailand

Bangladesh Country
Office

House 11, Road 138
Gulshan 1

Dhaka 1212, Bangladesh

China Programme Office
2-2-131, Tayuan Diplomatic
Compound

No.1, Xin Dong Lu

Beijing 100600, China

Lao People’s
Democratic Republic
Country Office

082/01 Fa Ngum Road
Ban Watt Chan
Vientiane, Lao People’s
Democratic Republic

Nepal Country Office
Bakhundole

Lalitpur

PO Box 3923
Kathmandou, Nepal

Pakistan Country
Office

1 Bath Island Road
Karachi

Sindh 75530, Pakistan

Sri Lanka Country
Office

53 Horton Place
Colombo 7, Sri Lanka

Viet Nam Country
Office

Villa 44/4 Van Bao Street
Ba Dinh

Hanoi, Viet Nam

EUROPE

Regional Office for Pan-
Europe and Permanent
Representation to the
European Union
Boulevard Louis Schmidt 64
Brussels 1040, Belgium

Centre for Mediterranean
Cooperation

Parque Tecnologico de
Andalucia

Calle Maria Curie, 35
Campanillas - Malaga
Andalucia 29590, Spain

Programme Office for
Russia and the
Commonwealth of
Independent States
Stolyarny pereulok 3
Building 3

Moscow 123022
Russia
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Southern Caucasus
Country Programme
Office

Vaja-Pshavela Ave. 41
6th Floor

0077 Thilisi, Georgia

South-Eastern Europe
Country Programme
Office

Dr lvana Ribara 91
11070 Belgrade

Serbia and Montenegro

Environmental Law Centre
Godesberger Allee 108-112
53175 Bonn, Germany

MESO AND SOUTH

AMERICA

Regional Office for
Meso-America

Apartado Postal 0146-2150
Moravia, San Jose

Costa Rica

Regional Office for

South America

Calle Quitefio Libre E15-12
y La Cumbre

Sector Bellavista

Casilla Postal 17-17-626
Quito, Ecuador

NORTH AMERICA
USA Multilateral

Office

1630 Connecticut Avenue
NW, 3rd Floor
Washington

DC 20009-1053, USA

OCEANIA

Oceania Regional Office
5 Ma’afu Street

Suva

Fiji
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IUCN institutional depository libraries

American Museum of
Natural History

Central Park West at 79th
Street

New York, NY 10024
USA

Australian National
Committee for IUCN
Level 13, 235 Jones Street
Ultimo NSW 2007

GPO Box 528

Sydney, NSW 2001
Australia

Centro Agronémico
Tropical de Investigacion
y Ensefianza (CATIE)
Biblioteca Conmemorativa
Orton

CATIE 7170

Turrialba, Costa Rica

Comité Francais pour
I"'UICN

Muséum National d’Histoire
Naturelle

36, rue Geoffroy Saint-
Hilaire

75005 Paris, France

Development Alternatives
B-32 Tara Crescent

Qutab Institutional Area
New Mehrauli Road

New Delhi 110016, India

Fondo para la Proteccién
del Medio Ambiente en
Colombia (FEN)

Biblioteca

Carrera 7 No 71-52, torre B,
piso 7

Apartado Aéreo 052986
Bogota, Colombia

IMACH - Instituto de Medio
Ambiente y Comunidades
Humanas

Universidad de Guadalajara
Km. 15.5 Carretera a
Nogales

Las Agujas, Zapopan,
Jalisco CP 45220

Mexico

IMERNAR

Av Dr Vertiz 724
DF 03020 Mexico
Mexico

The Environmental
Resource Centre (NEST &
JCDT)

Attn: Ms Sara Cook

95 Dumbarton Avenue
Kingston 10, Jamaica

National Commission for
Wildlife Conservation and
Development (NCWCD)
Attn: HRH Prince Bander
Bin Saud Bin Mohammad Al
Saud

PO Box 61681

Riyadh 11575, Saudi Arabia

Secretariat of the Pacific
Regional Environment
Programme (SPREP)
Information Resource
Centre

Attn Miraneta Williams-
Hazelman

PO Box 240

Apia, Samoa

UNEP-WCMC Library
219c¢ Huntingdon Road
Cambridge CB3 ODL
United Kingdom

Vietnam Environmental
Protection Agency
Division for Education,
Training and Information
Attn: Mr Nguyen Cong
Quang

67 Nguyen du Street
Hanoi, Vietham

Universidad de El
Salvador

Sistema Bibliotecario
Apdo. 2923

Final 25 Avenue Norte
Ciudad Universitaria

San Salvador, El Salvador
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Annex 13: Photo library submission form

When submitting photographs to the IUCN photo library please complete the form below.

Ensure that the information is a detailed as possible.

Original file name

Photographer name

Programme

Date taken

Keywords

Geographic keywords

Species name

Description subject

IUCN project

Original image

Original location

Notes

Date:

Received by the IUCN photo library:
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IUCN

Founded in 1948, IUCN (International Union for Conservation of Nature) brings together States,
government agencies and a diverse range of non-governmental organizations in a unique world
partnership: over 1000 members in all, spread across some 160 countries.

As a Union, IUCN seeks to influence, encourage and assist societies throughout the world to conserve
the integrity and diversity of nature and to ensure that any use of natural resources is equitable and
ecologically sustainable. A central Secretariat coordinates the IUCN Programme and serves the Union
membership, representing their views on the world stage and providing them with the strategies,
services, scientific knowledge and technical support they need to achieve their goals. Through its six
Commissions, IUCN draws together almost 11,000 expert volunteers in project teams and action
groups, focusing in particular on species and biodiversity conservation and the management of
habitats and natural resources. The Union has helped many countries to prepare National
Conservation Strategies, and demonstrates the application of its knowledge through the field projects
it supervises. Operations are increasingly decentralized and are carried forward by an expanding
network of regional and country offices, located principally in developing countries.

IUCN builds on the strengths of its members, networks and partners to enhance their capacity and to
support global alliances to safeguard natural resources at local, regional and global levels.

IUCN

Publications Services
Rue Mauverney 28

1196 Gland, Switzerland
Tel +41 22 999 0000

Fax +41 22 999 0020
books@iucn.org
www.iucn.org/publications
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