PRC AUTHOR CHECKLIST AND GUIDELINES

In order to curtail publishing costs and produce your publication in a timely manner, we ask that you complete the
following checklist before submitting your revised manuscript for final PRC approval.
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Do not number headings and subheadings. Headings and subheadings should not have identifying numbers
such as 2.1 or 3.1.2 or 6.2.1.3 and should not be referred to by these kinds of number (for example, do not refer
to a section by saying “see Section 5.2.” If headings have already have such numbers attached, remove
them and any references to them. Without resorting to numbers, however, please make it clear what the
relative hierarchy of headings and subheadings is: which subheadings fall under which larger headings. You can
flag this through the relative size of headings/subheadings or by using bold or italic font.

Obtain copyright permission—IFPRI cannot allow copyright infringement in its publications. If a manuscript
contains tables, figures, maps, etc. taken from non-IFPRI publications, the authors MUST obtain permission to
use those materials. If the item will appear in the IFPRI publication in substantially the same form as in its original
outlet, whether print or online, then it is considered “copyrighted material.” Thus, a figure, table, or other graphic
reproduced from another source is considered copyrighted material. This applies even if the IFPRI author has
adapted or altered the graphic in some way: removing a column from a table, changing a heading, etc. A text
excerpt of a page or more is also considered copyrighted material. Proof of permission must be attached to
your final submission to the PRC. (See Permission Request Form below. Fax, email, or mail to the appropriate
copyright holders.)

Provide all tables, figures, maps, and equations in the correct form:

o All tables, figures, and maps should be comprehensible if rendered in black-and-white rather than color
(color versions of the graphics can be posted on the web, if necessary).

o All tables must be Word or Excel tables.

o All maps must be either high-resolution EPS files (first choice) or high-resolution TIFF files (second
choice).

o All figures other than maps (graphs, bar charts, pie charts, etc.) must be either Excel files or high-
resolution EPS or TIFF files.

o Equations must be created using MathType (first choice) or by simply typing them in as you would regular
text, using numbers, math operators, sub/superscripts.

o Do not provide these elements as embedded images or in any other forms apart from those listed above.

o Make sure that each table or figure can be understood on its own, without reference to the main body of
the publication: this means all symbols or abbreviations should be fully explained within the table or
figure.

o All tables and figures must have notes identifying their source(s).

o Adhere to standard punctuation for table and figure titles: capitalize only the first word, any proper nouns,
and the first word after a colon.

Include the front matter: Table of Contents, Foreword, and Acknowledgments pages

Ensure that all references include the following information:
o Author

Year of Publication

Title (article, chapter, book, report, presentation, etc.)

Title and editor of overall volume (where appropriate)

Journal Title (where appropriate)

Journal Volume, Issue, and page number (where appropriate)

Conference Title, date, and location (where appropriate)

City/(State)/Country

Publishing agency/Organization Name

URL and access date (where appropriate)
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Also, ensure that in-text citations have a corresponding reference in the reference list and vice versa.

Review word usage and style:
o Do not hyphenate words such as agroecological dataset, multisectoral, policymaker, etc.
(For a complete list of correct word usage, see pp.6—7 of the Style Manual Highlights
www.ifpri.org/sites/default/files/stylemanualhighlights.pdf).
o Use Standard American English throughout (labor not labour, organization not organisation, etc.).



http://www.ifpri.org/sites/default/files/stylemanualhighlights.pdf

STANDARD PERMISSION REQUEST FORM

TO:
Publisher Contact

Publisher

Fax Number

Date of Request

FROM: DATE:

Institution: International Food Policy Research Institute

Your Name

Name of Division

Address 2033 K Street, NW
Washington, DC 20006

We are requesting use of the following:

Book or Journal Title

Chapter or Article Title
Author (s)
Are you the author?

Volume, Issue, Page Numbers

Figure or Graphic
Table

Other

Editor

Edition

Copyright Year

Note to Copyright Holder: The reproduced graphic/text may be adapted from its original form; the reproduced
graphic/text will be included in both print and online versions of IFPRI’s publication; the print version will be partly for sale
and partly available free of charge (i.e., a significant number of copies will be distributed by both means); and the online
version will be available for free download from IFPRI's website



Copyright Requirements for Publication

Before any IFPRI work can be published, authors MUST obtain permission to use all copyrighted, non-
IFPRI materials within the work. IFPRI cannot allow copyright infringement in its publications.

To qualify as “copyrighted material,” it must appear in the IFPRI publication in substantially the same form
as in its original outlet, whether print or online. Thus, a figure, table, or other graphic reproduced from
another source is considered copyrighted material. This applies even if the IFPRI author has adapted or
altered the graphic in some way: removing a column from a table, changing a heading, etc. A text excerpt
of a page or more is also considered copyrighted material.

If, on the other hand, an author uses information from an outside source’s graphic (data from a table’s
cells, for instance) but does not reproduce the actual graphic in some form or other, then this is not
considered reproduction of copyrighted material. In the same way, a text excerpt/quotation of under a
page is not considered a potential copyright violation. In these cases, all that is required is a standard
academic citation of the original source.

In cases where copyrighted material is being reproduced, the author must seek permission from the
publisher of the original source. The author should fill out the Copyright Request Form and submit it to the
publisher.

If the publisher agrees to IFPRI’s terms, then production can proceed with the copyrighted material
included, along with a citation and any credit lines the publisher might request. If the publisher declines to
grant permission, then the copyrighted material must be removed from the IFPRI publication.

The publisher might also offer a qualified permission, in which case the correct response depends upon
the permission’s precise terms:

e If the publisher grants permission, but with the sole condition that the graphic/text not be adapted
but instead be reproduced in its original form, then it is up to the authors to decide whether to use
the original material or to drop it from the publication.

e If the publisher grants permission but requires a fee, then it is up to the authors to decide whether
to pay for the graphic/text or to drop it from the publication. The authors are responsible for
paying all permission fees.

e If the publisher grants permission to reproduce the graphic/text in the print version of the
publication but not the online version, or vice versa, then the graphic/text must be removed from
the IFPRI publication.

e If the publisher places a time limit on the permission—we have permission to include it in our
publication for the next five years, say, but not after that—then the graphic/text should be
removed from the IFPRI publication.



