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PLANNING NEW PUBLICATIONS AND DRAFTING MANUSCRIPTS

Guidelines for Technical Staff and Authors

The follewing guidelines are intended to agsist technical staff in planning new publica-
tions and advising authors on the drafting of manuscripts for posaible publication by WHO. If
the procedures suggested are carefully followed and if the directions for authors are adhered
to, umnecessary correspondence and discussion will be avoided, the probability of the sccep-
tamce of suitable manuscripts increased, and the time taken for editing and publicaticnm
reduced.

General Peclicy

1. Before inviting am author (or guthors) to draft a manuscript, the imitiating unit should
complete 4 "Dara sheet on proposed publications" (see Appendix 1) and send it to Editorial
Services. The information provided will enable the Division of Publications and Translation
to decide whether the publication can be fitred into the publiecatious programme, in what form
and series it should appear, in which languages it should be published, and how it should be
funded if the cost of editing, translatiom, and/or printing c¢annot be met by the originating
technical wnit. If any difficulties are experienced ar this early planning stage, the techni-
cal unit should comsult the Chief Editor (Dr J. Haworth).

2, Manuscripts should be typewrittenm in double spacing on onme side of the paper only, with
wide margins on either side and a space of at least 5 cm at the bottom of the page.l The
original and one copy should be submitted. Handwrittem corrections maede on the manuscript
should be clearly legible. Lengthy additions or corrections should always be typewritten, and
correction slips should be pasted in position. The use of staples for attaching corrections
Ls not acceptable as staples are liable to interfere with the action of the machine used by
the compositor for holding the manuscript pages; they may also puncture words, rendering them
illegible,

3. Authors should be asked to certify that the mamuscript has not already been published and
to undertake that, if accepted for publication by WHO, it will mot be rublished elsewhere
without the agreement of the Organization. Manuscripts accepted for publication become the
property of the World Health Orgamization, the author ceding the copyright on them, WHO
reserves the right to publish or republish them in any form or language,

&, Manuscripts are accepred on the understanding that they are subject to editorial revisien
including, where necessary, condensation of the text and omission of rabular and illustrative
material, if this is considered to be excessive or redundant,

¥

3. The originating vnit is responsible for obtaining the permission of the copyright
heldar(s) - publisher or author(s) or both - to reproduce any previously published material.

A standard letter is available for this purpose (see Appendix 2). If the unit s¢ wishes it
may delegate the respomsibility to the auwthor, The original(s) of the letter(s) granting
permission should be sent with the manuseript, if possible, or as soon rherecafter as received,
Delay in obtaining permission of copyright holders may retard publication.

1 Offset documents in single spacing canmot be accepted, They should be retyped by the
technical unit or author,
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Notes on Drafting
Headings
6.  CGreat care should be taken in subdividing the manuscript by headings and subheadings. "

Elaborate breakdown by repeated subdivisions is confusing to the reader and presents typogra-
phical problems. It is better to have relatively numerous main headings and few subheadings
than wice versa. The main headings should be centred, with all other headings at the left-hand
margin., They should be kept as shorr as possible.

Quotations

7. When a passage is quoted from another publication, the quotation must be exact in all

dotails, a full reference to the sourcae must be given and the passage enclosed between quota-

tion marks {except for displayed quotatioms)., It is the author's respomsibility to ensure the
accuracy of the quoration. If words or phrases that are irrelevant to the context are omiltted,

they should be replaced by three points (, , ,) but such omicsions must not alter the original
meaning of the test quoted. If words or phrases have to be inserted to clarify the meaning, ‘
they should be enclosed between square brackets. See also paragraph 5, regarding obtaining

the copyright holder's permissiom to reproduce the material.

Tables

8. Tables should be kept as simple as possible and should not inelude data irrelevant to the
context. Vertical lines separating the columms are not acceptable except in very rare cases
to improve clarity, as thay greatly increase the ¢cost of composition. Tables ghould be
numbered with arabic nmumerals and the captions should be short. If necessary, a caption may
be gupplemented by an explanatory subcaption, Footnotes to tables should be lettered a, b, c,
ete; in the appropriate order, from left to right and from top to bottom (see example in
Appendix 3). ‘Tables should be typed on separate sheets of paper and not imserted in the text.

Figures

9. Line drawings and photographs should be included only if they contribute meterially to
the understanding of the text, Figures and drawings should be clearly drawn in Indian ink

and suitable for direct reproduction. L1f footnotes are required a similar system should be
used as for tables. Photographs should be glogsy prints of good contrast, Colour photographs
will be reproduced only in very exceptional circumstances. Filgures should be identified on ‘y
the back, either in soft pencil using light pressure or, preferably, by pasting on a stript of
paper on which the number of the figure has been typed. Paper clips should not be uvsged. To
prevent damage in rransit, figures should be packed between sheets of cardhoard and placed in
an envelope, The captions and any explanatory legends should be typed on a separate sheet of
paper and numbered with arabic numerals. Examples of figures and tables are showm in Appendix
3.

10. Maps (and figures, where appropriate) should have the scale clearly marked on them in
base or derived 51 units, The magnification of photomicrographs and other, similar, illustra-
tionz should be indicated by drawing on the print a line corresponding in length to one
appropriate 5I unit (e,g., lpm). Mere statement of the magnificarion 1s unacceptable, because
the slge of the print may have to be adjusted te fit the page.

Footnotes

1L, While complementary information that may brealk the main thread of an argument or
othetwise distract the reader is better given in footnotes, they should be used sparingly.
Numerous footmobes can be annoying to the reader and they may add te the cost and complexity
of composition. The footnotes should be numbered comsecutively throughout each chapter, or
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throughout the publication if it is not subdivided into chapters, using superseripe, arasbic
numerals, They should be typewritten on the relevant pages, not on separate gheets at the
end of the manuscript. For footnotes to tables, see paragraph §.

Bibliographical references

12, A clear distinetion must be made between a list of references and & bibliography, A list
of references contains only those works cited in the text as sources of data or other imforma-
tion discussed by the author. A bibliography is a list of published works relevant to the
subject-matter of the publication and recommended for further reading. Unpublished works
should not normally be included in a list of references and never im a bibliography.

12.1 References. One of the following systems may be used for citing references in the
texkb:

(2) Numerical system, This is the system of choice., The references are numbered con-
secutively as they oceur in the text, the numbers being placed on the line in parentheses and
underlined to distimguish them from other numbers appearing in the texr, In another numerical
system, the names of authors are listed im the alphabetical otder, thug the numbers in the
text are not consecutive, When these systems are used, the author's name is not normally
given in the text.

{(b) Harvard system, The references are cited by giving the names of the authors
followed by the year of publication in parentheses, or both the names of the authors snd the
year of publication may be given in parentheses, separated by a comma. If there are two
suthors, both names ave given, joined by an ampersand (&). 1f there are more than rwo
guthors, only the first one is given, followed by "et al." (not underlined). This system is
useful where importance is attached to identifying throughout the paper the authors or the
year of publication in the text. {With system (a) the name of the author and year. of publica-
tion can also be introduced occasiomally in the text.)

() Footnote system. As noted in paragraph 11, footnotes may increase the cost of
camposition of a manuseript, In general, therefore, this system should not be used for
published references unless the number of such references is very small or where there are
numerous unpublished documents cited. Bibliographical information on unpublished documents
may be given in footnotes only if the documents are available for consultation (see 12.3 Notes,
belaow),

12.2  Bibliographies. A bibliography should provide the reader with a sufficiently wide
selection of literature on the subject to enable him to familisrize himself theroughly with
the state of knowledge on that subject. It should therefore be reasonably represemtative of
the world literature. The names of authors should be arranged alphabetically, but a biblio-
graphy may be subdivided into sections by subject, For journal articles the inclusive pagina-
tion should be given, and for books the pages of the chapter or section referred to.

12,3 Motes. The following notes will amplify some of the points made shove relating to
references and bibliographies:

(a) Authors are responsible for ensuring the accuracy of the bibliographical iaformatiom.
They should cheek carefully the spelling of authors' names, titles of books and articles, dates
of publication, etc. This will not necessarily be done by the editor.

(b} A reference to a finding reported in an unpublished document should gimply be
followed, in parentheses, by the statement "unpublished data" (or "unpublished observation),
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accompanied, if appropriate, by the name of the authovity ecited and the date. Personal
communications should be dealt with similarly,

(¢) In booka, lists of references are best placed at the end of each chapter, If there

appears to be a good reason for doing otherwise, Editorial Services should be consulted,

(d) Whichever system of giving references is selected, it should be used cousistently
throughout the publication.

Terminology, nomenclature, and units of measurement

13, Terminolegy and nomenclature sheould be in acceordance with the recommendations of the
relevant international bodies, suech as the Internatiomal Union of Pure and Applied Chemistry
{IUPAC) and the International Organization for Standardizarion (I50)}, A few examples are
viven below.

chemical names (1) IUPAC Rules, as iuterpreted by the Americen
Chemical Society {(Chemical abatracts)

(2) IUPAC-IUB Commission on Biochemical Nomenclature

names of pharmaceutical International Nonproprietary Names (WHO)
substances
enzymas The pame and number recommended by the IUPAC-IUB
Commission on Biochemical Nomenclature
pesticide names 150 common names
names 0r organiscms The relevant International Code of Nemenclature

Guidance on gquestions of terminology may be obtained from the WHO Technical Terminology
Manual,” which swmarizes many of the recommendations made by intermational bodies. Assist-
ance may also be obtained from the Chief, Technical Terminology Service (Mr Lowe).

In general, measurements should be given in 5I units (Systéme international d'Unités),
separate do¢ument that summarizes the S5I vnits and the acceptable exceptionms is available on
request (from either Editorial Services or the Technical Terminology Service).

4. If it iz thought necessary to include a gloszary or definitions of specific terms in the

publication, the matter should first be discussed with the Chief, Technical Terminology
Scrvice,

In conclusion, it is again emphasized that consultation with the Chief Hditor and, in
appropriate cases, with Chief, Techmical Terminology Service, at ell stages in the planning
and preparation of the manuscript is all-important in avoiding waste of time and effort and
in speeding up publication.

! In preparation.

A
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WORLD HEALTH ORGANIZATION
GENEVA
DATA SHEET ON PROPOSED PUELICATIONS

Division: Date:

Unit:

1. Provisional title of publication:

2, Author(s):

3. History and justification (mention similar recent published work);:

4. Objectives:

5. Readership (give full details, including languages considered essential):

. Proposed mode of presentation:
Monograph Series [:] Non-serial publication [:]
Technical Report Series D Offset publication D
Public Health Paper [:] Other (specify) [j]
7. Estimated size and amount of illustrative matexial:
Ne. of words: No. of black and white photos;
No. of colour photos:
No. of diagrams: No. of tables:

8. Name sources of fupds for editing, translatiom, and/br printing, other than the regular
budget:

9. Expected date of completion of manmuseript:
10. Will mamuscript be circulated to reviewers before submission to PUB?

11, a) Expected date of delivery of manuscript to PUB:

b) Target date for publication:

12, Outline of contents (attach separate sheet if necessary):
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APPENDIX 2

Specimen Letter for Requesting Permission to
Reproduce Previcusly Published Material

Dear Sir ot Madam,

The World Health Organizatlon is ar present preparing a manuscript, tentatively entitled

for publication.

It is proposed to reproduce in this publication the following material previously

published by you:

We should be grateful 1f you would grant the Qrganization permission to reproduce this
material which you may wish to de by signing and returning one copy of this letter. We shall,
of course, give a full bibliographical reference to the source of the material, buc, for your

convenience, space is provided in which you may indicate any special requirements or comments,

Yours faithfully,

mwrw ke oy

Permission is hereby granted for reproduction by the World Health Organization of the

material mentioned above.

L Give full descriptions of the item or items to be reproduced, including the title of
the book or journal, the vear of publication, the volume number (if appropriate), the page
number(s) and the figure apd table number(s), if appropriate.

2 Name and post of responsible officer.
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APPENDIX 3
Notes on Editorial Stvle

A, Tables

Some general notes on the presentation of tables have been given in the main text of
these guidelines in paragraph 8 (page 2). The following table exemplifies the points made;

Table 00. Reactions of leprosy patients to intradermal skin tests with bacterial suspensions
from first subcultures of the L-Oct-70 strain (Murchashi) and with Mitsuda's antigen®

Mean size {mm) of skin reaction

Type of disease after 48 hoursE after 15 dayss after 21 daysE
@ Mitsuda  Muerohashi Mitsuda  Murochashi Mitsuda  Murohashi
tuberculoid 14 15 17 13 1162 11(3)¢
(6 patients) 27 13 12 13 11 10
23 13 15 8 = 9
20 8 16 10 14 10
26 11 9 7 10 g
13 11 11 9 9 10
leprcjmatc:rus--Ii = 7 6 3 4 0
(5 patients) 6 5 4 5 3 3
6 6 0 0 48 3k
5 5 0 0 38 0
N 5 7 3 3 68 68

2 Kumber of bacterial cells per field: Mitsuda, 351; Murchashi, 74.

o

Read on the basis of erythema,

In

Read on the basis of induratiom,

I

Ylcer was present; figure in parentheses shows its size,

Pustule,

s {m

Bome of these patients might have been c¢lassified as "non-tuberculoid".

m

Pigmentation,
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Particular care should be taken in the selection of column headings according to a
proper hierarchical arrangement. Thus, in the example above, the first-level heading ("Mean
size {mm) of skin reaction") characterizes all the data in the table, the second-level head-
ings breagk the data dowm into three main groups, and the third-level headings identify the
individeal subgroups. These illustrate the general primciples that sheould always be observed
in constructing a table,

B. Figures

The presentation of figures is illustrated in the following two examples:

FIG. 1 PROYECTION OF THE PATIENT &Y POSITIONING
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FIG. 2 COMBINATION OF TWO YYPES OF 5TOCK SAND
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G. Iists of references

1. Numerical system

1, LEVY, L. & MOON, M. Inhibition of the multiplication of Myccbacterium lepras by
methimazole. American review of respiratory diseases, 106: 917-920 (1972),

2.  WABSERMANN, M, BT AL, L'érude de la toxicologie des pesticides en climat
subtropical. In; Proceedings of the XIVth International Congress of Occupation Health,
Madrid, September 16-21, 1963. Amsterdam, Excerpta Medica Foundatiom, 1974, vol, 3, pp.
1728-1733.

3. FINAR, I.L. Organic chemistry, 5th ed. Londom, Longmans, 1967, vol. 1, pp. 168-198.

4, JACKSON, J.V. & MOES, M,J. Alkaloids and other basic compounds. Im: Smith, I.,
ed, Chromatographic and electrophoretic techmniques, 3rd ed., Lomdon, Heinemann, 1969, vol. i,
op. 316-530.

5. KAPLAN, M.M. & KOPROWSKI, H., ed. Laboratory techniques in rabies, 3rd ed. Geneva,
World Health Organization, 1973 (Monograph Series, No. 23).

6. WHO Technical Report Series, No, 530, 1973 (Twenty-fifth report of the Expert
Committee on Biological Standardizaciom).

7. WHO Official Records, No. 229, 1976 (The work of WHO 1975: Annual report of the
Director-General), pp. 120-121.

2. Harvard system

FINAR, TI.L, (1967) Otganic chemistry, 5th ed, London, Longmans, vel. I, pp. 168-198,

JACKSON, J.v, & MO33, M.J. (1969) Alkalolids and other basic compounds. In: Smith, I.,

ed, Chromatographic and electrophoretic techniques, 3rd ed. London, Heinemann, vol,l, pp.
516-330.

LEVY, L. & MOON, M. (1972) Inhibition of the multiplication of Mycobacterium leprae by
methimazole. American review of respiratory diseases, 106: 917-920.

WASSERMANN, M. ET AL. (1964) L'érude de la toxicologie des pesticides en climat
subtropical. In: Proceedings of the XIVth International Congress of Occupational Health,
Madrid, Seprember 16-21, 1973, Amsterdam, Excerpta Medica Foundation, vol. 3, pp. 1728-1733.

3. Footnote system

As Numerical system, but names of authors preceded by superscript numbers, e.g.:

1
LEVY, L, & MOON, M. Inhibition of the multiplication of Mycobacterium leprae

by methimazole, American review of respiratory diseases, 106: 917-920 {1972},

NOTES

(1) Titles of journal articles may be omitted in lists of references (but not in
bibliographies), but there should be consistency in this respect throughout the publication.
If the titles are given, they should be in the original languages, Titles in Cyrillic or
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other non-Latin characters gshould be trancliterated in accordance with the approptriate I30
recommendations. :

(2) Names of journals should preferably be given in full, but may be abbreviated
according to one of the standard published lists (IS0 International Standard 833-1974, World

Medical Periodicals, World List of Scientific Periodicals) and should be comsistent throughout
the publication,

(3) A reference to a paper published in conference proceedings should preferably include
the ticle of the paper, followed by the word "In:" and the full title of the comference (not
abbreviated) with the name of the town in which it was held and the date, In addicion, the
place of publication, name of publisher, year of publication, volume number (if appropriate)
and page number(s) should be stated, as for a book. I£f the proceedings have not been
published, the date of the meeting should not be substituted for the date of publication;
the reference should be given in a feotnote, followed by the remark "unpublished" im paren-
theses. However, if the proceedings (and octher articles or books) are about to be published
and Lthe year of publlcation is definitely known, the reference may be included in the list
of references as follows: (1976, in press),




