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This document provides guidelines for compilas of UNIDO Guides

to Information Scurces, which should help them in locating the reference

material to be ccnsulted, in selecting the sources to be included ancd

in the presentation of their manuscripts.

The document is divided into tkree parts:

I.
II1.
IIT.

General comments on the Cuides
Description of each section of the *able of contents

Presentation instructions

Six annexes are added:

I.
II.
ITI.
Iv.
v.
VI,

Standard table of contents of Guides
Reference material to be consuited
Preface

Explanatory notes

Standard entries for section VIII

Checklist for nrenaration of a Cuide




I. GENZPAL COMXENTS

What zrs the zuides?

1.1. Thne aim of Guides %o Infor.2ticn Sources is to uprovide

institutions and individuals invnlived in indus*rial develicpment
with 2 practical reference “col for =2g*ablishing contacts with
specialized organizations and for loez2iing major printed sources
of information available in 3 given dranch of industry.

Guides ara not in*end2d +o be res2arch tocls rather, they
present sources considerzd to te of practical value for industrialists,
engi eers, managers, zovernment officials, development planrers and
information o“ficers.

Cther ins*itut.cns publish sectsral suides *to information
sources; some are thorough dascriptive inventiories, some focus on
printed sourczs znly, othersare ccuniry or regicn specific. Tn e

diz*inctive fez*uresy of WNIDC Tuides z2ra:

+ - d - -~ Y cen T ~ e .

{2) *hay z2re intended mainly Tar uzers in *he Zevaloping cofiniries;
! + - PR I PP - 2oie 1 . fam
(v} heir coverzge is werldwida bu® 2mphzsis is placed, as far

(¢) scurces are selecied mainly in view of *heir relevance *o
manufac*turing and technolecgiczl aspec*s ¢f the industrial branch

concerned;

(4) for bibliographic sources, annozaticns are limited to brief
indications of subject, geographic c¢overage, and language when these

are not evidant from the title;

(e) all sources (with %he exceptiosm 2f +those listed in sections VI and
VII) are quoted with comple*e addreszses in crder to facilitate users'

accecs to them.

1.2. 0Guides ¢» Information Scurce= are official sales publica*ions

¢ UNIDO, bu* are distributed €free of charge in the developning countries.




1.3. Tccuments prepared under contract with UNIDC bhecome *he proverty of
the Uhited Mations. No z2itribution of authorshio is made in the Guides.
Zcwever, the ILIF officer will orepare, con request, 2 le*ter indicating

that the compiler prepared cer*ain Guides feor 'INTDC.

l.£. Among the more impcritant changes introduced in these guidelines are:

(2) direct mailing and computer processing for the information in

Section I (Organiza*ions and institutlons);

(o) elimination cf references %o general statistical and directory
sources that could equally well arpear in any one of the Guides. This

material will be published in a supplementary Guide;

(c) reduction <f the length of annotatizsns, for example by iropping
ferences *o specific sec*ions, index numhe:s or head

and by not describing individual volumes of 2 work in

(d) rearrangement of bibliographic ma*arials to facilitate selection,

sortingz, presentaticn and use;

(e) simplifization of the rules 3f presentztisn %2 achieve 2 aore
mifara style #taroughout the Juide;
(s reduction of lenz*h 27 the final saczizn {C*har noien*ial sources

1.5. The Tuide on sugar is the first beins compiled under *hese guidelines.

It and more recent Cuides may be consulied 25 examples.

Prccedure for the cempilation of zuides

2.1. Before embarking on research, the compiler will havzs a thorough briefing
from the officer concerned with the Cuides in the Industrizl Information
Section (INF). The compiler will be introduced +c¢ sources of infermation
available in the Section and in other parts of UNIDC, including the VIC Library.
The compiler will also be given whatever material has been collected by the

LIF officer through correscondence 2nd Tues*isnnaires.




An interview will be arranged for *he ccmpiler with the substantive
officer of the Division of Industrial Cperations (IQ) who deals with the
sector to be covered by the Cuiie. The compiler will be well advised
to be familiar with the subject (if necessary having consulted basic
textbooks, periodicals, UNIDO meeting capers) bafore the interview.

The ccmpiler should not hesitate tc consult both officers, in the
couse of the research. A brief informal "note for the file" shouldl be
prepared after meetings with ‘he subsian‘ive officer, to keer the INF

officer informed.

2.2. The compiler will be given box files and cards for the work. 3ach
entry in the final manuscrip® will aopear in the card file, with an
indication of *he source consul®ed a2nd its date. in order *o facilitate

any necessary verification by the NP cificer.

2.3. Peference materizl available *c the compiler of Guides Is briefly
descrited in Anner 2. While selec*ins *he sources to be incluied ir a

Ziven zuide, the compiler should bear in =mind *hese peintss

. A .
(2} informaticn must b
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accurate. VNames of crganizations,
titles of publications, zu*hors' names, 2nd adiresses must be transeribed
meticuleusly froo the scurces consultei. IS zossinle, thie inilex card
shculd be typed directly from the source, withcut a hand written draft.
Consult with the INF officer on procedures for reducing re-iyping or ve-
copying to a minimum. This will reduce *he oppor‘unities for errors to
accumulate (each time ma%erial is copied, fresh errors can occur) and

save time for the compiler.

(b) information must be up-to-date. The refersnce maierial used should
be carefully selected. Cnly recently published d. rectories (up to 4 years
0ld) can be used with a fair degree of reliability. This poses particular
problemg in the case of sources from Zas‘ern European countries and from
most developing couniries for which 2vailable up-tc-date reference material

ig scarce. In the case of orzanizaticnal sources, this drawback will be

partially overcome by the use of LINK recor~is (see Annex 2) and direct mailings.




{c) pudlications listed mus® be availoble for sale or distribution:

do net quote sources which are for restricted dictribution cor are
otherwise not easily accessibie. Do nct cuote sources which are out

of print. DPublications available on microfiche or microfilm will be
considered to be "in print'", though the fact that they are in microferm

will be noted.

(1) information must be ralevant: avoid padding with zeneral material

which is not of direct relevance to the sector covered by the Guide.




IT. ARPANCEZMENT CT TONTENTS

Descriontion of iniividuzl sections

In general, the table of contents raxains the same for all guides
(see Annex I). However, some leeway is lef* to the compiler, after
discussion with the INF officer, for dele*ing sections or subsection§
when sources of a certain kind are not 2wvzilable or not relevant to

the subject.

Verso of title page:: Index numbers /notations) for the sector

should be listed (if applicable) as in *the following example:

Notzticns for the rudter industry

Universal Decimal Classifica*i

2n
€78 Macromolecular materiz

T -
iz

()
s rubber znd plastics

International Standard Tndusirizl Classification (ISIC) Rev.2
3155 Manufacture af rubber nroducts
Standard ternationz2l Trade Clz3sificaticn {SITC), Revisicn 2
21 Crude uther
2 Puvher manufac*ures n.2.s3.

N T

Internaticnal Patent Tlagsifica+:
cose, Ce3%, 0C2ZJ, £Od%, ©CIZ, 320H

The prefacs contains a standard s*z*ezent “on uuides. (See Annex III}.
Arn————
It then outlines the importance of the cec*or for +re economy of devaloping
countries. Lastly it describes triefly *hz activities of UNIDO in that
particular sector.
The substantive paragraph iz generzlly nrepar2d by *he expert in the
Division of Indus*rial Operaticns. Howevar, the compiler may be asked to

submit a first draft.

Explanatory notes remain the same for 2ach guide. (See Annex 1IV).

*) All "standard"” material mus* however be chazked *3 b
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II.

B

*. Section I. Crganizations ani institutions

1.1.7a) In this section are lis*ed crganiza*ions and institutions
which devote 21l or part cf vheir activities to the industrial sactor
considered. All those bodies which are able toc provide expert services,
trzining or information on manufzacturing processes, technologies, raw
materials, supplies, equipment, oroducts, trade, marketing, statistics,

etc. in the sec*or will be included. OCf special interest are:
( i) specialized committees within governments or internaticnal agencies;

( ii) +trade, manufacturers and professicnal associztions (but not those

involved in wholesale or retail trade within natizcnal limits);

{iii) technolegy centres, productivity ins*itutes;

( iv) R and D institutions, applied research ins*ituies and laboratories;
( v) specialized libraries, information centres;

( vi) traning institutions;

(v) Profit-maxing orsaniza*icns (privzie companies) ars not listed.
(e) Tar countrie 1-marik Tor develcopinzg
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o

o be the Focus of P and D, *ra2de 2nd/or informszzion activities in

the country.

() National labour unions and employers' associations are not listed.

However, if internaticinal trade unions are known to previde training or

informati- 1 services in +the sector they may be included.

1.2. Arrangement within Section I

Subsection A: United Nations and related organizations

If possible, quote the specific committee/division which is involved
in the sector considered.
uNino, WIPCQ, ISC, UNEP, ITC will he qucted in mest 3zuides.
for UNIDO: custe the relevant IC section;
the Indus*rial Information Sect*ion
INTIB




Subsection 3: Cther organizaticzns

B.1l. Organizations of interma<ional 2»Z rezicnal scope

This sec*ion lists other intergovermmental crganizations (1G0's)
and non-goverrmental organizations (NGC's). TNPADCC, CECD, EEC commi<tiees,
C¥=A will be gqucted in most guides, as wsll as other regicnal econcmic
groupings. Try to differentiate be*wesn Jrganizations which are inter-
national in status and those which deal with international problems but

have a national status. The lztter :elconz in 3.2,

B.2. Organizaticns cf more res*ric*ad scope

This covers national crzanizaticns. The terminolozgy used for this
subheading is an editerial ccasirazint whizh *zkes into account the special
political situation of West Barlin (e2z III.2.2(e)} p. 19 below). In this

subsection, institutions ars listed z2lzhzhetically by country. Ccnsult

the official United Nations zlchabetical lis% of countries.

1.3. Reference material for Section I:
Crganizaticnzl sources 2re found mzinly in current in‘terna*icnal

and national directories, in the fileg -7 INF and 2f *he subs“antive

o]

fficer in IC.
In compiling sources for *his sz2c7i:n, the compilaer exercises
jndgement in selez*ing *he mns* rerreszsr-3®ivs organirations, especially
r these countries (indus+ri
associations tend to prcliferate. For countries in Asia, Latin America
and Africa, the opposite problem may on~2ur, whers no specialized institution
can be identified. In *his cas2, 2 mcr2 zeneral source can be gucted

a.z. 2 technolozy centre or 2 ional industrial information service,

or the national chamber of 1ndus*'v\

1.4. The Standard letter and informatic-r sheet:
Once the lists of organizatisnz rave bveen established by ceountry,
standard letter will be sen* to thesz -rz2niza*ions with the request tc
£111 out an information sheet if *hay <:izn *2 bhe included in the Juide.
Por this task the compiler will be giver -lerical support. Pesponses
will serve as a basiz for *hz final liz-ings under Section I and will be
ctored in the LINK #ata bhasze (zee Armrex I7;. Thiz procedure is intended

+5 insure that anly accura*a, up-to-d2-2 and relevant informatinsn is

included in “he Zuiie.




IT.

1.5. Presentati-n: see III.?2, page 15-21.

2. Section II. S~urces of gtatistics

2.1. This secticn “ists sources of data on production, consumption, import
and export, stocks, pricec, marke*s, labour, etc.

Statistical data can be found in official trade and production
statistical yearbooks issued by most couniries. These usually cover the
various industrial branches of the indus*ry. Furthermore, a number of
international orgznizaticns (UN bodies, (SCD, CMEA, ZEC etc.) issue comparative
statistics for a number of countries, which a2lso cover the whcle industrial

spactrum. Tinally, there are a2 number of specialized publications, dealing

with cne single industrial sector, whether naticnally or internationally.
The Guide will list only those specialized publications. An introductory
statement will refer the recder to existing sources of geneiral statistics.
When a Guide +to general i:dustrizl statistical sources is issued by UNIDOC
(planned for 1981 by the Industrial Infcrmation Section), it will be guoted

as *the Tirst entry of this secticn.

2.2. Statis*tic2l publica*ions mzy be periocdical or single revorts. Their
distinctive f2ature, which should help the compiler in deciding whether they
should be classified under Section II rather than under Section IV (Periodicals)
or Section VII (Other publications) is that they provide primarily nume.ical
data with or without comments on trends and projections. Data should reflect
the recent or current situation of the industry. Historical statistics should
not be included. Non-periodical publicatioas shculd not be quoted if older

than five years. General economic reports ar2 not included in Section II.

2.3. Arrangemente within Section II: If the number of entries justifies it,
the section may be subdivided in two parts: A. International coverage and

B. National coverage.

2.4. Presentation: see III.3, p.22-25. Entries are lis*ted in alphabetical
order by title. Titles are quoted as they appear on the cover page of the
pubiication, in several languages .f apolicable. Titles in non UN languages

are translated into English. ¥Entries include: name of author, compiler or




II.

issuing body, cericdicity (or lates* sdition for non periodicals, with
number of pages), sales number or any other identification number for
non periodicals, or if it remains constant throughout this series.
Intriec are annotated if the title is no* self explanatory. Annotations
should be concise and factual, with indica*ion of languages, subject and
geographic coverage.

Particular attention should be ziven to accuracy in quoting names
and addresses of publishers, and to consistency of presentation when *he

same publisher (or issuing body) appears in other sections of the Tuide.

3. Section ITI. Directories

3.1. This section lists published sources of information which provide
classified lists or organizations, m2nufacturers, importers and exporters,
suppliers of equipment, products, ma*erizls and other similar data relevant
to the industrial secto. considered.

Industrial and trade directories may have 2 worldwide, regional or
national coverage. They may be general in scone, providing listings for
all industrial branches in a couniry or a regicn, or they may cover on:
single branch of industry. Id=2ally, information shculd be previded for

all countries. However, only specialized branch directories can be listed

here. When *he UNIDO Suide ‘¢ Indusirial Directories has beea udated (as

part of a supplement to the Cuides, which will also include sources of
general industrial statistics, 2s mantioned under 2.1.), it will be quoted

25 the first reference in this section.

3.2. The coverage of branch directories(g20graphic and subject) should be
as comprehensive as possible. Vhere *the subject dealt with by the Guide
is narrower than that of the branch directories available (e.g. clcthing
and tertiles, beverage and food industry) be sure that the more general
directory quoted actually provides enoush information on the particular
sector to be of interest.

Do not include product catalcgues =f private companies.

Do not quote directories which are mecre <han § years old.

e




II.

31.3. Reference ma2terial for *his section can be frund in guides to

directsries, in directories of associazticus which usually mention
publications, 2nd in the files of IN®. The VIC Library has a large

nunber of branch directories which shculd he consulted.

3.4. Presentaticn: see III. 3,p.22-25. Directories are listed in
alphabetical order by title. Entries should be cited as in Section II
(see II. 2.3. p.8).

Entries are amanotated in the came style as in Section II.
Y

4. Section IV. Pericdiczls

This section contains 2z selection of the current journals, bulletins,
newsletters, yearbocks, eic. which are most relevant to the industrial
sector considered. Many of these pericdicals are issued by organizations

listed under Section I.

4.1. Subject coverage: (a) 21l areas of interest should be covered: manu-

facturing, trade, economic *rends, etc. (Bu: for statistics see II.2, . 8-9,

for indexing journals see II.5, p. 11-12).

() journzls which are wider in scope than the sector under considerztion
(e.g. fond industry- beverages) should only be quoted if they make a

substantial contribution to the litera*ure on the zutject;

¢) periodicals which deal solely with theory and ressearch (academic
Y

jeurnals) should not be included;

(d) newsletters of R and D or other ins*itutes, 2specizlly those in the
developing countries, which are concerned with lccal developments of the
industry, are of special in‘terest herz. The UNINO Newsletter should always
be cited;

e) company journals (house organs) are in genmeral not included;

£f) purely statistical :ournals will be listzd in Section II. They should
be recalled by a cross reference: "(see also statistical journals in

gection ITI)".




4.2, Gsographic/linguistib coverage: I* is inevitable *that this sectien

will be weisht*ed in favour of indus*riziized countries for some time.
Avoid quoting toc many periodicals from *the szme couniry which are ~ver-
laoping in scove. As many relevant periziicals from the developing
countries as possible should te includeZ.

Journals in Znglish, Prench and Srznish will predominate, but journals
in other languages, especizlly those which have EZnglish summaries should be
included. Titles other than Tnglich, Trench and Sn=nish will be translated

into Tnglish.

4.3. Reference material will be Sfound in the LINK files and in catalogues

of periodicals in the library. The Library itself has many speciaiized

journals which should be consulted.

4.4. Presentation: see III.3, p. 22-25. =niries 2are listed in alphabetical
order by tiile. They include publisher, zeriodicity a2nd indication of
issuing body if different from the publisher.

If languace(s), subject and geozrachical coverzge are not evident from
the title, they should be indi:ated in the form of a short annotation. If
the languags is no* Tnglish, French, or 3zznish, it should be noted, to
avoid confusion in cases wherz2 %he transla*i~n mi-n* lead *o the supposition

that the journal containsg texi in Znglish.

5. Seeticn V. Abstract:, indsxes, 2nd “ibliograohies

5.1. This secticn may be subdivided:

A. Abstracting and inierxinz journals
B. Bibliographies

If no recent bibliography is availztle on the subject, there will be
nec sub~headings.

This relatively short section listz journals which provides references
(abstracts or simple bibliographic references) to journmal articles, reports,
books, dissertations, etc.

If no such journals exist for the specific sector covered by the Guide,
tnoge dealing with broader subjec*s will te quoted, provided the sectur is
regularly covered. ,

Where approprizte, reference shcould be made to related machine readable
data bases. UNIDO Indus*rial Developmen‘ Abstracts (IDA) will always be
qunted here.
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I1.

5.2, Peference material. See II. 4.3, p.11l. In addi*ion consult listings

of machire-readable data bases.

5.3. Presentation: see III.3, p.22-25, 2nd especially III. 3.4., p.25)
Entries are listed alphabetically by title in the same style as in Section IV.

Annotations should indicate *he type of literature covered.

7. Secticn VII. Other publications

7.1. Tnis section covers remzining types of ncn-periodical publications
(books, papers, proceedings, reports, mcnographs, etc.) which deal with
alli or certain aspects of the industrial branch under consideration. This
tibliographic listing is not intended +o be exhaustive but rather tc serve

as 2 basic guide for the reader who is unfamilizr with the subject.
7.2. The following criteria should be anplied when selecting publications:
(2) abstract theory or research results should not be included;

(b) as far as possible, there should be an adequate and balanced coverage
of all the factors involved in the industrial activity considersi: raw
naterizls, nrocesses, technclesgies, machinery, preducts, pollution control,
standards 2nd specificaticns, quality conirol and *2s*ing, design, packzaging,

maintenance and repair. manasemen*, iraininz, etc.;

(c) sucio-economic studies which are *20 zeneral to te classified unier
Sectica II (Sources of statistics) but which provide information on, or
insight into the statz of the iniustry in the develoring countries should

be included;

(d) =although the majority of titles will be in English, French and Spanish,
relevant publications in other languazes shculd also be included, with

Bnglish translations of the titles.

(e) only publications which are available for sale or distribution should

be quoted. (Check in appropriate "Books in print');

(f) as a rule, avoid quoting books which are older than ten years (even
if still in print) unless they are known ¢z belong to the basic literature
on *he subject. When in doubt, consult the expert in IO. Papers-and renorts

should not be older than 5 years;

(g) do net muote journal articles. Special issues of a periodical, devoted

solely to the subject, may be included.




7.3. Peference m2*erial for this sec*icn will be founi in LINK files,

in *he basic hand®ocks which ccntain ti%lingraphies and in the various

catalcgues of '"bocks in print". In =

9]

=2 cages UNIDO documents provide
useful bitlicgrapnies. Substantive officers in I0 usually have their

own lists of publications.

7.4. Presentation: see III.4, p.22-27. Pntries are listed under iwo

subneadings:

A. Publications of intermatiorazl srrzanizations (and other

institutions)

This sub-section is meant to faciii<a*e both the compiler's/editor's
task and the reader's search. It will include, under orzanizations' names
the documents issued by various intern2*i-~nal crganizations (mainly UN
bodies) and by other specialized ins*ituticns which hzave published documents

relevant to the sector.

ol

In subsection A, instituticns ani :-rzenizations will be liste
alphabetically. A reference *2 the entr- in Section I will suffic

.;
-

[
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41

an address. Under each individuzal zrg2nizaetinn,; entries are liste

'

alphaberically by title. W%hen available, %he identificaiion number of *he
document should be given,

Special care si.culd be ziven to selaecting UNIDO publiza*ions. It is
difficult %o give hard and fas® rules, Tu* the followinsg points shculd be

born in mind:
(2) restricted documentis cannct be susted;

(v) documents olier than 5 years should not be quoted unless considered

to be particularly impcrtant by +the IC exzert;

(e) in gene.al, when dsocuments are sasers submitted to 2 meeting relevant

to the subjest, only the meeting and the number of papers need be indicated.

Since UNIDC papers are rapidly out of s*ock, a2 special footnote will be

mz2de concert.ing +heir availability in microfiche.

3. Publicationg from nther sources

In subsection 3, entries are listes alohabe<ically by t<:le. They

' rovide full biblizgraphic refarence (2u*hsr, imprint and collation) but
i P srart e
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II.

no annotaticns. Titles in other

translated into Snglish.

than Bnglish, Trench and Spanish are

When in doubt as to hcw or where a rublication should be listed
& ?

consult the officer in INF.

8. Section VIII. Cther potent

ial sources of information

8.1. This section remains more o

r less *he same for each guide, with

the necessary updating. It contains references to information sources

which may be useful to Guide use

industrial branch covered.

rs but which may not be specific ta the

The subheadings are, in alphabetical nrder:

A. Fairs and exhibiti
B. Meetings and confe
C. Packaging

D. Training

)

ons ) sources of informaticn on

rences ) forthcoming meetings, fairs, etc.

These headings may 22 subject to changes after discussion with *he

INF officer.

As a rule only publica+tions

quoted, preferably periodicals, wi

8.2. Presentation: see Annex V

for standard entries in thnis section.
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III. FPRESENTATICON

]

1. Generz2l remarks

i.1. The manuscript presenied for eii*ing shculd ‘e *yped(1l% or
double spaced) with adequate margzins (3 cms; on heavy white bond
paver of standard size. If the working cards are neatly typed
they may be shingled and ophotoccpied. OCnly cne side cf the paper
should be used. The manuscript shouli te neat and every character
must be legible. Provide adeguate ssacing between en*ries. Hand-

written corrections should be kept to 2 aminicum.

1.2. Pagination: The manuscri=t subrmitted to Zditorial Conirol must
have page numbers (sm2’l Foman for corier®s, introdac*inn, nctes, et-.;
and Arabic for the =:in tex*). For =2as2 in handling *he working draft,
it is suggested that each section m2y te separately numbered, in pencil,
bottom cf the page, as it is more or less finalized. If it is necessary
to add new material after *the pzg2 has been made up, cut it and insert
t1e new ma*terizl. I i* is then nec2ssarv *o make an additicnal page,

b S 5 - . v 3 =% . L)
nunber *the *wo resuliing rages 'nnat' *rn3' in the tempcrary ‘osticom-

1.3. Zn*riec in each secticn 2re zrranged in alphabetical order. If
a2 title is preceded by an article, *he article should be disregarded.

The alphabetical nrder goes letter by letier, not word by word, e.z.

book agency
the booking office
hook store

1.4. Spelling. Compile:rs are rejuested *o take specizl care in the
spelling of proper names and of words in languages which are nct working
languages of the 3ecretariat. Diacri*ical marks should be inserteil with
care. Copy the original spellingz of names of assaciations, etc., and
titles of books, journalg, etc. For annotations or descriptive text,
use English cpelling (Oxfori dictionarv). For spelling of ze2ographic

nzmes see IIT. 2.2., p. 17 - 21 below.




III.

1.5. All 2ccents are remcoved from the czpitalized woris, except +the
Spanish *il (N and the Prench cedilla (z). In German the Umlaut

1
is rendered by = after *he vowel: (A = A%, U « JE). The slashes

in Scandinavian languages =ay 2150 be rendered by the ad:i
]
(f = C=). A is rendered as 2a; f3 as ss.

*icn cf

1.6. The first element of each entry (*he instiiuticn name or the
title of *he publication) is in capital letters. Various language

versions are sevarated by 2 slash (chblizue sircke), e.z.

RUBES® INDUSTPIZS LIAISCY BURZAU CF THE EEC/BUREAU
DE LIAISON DZS INDUSTRIES DU CACUTCHCUC DE LA CEE

1.7. Dashes (-) should not be used in tiiles. They shculd be rerlaced
YWy colons.

1.8, Translations: As long as one of the official names (of orgenization
or publication) is in English, French or Spanish, no translation is needed.
In other cases, English translations should »e ziven in parenthesis, and

lower case excapt for the first letier of “he first werd, e.g.

TACUTERBAND SIMMIBEKLI DN TITUSTRIE 27 (Professional
2ssociation c¢f %he rutter clcihing :n:ust:rf

»—

.9. Translitera+*izns fron languz

hould be done, in each cess2, according o one singla srsten. In case

7]

of doutt, consult INF officer %o get nelr frem language specialists.

1.1C. Cross references: avoid repeating infcrmation which has been already
qusted in other sections, or in the same secticn. 1If one entry is relevant
to two or more sections, it will be quzcted in full in the first instance

and only referred to in next section, at the end of the listing:

See also entry nnn, or See 2lso entries nnn, nnn, nnn

2. Section I: Orgenizaticns and Inctitutions

2.1. Arrangement: If a subsidiary crzan of an institulion or crza2nization

is cited, arrange with the subsidiary vody first, then the parent body (i.e.




proceed £rcm specific to general), e.z.

RUBBZR LASCRATORY
NATICNAL RESZACPCE CCUNCIL CF TANADA
PO Box ....
If several subsections of e.g. 2 UN z-zanization are cited, and the

address is the same, they may de ccmuinad into one entry, thus:

AGRC INDUSTRIES ERANCH

or
INDUSTPIAL INFCRMATICN SZOTICH
or

INMUSTRIAL AND TESCHENCICGTIZAL TNPCRMATION 3ANK (m'r]:s)
UNTTED NATIONS INDUSTEIAL DZ7-LOPSENT CRGANIZATION (UN’IDO)
PO Box ....

If translations are necessary they £-llow each component:

LEITSTILLE FUZ" INFCRMATICY U0 DCXURENTATION (Inf ormation
and dscumeniatisn center)

{

{*) House or tuiliing naze
(=} S*ree* and number

(4)  Arez within 2 zity

(2) cCizy, (£) Postal code, (5) Statz or province, (h) Countiry

<

Sx2mples:

PITLIPPINT COCONUT PRODUCIRS TTITRATICY (COCOFED)
Casmer Building, 5th Flocr

Salcerdo Street

Legaspi Village

Makati, Metro Manila, Philiprines

THE CLOTHING AND FOCTWZAP INSTITUTS
Albert Road, Hendon
London, England NW6 2JS

DACHVERBAND DIP BEKISIMUNSSLEOUITPIE CSSTECREIICHS (Professional
association of the Austriap clz=ning industry)
Schwarzenbergplatz 4

A-1030 Vienna, Austria




RUBBZR RISTACH INSTITUTE OF MALAYSTA (2°IX)

BC Box 150

25C Jalan Anmpang

Xuala Lumpur 15-03, Yalaysia -

SUPERINTENTENCIA DA 30RTACHA (Pudbber board)
Caixa Postal 610

Avenida Almirante 3arroso 81, Andar 2

Qio de Janeiro, Brazil

SOCIZTE DES TANNSRIES MALIZNNES
BP 188
Bamako, Mali

CENTFS TECHNIQUE DU 20IS
10, avenue de Saint-X2nds
¥-75012 Paris, PFrance

(2) Post o:fice bex, etc.:

Abbreviate: PC Box Post office box
BP Bofte postale
Jo not abtreviate: Apartado Adreo

(b) Ecuse or Builiing nams is recoried 23 given.

(¢) Street name and numter: Msllow leeal uszze if it can be ascertained.
In general, in countries following the ®nzlish 2r Prench practice, the

H = H
number precedes 'Sireet', or 'rue'. In other Zuropean languages, the

nunber follows the street nznpe:

17, rue Mzrgueritte
123 Orange CGrove Road

Wagramerstrasse 5

X . to! . .
In Spanish addresses, drop the superscript © from crdinal numbers, as it

iz likely to be confused with a zero, i.e.

Viaducto Dona Paulinz 8 (not 39)




Words fcllowing street numbers generzllw Yegin with upper case letters:

Tiaducto Deona Paulina 8, Andar

1L, Ia2la 14C7

1155 Tast S8th Street, Ap*. 412

Letters that are part cf 2 street cor 2t2rtment number are generally in

upper case:

175A Pulaski Sireet

Abbreviate Northwest, Southeast, e<c. (¥, SE)

123 Main Street N=
but spell out North, South, etc.:
234 Zast York Street

(d) Scme countries (e.g. Japan, Fhilizcines, United Kingdom) have some

very long addresses. These m2y necessi*zie one or more additicnzal lines

before the final ‘city, country' line.

E = r=~d . +
Tinz2l line. If you &re nct sure
——h -l rS
2 z*z2%i2, check it in =.z. Webster's
gz2ll2d zmcording tc the official

Jakarta, Mogadiscic, Singz2pore, 34razhoursg,

this should be used, e.g. Beirut, 3

The Hague, Lisbon, Milan, Prague, R

the site of the osrganization, pudbli

for West Berlin write

" Tagt Berlin "

(f) Postal codes tollow the usazge

igh scmrentisnal form exists, however,

riezelsz, fCopenhagen, ¥Ylorence, Jeneva,

~me, 'ienna, Warsaw, Zurich, etec.

sher, a*z,

3arlin (Yest) (i.e. with no country name)
B2rlin, German Democratic Fepublic

zf +r2 country in question.

In continental ZTurone, the code precedes -he city name. Initial letters

e.g. A-1400 Vienra, Austria) 2re u:

gsed Tor *ne following countries:




=
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A Austria I T:aly

3 Belgium ®L Liechtenstein
DK Denmark N  Norway

SP Finland S Sweden

F Prance CR Switzerland
DDR German Democratic Republic V Vatican

D Cermany, Pederal Republic of YU Yugoslavia
8 Hungary

Por Canada and for the United Kingdom, the code follows the country
name.
Ottawa, Canada K1G 3H9
London, Tngland SW1Y SHZ

Do not use hyphens in Indian codes:

Bombay 123 345, India

(g) State, provincial andi disirict names are abbrevizted according to
the usage of the country in cuestion.

Por the United States of America, use the followin

two-letter

oy

codes for the state names:

Code State

AL ArazaMa (ALa) ) MARVLAND

AK ALASKA MA MASSACEUSETTS (1MASS)

AZ ARIZONA (ARIZ) MI MICYIZAN (MICH)

AR ARKANSAS (ARK) Ul MINNESCTA (MINK)

CA CALIFCRNIA (CALIF) MS MISSISSIPPI (MISS)

ole] COLCRADO (COiD) MO MISSOURI

CT CONNECTICUT (CONN) MT MONTANA ( MCNT)

DE DELAWARE (DEL) NE NTBPASKA (NTBP)

ne DISTRICT OF NV NEVADA (NEV)
COLUMBIA NH NEW HAMPSHIRE

FL FLORIDA (FLA) NJ NEW JEPSZY

CA GEORICA NM NEW MEXICO (N.MEX)

Gu CUAM NY MEW YCRK

HI BAWAII NC NORTH CAROLINA

ID TDAHO ND NORTH DAKOTA (N.DAK)

IL ILLINOIS (ILL) CH OHIC

N INDIANA ( IND) cK CKLAHCMA (OKLA)

IA IOWA OR ORZCCN (CRZG)

KS KANSAS (KANS) PA PENNSYLVANIA

KY KENTUCKY PR PUERTO RICO

LA LOUISIANA RI RHODE ISLAND

Mz MAINE 3¢ SOUTH CAROLINA




Ccde State

SD SOUTH DAXCTA (S.DAK) 7T 7IRGIN ISLANDS

TN TENNSSSEE (TONN) 2 =4 SYINGTON (7ASH)
T TEXAS (T=X) 7 W23T VIRGINIA (W.VA)
uT UTAH wI WISCONSIN (WIS)

VP VEPMONT ®WY  WYCMING (WYO)

VA VIRGINIA

(nh) Country na es 2re given in 3nglish, as found in the United

Nations Secretariat Terminolcgy tulle*in: Names of ccuntries and

ad jectives of nationality.

Unicn of Soviet Sccialist Republicsz: spelil cut in full as a

heading, but in addresses use US3P: Ycgzow, US3R

United Kingdcm cf Great Britain azni Northern Ireland: spell

out in full as 2 heading, but omit in 2ddiresses, thus:

demisany S~ ala

United States of America: gpell 2ut in fmll 23 2 neading, but




Y. 3inliograpnic eniries {(Sec*icns II - YTII)

(2) ™ull tiblicgrarhic informatien is given Tor 211 publications
listed in the Guides. -

(v) ¥Por Sections II - V (Statistics; Directories, Pericdicals;
abstracts, indexes and bibliographies;

and Secticn VIIT (Cther pctential sources) a brief
annstaticn may be nrevided. This should supplement, rather than

v

repeat information in the title, ziving information on lenguasgss, etc.

(¢) For Sections II - V, ani VIII ths name a2nd mailing address of
supplier is 2lso provided. If the csupplier is zlso *he publisher

omit the publisher's name and the tlaca of publication from the

O

c
first (bibliographic descrivtion) part of ihe entiry.

(d) Arrangemen: of entries: Eibliogrzphic description starts at the

margin. Second and succeeding lines return to the margin.
Annectation starts at the mzrgin, immediately below bibliozrahic

description. Second and succeedinz lines return to the margin.

Lezve ome2 line before zupclier's name. A% margin write

1.1, Annotzted entries (Sec‘i:ns IT -~ 7, JIII) inslude the following

informatinn “or sarials (publicationg coroducad 2% intervals, and with

irst paregraph (bibliograoshic description):
TITLE (Tr&nslaf ion)

Author, editor, or compiler's name, or "prepared by..."
for 2 responsible cerporate body which is different from
the supplier

Periodicity, uniess implied in the title, as follows:

Irregular Six times a year
Daily “uarterly

Heekly Tuice 2 year
Tortnizhtly Annuz1l

Twice a month Iverr two years
Monthly Zvery three years

Series, report number, dscument number, sales number
if common to the seriec. UN s numbers should be
recorded 23 such, e.zZ. (UM ns. ©.79.II.B.5),
(UN sales no. ID/172)




(v} In the second paragraph (annotatiosn), if not obvious from the
title:
Languazes, as follows:
In nglich, French, German znd Spanish {list in
2lphabetical crder when the whole text is in these

varicus languages)

Text in BEnglish; suamaries {or index, or table

of contents etc...) in French a2nd Spanish

In Farsi (for jcurnals putliched in a2 single language,

other +han English, Trench 2rd Spanish, ncte the languagze

¥ormer title (when name hazs changed

Geographic coveragz

Subject coverage, special sec*tions or supplements
Other relevant information (see discussion of the

individual sections, belcw)

(c¢) In the third paragrazph (2d3ress =7 supplier)

Name of publisher or supplier

If the publisher is a2n crganiz2fizn lis*ed in Sz2ction I, it s nct
aecassary to repeat the uddress. Give the full name or the acronym of

the orgznization, and refer %o the eniry in Sz2cticen I, e.sg.

Publ.: Association of Rutber Maznufacturers (see entry nnn)

Publ.: FAO (see entry nnn)

If the publisher is n2t in Secticn I, but has appeared elsewhere in
the same sezticn, give the full address with the first appearance, and for
the second instance refer as zbove. Do not, howsver, refer back and forth
between Sections II - VIII; this is toc complicated to keep straight while
the manuscript ic being assembled. 7z %try to ensure that, if a publisher's

name and a.dress are repeated, the information in both cases is identical.
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xample:

TUBRZP STATISTICAL BULLETIN. Menthly.

Statistics on production, consumption, stecks, exports and
imperts of natural, synthetic and reclaimed rubber and end-
products.

Publ.: Intermational Putber Study Group
Brettenham House
5-6 Lancaster Place
T.ondcn, Ingland WC2E TET

3.2. Annotated entries for works which are vlauned to be completed

within a limited, forseezble pericd: these contain essentially the_
same information, except that:
In the firs® paragraoh (bitliscgraphic description)
Instead of periodicity, indicate: edition. date of
publication. number of pages or volumes.

Example:
THE RUBBER INDUSTRY: STATISTICAL REPCRT AND CHANGING MARK®TS
IN THE SYNTHETIC RUB3SP INBUSTRY. Compiled by C.F. Ruebensaal.
1976. 39 p. (SER.STAT/3)
Analysis of weorld producticn, con
hydro-carton and synthetic rubber.

4]

ump*i exports of rubte::
1

appendix.
Puybl.: In*termational Insiitute of Synthetic Pubber Producers
45 Pockefeller Plzza
New Yerk, NY 10020, US4

3.3. Directories (S2ction III): arrangement a2nd ‘ypes of indexes may

be mentioned in the annotaticn, e.z.
ANNUARIC DELLA INDUSTRIA ITALIANA DSLLA COMMA (Directory of the
Italian rubber industry). Issued by the National Associztion of
Rubber, Electric Cablez 2ni related industries. Annual.

In Italian; index in English, French, Ga2rman and Spanish.
Alphabetical lists of rubber manufacturers, prcducers and merchants
of raw materials. Chart of products. Trade name index. Alpha-
betical index of firms.

Publ.: Notizie per 1'Industrie della Gomma Editrice
Via Cesare Battisti 21
I-20122 Milan, Italy

most evxamples given here are fictitious.
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3.4. Perioiicals (Section IV)  Sxamples:

ELASTOMERICS. Monthly.
Former ti*le: Rubber Age. Technslogy, economics and market
cf the

reperts, internaticnal news P *he rubter indusiry. Book riviews.

Publ.: Palmerton Publishing Compeny
1C1 West 31lst Stree*
New York, NY 100Cl, USA

PLASTT UND KAUTSCEUK (Plastics ané rubber). Mentlhly.

In German. 3cientific, eccnomic znd technologi:al aspects
of the high polymer industry. Announces trade fairs and
exhibitions, meetings and conferences.

Publ.: VEB Deutscher Verlag fuzsr Crundstcffiniustrie
Karl Heine-Strasse 27
DDP-7C31 Leipzig, German Democratic Republic

inl

3.5. Atstracting journals (Section V.A) Ixample:

RAPRA ABSTRACTS: RUBBER. eekly.

Former title: RABRM Summary of Current Literature. Covers world

technical and commer-ial literaiure cn polymers, including journals,

conference proceed’- zs, patents, textbooks, specifications and trade
-

literature. Author, subiect znd ten* inlexass appear twice a year.

Shawbury, Shrewstury, Sh=ozos!

a4, Bibliographic eniries wi*houi annciations (Sections VI a2nd VII)

4.1. A typical entry appears as follcws:

TITLE in capitals (translation in lcwer case, except for first letter)

Author, editor or compiler's name. Zdition. Place of publication, name

of Lublisher, 42+ts. Number of pages or number of volumes. (Series)

(document or repcrt number, or sales number). Ilznzuage(s) (see III.3(b),
2. 23 2bove,

Examples:

DICTIONNAIRE T=CHNIQUE DT L'INDUSTPIZ TZ LA MAROQUINERIE. L. Pama. Lyon,
Centre technique du Cuir, 1976. 500 z.

ANGLO-RUSSKII KCZHRVENNC-OBUVNCI SLCVAR (English-Pussian leather and shoe
dictionary). Edited by A.N. Mikhailsv and I.L. Kachko. Moscow, London,
Pizmatgiz-Collet's, 1973. 4C2 p.




|

TES CHIMISTRY AND TRCHNCLOGY COF LTATHEZR. 2.i. C'™lzherty, W.T. Roddy
and °.¥. Lellar. New Yerk, Peinhald, 1974, 4 vols. (American Chemical
Society monograph series no. 134)

BAYE® HANMBUCH FUZR DIS GUMMI- INDUSTPIE (Eay<r handbook for the irubber
industry). Stuttgart, Verlag Kholhammer, 1971. 1,126 p. In Gemman.

For conference proceedings, include the date and location of the meeting.

When the city of publication may not be well known, add the country name.

Be careful of the punctuation. (see examples).

4.2, Section VII/A: Publications of internaticn2l and other organizations.
Entries are listed under corporate name. Titles will be in lower case (alpha-
betized by the first significant word) but otherwiss the presentation remains
the same. PFor UN publicaticns an identification or salzs number will be given

in parentheses. (see examples).

UNITSD ¥ATIONS CONFSPEZNCE OF TRADZ AND DIVILOSMZNT (UNCTAD) (see entry nnn)

Ccnzideraticn of international rmeasures on rubtber. EZlements of
an internationzl 2greement on rubner. Repcrt, Genevz, 1978, 17 p.
(TD/3/1PC /Rubber/L.2)

Proposed international 2rrangements for natural rubber. Geneva,
1977. 25 p. (TD/B/IPC/Rubber/L.3)

Trends in competition between na*ural oproduc*s and synthetic
materials. 43 p. Geneva, 1974. (TD/B/2.1/Sym %3)

UNTTED NATICNS INDUSTRIAL DEVELOPMENT ORGANIZATICN (UNIDC) (see entry nnmn)

Expert Group Meeting on the Study of Synthetic versus Natural
Products, Vienns, 16-20 September 1974. Repor+. 25 p. (ID/WC.188/3).
In English, French and Spanish.

S e = e




Mumerals (ordinals and cardinals) up *o ien should be written cut

(second, ten) except: 3rd od. 2 vols. 7 »p.
Use commas to distinguish thcusands, e.z. 3,C0C.

Use Arabic numerals to refer to parts, cections, veclumes of a werk,

e.g. Parts 1-3 contain....

Abbreviations: do not abbreviate Company or Cerporation.

e
Abbreviate Incorporzted (Inc) and Limited (Ltd)}, i.e. werds which

describe legal status. A comma precedes , Inc, but not Ltd., GmbH, etc.

Barleys Manufacturing Company, Inc
Barleys Manufzcturing Company Ltd
Abbreviate edition (ed.) e.g. 2nl ed.
pages (p.) 273 p.
volumes (vols.) 3 vols.
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vi.

VII.
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ANNEX I: S3tandard table of contents

PREFACS ANT TXFLANATORY NCTES

Arabic
Chinese
Snglish
French
Russian
Spanish

Section

ORGANIZATICNS AND INSTITUTIONS
A. United Mations and related organizations
B. Other organizations

1. Organizations of international and regional scope
2. Organizations of more restricted scope

STRCTS CF STATISTICS

A. Intermational coverage

) e et ipran
8. National coverage ) if the material justifies it

TITI. DIRECTORIES
IV. PERIODICALS
V. ABSTRACTS, INDEXES AND BIBLTICOGRAPHIES

A. Abstracting 2nd indering periodicals
B. Bibliogrzphies

L

if mezterial justifies it

Nt

DICTIONARIES, ENCYCLCPASDIAS AND HANDBCOKS

CTHER PUBLICATICNS

A. Publications of internaticnal organizations
(optional: ...and other institutions)
B. Publications from other sources

OTHER POTENTIAL SOURCES OF INFORMATION

A. PFairs and exhibiticns

B. Meetings and conferences
C. Packaging

D. Training

if relevant

N




Ammex II

Reference material %o be consulted

1. TIndustrizl Information Sectizon

The INF officer will indicate to the ccmgpiler how the following sources

can be tapped:

Industrizl Developmen: Absiracts (IDA): this computerized data

base contains abstracts of all substaniive documents issued hy UNIDO.

The print-out obtained will lead to the UNIDC documents themselves which
are located in the library, either in print or in microfiche ferm. These
documents are an important source of reference (bibliographies, lists of

institutions) and should always be consulted.

Newsletter mailing list: this computerized meiling list may be

useful in obtaining addresses of institutions active in a given sector,

especially for the developing countries.

LINK file:s this computerized file contains different types of
records:

Inquiry service records (98)
Biblicgraphic records (32)
Directory type records, descriting institutions (D$, ANM)

Names of institutions which havz returned INF questionnaires or
information sheets or which have otherwise been ilentified as potential

sources of informztion are stcred in tnis file.

Subject files of the Inquiry Service: <the Ingquiry Service builds

up substantive files on specific subjec*c which should be consulted when-

ever available.

2. Division of Industrial Operations: Files of substantive officers

Substantive officers in I0 are themselves a source of information on UNIDO
technical assistance activities in their sector of competence. Some of them

keep bibliographic or institutional files which may be of use to compilers.




Anrex II (con='d)}

3. The VIC Library

The nain core of reference mat*erial will be found in the Library. A

basic bibliogrzphy of the literzture available con 2 given subject in

the Library will be obtained %hrough a2 searcnh on the LION Data Bass

(computerized library catalnzue). The catalosue is also available in
microfiche form (by author 2nd by subject) and can be consulted in the

Industrizl Information Section.

The Peference Library has a gzood collection of catalcgues, directories,

dictionaries, statistics, encyclopaedias, etc. which will be the main
working tools of the compiler. These publicaticns cannot be removed from
the Library tut pages pay te photocopied, if necessary.

Also a2sk reference librarians for *heir lists of publications from
international organizations.

Specialized periodicals are kept in separate stacks. Consult the
List of Serials held bty the Library.

Documents of UN organizaticns {including UNIDC) and other intermational
crgzanizations are kept in speciz2l stacks and cannct te accessed throuzh

LION. Ask for help froz <re competent Litrary officer.

The Library Acouigiticn Unit keeps a wide range cf "Books in print”

catalogues (in different lantuaszes) which mus* also be consulted.
If the compiler deems it necessary *o maks 2 search cn zutsiie

spacialized data bases, this should bte discussed with the INF cfficer.




Annex IIT .

PRSFACS ~ standard statement on the Guides

The United l2%ions Industrial Development Crgenization (UNIDO)
promotes the use of industrial informaiion in developing countries
by providing information through its own documents and through the
Industrial and Technological Information Bank (INTIB) programme, by
conduc*inz meetings and comsultztions, throuzh the expert missions
of the Industrial Cperzticns Division (I0D), and by giving guidance
in imprecving lccal information facilities. As one of the means of
promoticn UNIDO compiles directories and guides to selected information
sources on branches of industry of primary concern *o develcpins
countries. The present guiie, dealingwith . . . . . . . . . . . . .
is the _ _ in the series of UNIZO Guides to Information
Sources (UNIDO/LIB/SEF.D). A lis: of *he Guides publisned to daie

appears at the end of this Guide; more are planned for the geries.

The directories and guides are not intended *c be exhaustive,

nor are they intend2d tc be research *ocls; rather, they present

$

sources, both .nstituiicnal 2nd tivlicgraphic, which 2re consgide
1 by 7

e

e
to be of practicz2l value %o users. These sources are :sresented with

2 view *to Tacilitating access tou the todies referred %o and the

acquisition of the puhlications lis*ed.

Instituticns listed in Section I of the Cuide have been gelected
on the basis of respcnses to 2 letier asking if they would be ready
to provide a certain level of information, whether free or at cost.
The kind of information *o be previded is a matter for 2grzement
between the inquirer and *he instituticn he approaches; the latter

does not 2ssume any obligation bty allowing its name to be included.




Annex IV

SYPLANATCRY NOTES

The designaticns empleoved and the oresentation of the material in
this publication do not imply the exprassicn 2f 2ny opinion whatsoever
on the part of the Secrstariat of the United Nations concerning the legal
status of any couniry, territory, city or area or of iis zuthorities, or
concerning the delimitation of its frontiers or bouniaries.

The publicaticns listed in this Guide have been selected mainly
from literzture in the cfficial lznguazes of the United Nations, and
their titles, 2s well as the names of organizations, are given in their
original languages whenever pcssible. A translaticn irnto English is
given only for those listed in languzges other than Snglish, French or
Spanish.

In compiling this Zuile, every effor* was made tc ensure that it:
contents were accurate. However, publicatisns sometimes issue new
editions of publications or move. When srdering publications, it may
be wise to request "the latest edition”, rather than the one described
in the Guide. If difficulty is experienced in locating the publisher,.
nelp may be requested from the UNIDO Industrizl Informztion Section
(2ddress belcw).

Requests for non-sales items issued bty *he United Naiions and related
zoiies should te made directly to *the iszsuing Dedieg., Sales putlications

s
chould be crdered by szlesz number from an a2uthorized iis*ributor or from:

L

Sales Secticn Srles Section
Publishing Service United Nations Office
United Nations or Palais des Nations
N=w York, NY 10017 CH~-1211 Geneva 10
United States of Arerica Switzerland

Ccrrectionz and suggestiins for the inclusion cf additional information

in a future, revised versicn zre welcome at the following address:

Industrial Information Sec+ion

United Nations Industrial Development Crganization
PO Box 3CO

A-1400 Vienna, Austri=a




ANNEX

Standard entries for section VIIT (subjec* *o updating)

Section VIII

CTHSR PCTENTIAL SCURCZS CF INFORMATION

A. PFairs and exhibitiens

EXHIBITICN BULLETIN. Monthly
Advance informetion on shows, fairs 2nd evhibi‘ions taking place through-
out the world.

Publ.: Londen Bureau
266-272 Kirkdizle
London, ©nzland SE26 4RZ

M/A KALENDER (Calendar of fairs and erhititicns). Twice a year.

Text in Cerman. Table of conten*s, summaries and index in English, French
and German. PFairs 2nd exhibitions are lis*ed by country, chrenolegically
and by subject.

Pabl.: Messz- und Ausstellurnzs-Xorn*or Cti: Mueller
PC 3ox 2505
Grosse Ischensheimersirasze 15
D-50CC Frankfurt/ﬁain 1, Tedaral Zzounlic of Zarmany
3, Meetinzs =2nd cconferanzes
BIVLLETZN! MEZFDUNARODNYKH NAUCKITYYHE S"TZ2CV KCN7=ZPENTSII, KONGRES3CV,

VYSTAVCK (Bulletin of international scien*ific convantions, conferences,
conzresses and exhibitions). Zvery two mcnths.

In Russian. Indexes by coun*ry, orzaniza*ion and sutject.

Publ.: Mezhiunarodnaia Kniza

Smolenskzia Sennaiz 32-34
Moscow G-2C0, USSR

FORTHCOMING INTEPNATIONAL SCIENTIFIZ AND TZCENICAL CONFERENCES. Quarterly.
Chronological list of forthcoming conferences in all fields of science and
technology. Includes inderxes by subject, location and sponsor of conference.

Publ.: Aslit:
3 Belgrave Square
Lond~n, England Sl 8PL

. e ——




ANEX 7 (cont'd)

NATIONAL AND INTTCNATICNAL ESTINGS ON SCIENCET AND TENOLOSY. Quarterly.
Tn Snglish.

Publ.: Turkiye 3ilimsel ve Telmik Dclumentaszyon Merkezi
A*aturk Bulvari 221
Kavaklidere
Ankara, Turkey

FAUCNI I STRUCNI SKUPCVI U JUGCSEAVII I U INCSTRANSTYU/SCISNTI®IN AND
PROFESSICNAL MESTINGS IN YUGCSLATIA AND PCRTIGMN COUNTRIZS. Twice a year.
In English and Serbo-Croatian.

Publ. : Jugoslovencki Jentar za Tennicku i Naucnu Dokumentaciju
Slobodanz Penezica-Xrcuna 29-31
Belgrade, Yugoslavia

HORLD MEETINGS: UNITSD STATZS AVD CANADA, Tuarterly.
and

WORLD MEETINGS: CUTSIDT UNITZD STAT=S AND CANADA. “uarterly.
Two-year registries 2f impcrtant future scientifi~ and technical
meetings. Indexes of keywords, dates, location and sponsors. Sponsors!
directory. '
Publ.: MacMillan Imformaticn Comparny, Inc,

344 Third Avenue

Few York, MNY 1C0C22, USA

C. Packaring
INFORMATICN SCURNI3 O TUZ PACKAGCINS INDUSTRY. 1277. 110 p. UNIDC
Suides to Information Scurces Neo. 27 (UN sales nz2.: ID/174)

Distr.: United Natinons Sales Szction
New York, NY 1CC17, USi

D. Training
INFORMATION SOURCZS ON INDUSTRIAL TRATNING. 1980C. 115 p. UNIDO Guides
to Information Sources No. 37 (UN sales nc.: ID/241)

Distr.: United Nations Sales Section (see eniry )

UNIDO GUIDE TO TPAINING CPPCRTUNITIZES #OR INDUSTPIAL DESVEILOPMINT. Annual.
Prepared by UNIDO Training Section. Training oppcrtunities organized and
offered by UNIDC and other orgznizations. Classified by industrial branch
and function.

Publ.: UNIDO (see Qntry ;l




U¥IDO INDUSTCIAL TRAINTMNG CFWER PRCGRAME. Annual
Prepared bty the UNIDO T-zining Section.

Publ.: UNIDC (see eniry




B

1?2

LB

COMPILATION OF GUIDKS -~ CHUCKLIST

Consultant:

2
k)
4
5

Familiarization,

work mainly on

SECTION I (Organizationrs)

('yping crrds)

Check UN, FCF list; add or

delete ns nppropriate A

Fin~lize list of Organizntions; 10

Mrke mny necescary changes,

sort alphabetically by country

" " " organization

Shingle + photocopy to produce
one Jist for COMSEC

Work on bibliography
(SEC'MIONS 11 - VIII)

Joinbs

Selecl consultant,
sign contract

INF briefing

LINK, 1DA searches
(UNIDO data banes)

Introduction Lo
VIC Library

IOD briefing
INK check



UNTDO:

1 Select topic

2 ->Preparation cof letters:
A. SIDFA's + JPN's - sevaral addresses
B. " ~ one address
c. " - no nddresses
D. UN, ECE, etc.

other nddresses

E. Organizations (E)

F. " (%) - "
c. " (s) - "
H. " () - only address
oo (F) - "
J. " (s) - "

i'reparation of Information sheats
(Fnglish, French, Spanish)

T—UN, ICE, etc. letters to COMSEC

" signedlw ma1led

12—?Send addresses list to CNOMSEC
to make 3 + (1 for ench address)
copies for ~ach country

LLetters A - C to COMSKC
" signed + mailed:

lLetteras I8 ~ J to COMSEC
" signed + mailled

7 Seeerw
PALEONR

> .
<di




14

17

22

_

Pass on any additional addresses
discovered during work on

biblirography

Scean replies for bibliographic

sources, appropriateness for 18 Search agninst LINK
inclusion in the Guide, etc. Tndex, in-put to LINK

dala base

Finalize bibliography, 21 INI check
sort alphabetically within
Sections

? ~=2 Check explanatory notes
Make any necessary changes; 33
shingle and photocony

Within sections, number IN PENCIL
papzes at bottom, i1tems at right;

take cross references IN PENCIL
using provisional numbers

26 Draft Preface (consultant,
10D, INI)



15 INF Officer receives replies, notes any
problems etec.
Check 1n replies; acknowledre 2 f
appropriate

14 -—?(Note new addresses; batch and send
15 ~>( to COMSEC for E - J letters

16 Pass replies to consultant

19 File replies by LINK number

———————— Assemble Explanntory notes
in A, C, R, B R, S

2% Copy of Bibliography (SKECTIONS TI - VITI)
to 10D for their comments

27 Submit Preface to editors,
incorporate their changes

28 Prefnce translated into
A, €, B, S, R




* 29 Provide UDC etc. notations

30

N

33

Check title page,
Contents page

Finnlize Section I (incorporating 32
10D suggestions)
(LINK printout)

Assemble manuscript:

Page number throughout,
IN PENCIL, top of page

Ttem number throughout
IN PENCII, left side
RY/

Un-date reference numbers

35

36

37
38

Copy of Institutions (Section I)
to IND for comments

Photocopy,
Submit to editors

Answer editors' nuerie:,
incorporate IOL replies

Up-date LINK as necesssry,
produce new print-out

leturn to editors

Clear final version

‘ach column is 1n order by the tasks to be accomplished by that (those) person(s).

‘The numbers represent the over-all order ot tasks.
underwny need not be scheduled so precisely.
s "kefore #33").

vafter #£ ”") or "“before" (e.g. <33 i

* These tasks need not wait for the completion of the numbers immediately preceding them.

They are labled with arrows for "after" (e.g.

However, some tasks which procede while others are

2=vis







