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1. Introduction
One of the main tasks assigned to the Antarctic Treaty Secretariat consists of the gathering and collating of papers for the Antarctic Treaty Consultative Meeting (ATCM) and the Committee for Environmental Protection (CEP).  This manual is intended to explain the submission procedures and to assist writers and editors of papers to be submitted to the ATCM and the CEP to put their papers in the most suitable format. 
These procedures are based on Decision 2 (2016): Revised Rules of Procedure for the Antarctic Treaty Consultative Meeting; Revised Rules of Procedure for the Committee for Environmental Protection (2011); Guidelines for the Submission, Translation and Distribution of Documents for the ATCM and the CEP and Resolution 3 (2018): Revised Guide to the Presentation of Working Papers Containing Proposals for Antarctic Specially Protected Areas, Antarctic Specially Managed Areas or Historic Sites and Monuments, cited below. 
The main body of this document contains a basic set of considerations to be taken into account for all kinds of documents.  Annex A (text formatting) and Annex B (illustrations) include more detailed formatting rules; they will be of interest mostly for authors of papers containing texts to be incorporated to the Final Report, and papers presenting illustrations, graphs, or maps.  Annex C refers to the Guide to the presentation of Working Papers containing proposals for ASPAs, ASMAs or HSMs adopted by Resolution 3 (2018). Finally, Annexes D to G contain templates for the formal presentation of various kinds of Measures, Decisions and Resolutions.

Procedures for the Submission, Translation and Distribution of Documents for the ATCM and the CEP (Annex to the Revised Rules of Procedure 2016)
	1) These procedures apply to the distribution and translation of official papers for the Antarctic Treaty Consultative Meeting (ATCM) and for the Committee on Environmental Protection (CEP) as defined in their respective Rules of Procedure. These papers consist of Working Papers, Secretariat Papers, Information Papers and Background Papers.

	Scope of application and type of documents affected 

	2) Papers that are submitted to both the ATCM and the CEP should indicate, where feasible, what portions or elements of the paper should, in the opinion of the submitter, be discussed in each forum.
	Agenda Item(s) assignment

	3) Documents to be translated are Working Papers, Secretariat Papers, reports submitted to the ATCM by ATCM Observers and invited Experts according to the provisions of Recommendation XIII-2, reports submitted to the ATCM in relation to Article III-2 of the Antarctic Treaty, and Information Papers that a Consultative Party requests be translated. Background Papers will not be translated. 

	Documents to be translated

	4) Papers that are to be translated, with the exception of the reports of Intersessional Contact Groups (ICG) convened by the ATCM or CEP, Chair Reports from Antarctic Treaty Meetings of Experts, and the Secretariat’s Report and Programme, should not exceed 1500 words. When calculating the length of a paper, proposed Measures, Decisions and Resolutions and their attachments are not included. 

	Word limit

	5) Papers that are to be translated should be received by the Secretariat no later than 45 days before the Consultative Meeting. If any such paper is submitted later than 45 days before the Consultative Meeting, it may only be considered if no Consultative Party objects. 

	Deadlines for submission of documents requiring translation

	6) The Secretariat should receive Information Papers for which no translation has been requested and Background Papers that participants wish to be listed in the Final Report no later than 30 days before the Meeting. 

	Deadlines for submission of documents not requiring translation

	7) The Secretariat will indicate on each document submitted by a Contracting Party, an Observer, or an Expert the date it was submitted.


	Date of submission

	8) When a revised version of a Paper made after its initial submission is resubmitted to the Secretariat for translation, the revised text should indicate clearly the amendments that have been incorporated.

	Submission of revised versions

	9) The Papers should be transmitted to the Secretariat by electronic means and will be uploaded to the ATCM Home Page established by the Secretariat.  Working Papers received before the 45 day limit should be uploaded as soon as possible and in any case not later than 30 days before the Meeting.  Papers will be uploaded initially to the password protected portion of the website, and moved to the non-password protected part once the Meeting has concluded. 


	Ways of submission and distribution

	10) Parties may agree to present any paper for which a translation has not been requested to the Secretariat during the Meeting for translation. 


	Reception of papers after deadline

	11) No paper submitted to the ATCM should be used as the basis for discussion at the ATCM or at the CEP unless it has been translated into the four official languages.

	Translation

	12) Within three months of the end of the Consultative Meeting, the Secretariat will post on the ATCM Home Page a preliminary version of the Final Report of the Meeting in the four official languages. This version of the report shall be clearly marked “PRELIMINARY” and shall indicate that it is subject to final formatting, editing, and publishing processes.
	Availability of Preliminary version of the Final Report

	13) Within six months of the end of the Consultative Meeting the Secretariat will circulate through diplomatic channels and also post on the ATCM Home Page the Final Report of that Meeting in the four official languages.


	Publication and circulation of Final Report


Meeting Documents (Revised Rules of Procedure 2016)
Rule 48. Working Papers shall refer to papers submitted by Consultative Parties that require discussion and action at a Meeting and papers submitted by Observers referred to in Rule 2 (The Representatives of the Commission for the Conservation of Antarctic Marine Living Resources, the Scientific Committee on Antarctic Research and the Council of Managers of National Antarctic Programs).
Rule 49.  Secretariat Papers shall refer to papers prepared by the Secretariat pursuant to a mandate established at a Meeting, or which would, in the view of the Executive Secretary, help inform the Meeting or assist in its operation.

Rule 50. Information Papers shall refer to: 

· Papers submitted by Consultative Parties or Observers that provide information in support of a Working Paper or that are relevant to discussions at a Meeting;

· Papers submitted by Non-Consultative Parties that are relevant to discussions at a Meeting; and

· Papers submitted by Experts that are relevant to discussions at a Meeting.

Rule 51. Background Papers shall refer to papers submitted by any participant that will not be introduced in a Meeting, but that are submitted for the purpose of formally providing information.  
2. Special considerations 

The rules provided in this document are especially relevant when the document to be presented or a part of it will be further published or distributed, either as a part of the Final Report or any other media. This is the case of reports by Observers, Experts and Depositaries, proposals for management plans and guidelines, among others. 
If you are submitting a Working Paper which includes proposals for new or revised management plans, please pay especial attention to Annex C: Revised Guide to the Presentation of Working Papers Containing Proposals for Antarctic Specially Protected Areas, Antarctic Specially Managed Areas or Historic Sites and Monuments adopted by Resolution 3 (2018). 

If you are submitting a proposal for the designation of visitor site guidelines, please read Section 11 below.

	Basic Tips
	See section:

	1
	Submit your paper on time!
	3

	2
	Submit documents to the email account specifically established for the reception of documents: 42atcm@antarctictreaty.org 
	4

	3
	Don't forget the basic information: type of document, title, forum and agenda items, Parties, version (if any).
	5

	4
	Use the ATS Word styles included in this manual.
	A.1, A.7

	5
	In revised versions, use "track changes" to indicate changes in the original text.
	8

	6
	Please AVOID ALL CAPS TITLES.
	5

	7
	Consult with the Secretariat when submitting tables, figures, images and maps.
	B

	8
	Keep in mind special requirements for Management Plans, Site Guidelines and formats for proposed Measures, Decisions and Resolutions.
	11, C, D, E, F, G.


3. Deadlines

The Procedures annexed to the revised Rules of Procedure of the ATCM (2016) clearly indicate the deadlines for submitting documents. With respect to the next Consultative Meeting (42nd ATCM – Prague), the following deadlines will apply: 

	“D”-45:
	May 17th, 2019
	Papers that are to be translated should be received by the Secretariat no later than 45 days before the Consultative Meeting. If any such paper is submitted later than 45 days before the Consultative Meeting, it may only be considered if no Consultative Party objects.

	“D”-30:
	June 1st , 2019
	The Secretariat should receive Information Papers for which no translation has been requested and Background Papers that participants wish to be listed in the Final Report no later than 30 days before the Meeting.

	 “D” Day:
	July 1st / 2nd, 2019
	CEP Meeting starts / ATCM starts.

	During the Meeting
	July 1st / 11th, 2019
	Parties may agree to present any paper for which a translation has not been requested to the Secretariat during the Meeting for translation. 




The CEP follows the same rules.  Please note that, under Rule 4 of the Rules of Procedure for the CEP, Observers falling under the categories listed in Paragraphs a) and c) can only submit Information Papers and Background Papers.

Please follow the deadlines!  Papers submitted too late may not be able to be uploaded to the Website, included in Working Group Chairmen Summaries of Papers, translated or printed in time to be available to the meeting.  

4. How to submit documents

Papers submitted for consideration by the Antarctic Treaty Consultative Meeting and the Committee for Environmental Protection should be sent as email attachments to the specific email account established by the Antarctic Treaty Secretariat (ATS) prior to every Meeting. 
Email to submit documents: For the 42nd ATCM this will be 42atcm@antarctictreaty.org  
 The papers should be formatted as much as possible according to the accompanying formatting guidelines.  They will be incorporated into the meeting database, dated and numbered in the order in which they are received and will then be available through the documents section of the meeting Website.  
Meeting documents Website: For the 42nd ATCM this will be https://42atcm.antarctictreaty.org.  

5. Basic information

All papers should include on their first page the following items:

Document type

Working Paper (WP), Information Paper (IP), or Background Paper (BP). 
Title

The title should reflect the scope of the document in as few words as possible. In case of revisions, changes to the title should be avoided where possible.  
Please don’t use titles in ALL CAPS style; they are less readable.

Party or Parties, Observer(s) or Expert(s) submitting the paper

In case of more than one submitting Parties, they are lined up in alphabetical order. If the line-up should be headed by a specific Party (out of the alphabetical order) this should be indicated explicitly.

ATCM and/or CEP Agenda item

Multiple agenda items complicate the arrangement of the meetings.  As far as possible, please indicate only one ATCM Agenda Item and/or one CEP Agenda Item. Papers that are submitted to both the ATCM and the CEP should indicate, where feasible, what portions or elements of the paper should, in the opinion of the submitter, be discussed in each forum.
 (In case of revised versions) Version number
Please see section 8 below.

Date of Submission
This information will be added to the first page by the Secretariat according to the date when the document is received by email or other electronic means. 
6. Document length
The Procedures annexed to the revised Rules of Procedure of the ATCM (2016) establish that the length of documents being submitted for translation should not exceed 1500 words (equivalent to roughly three pages of continuous text).  

When calculating the length of a paper, the texts of proposed Measures, Decisions and Resolutions attached to the main document are not included, nor are the reports of Intersessional Contact Groups (ICG) convened by the ATCM or CEP, Chair Reports from Antarctic Treaty Meetings of Experts, and the Secretariat’s Report and Programme. 
	1500 word limit
	No word limit

	Working Papers
Secretariat Papers
Information Papers containing Observers' reports (Recommendation XIII-2)

Information Papers containing Experts' reports (Article III-2 of the Antarctic Treaty)

Information Papers which a Consultative Party has requested be translated 
	Proposed Measures, Decisions and Resolutions and their attachments
Reports of Intersessional Contact Groups (ICG) convened by the ATCM or CEP
Chair Reports from Antarctic Treaty Meetings of Experts
Secretariat’s Report and Programme 

All other Information and Background Papers


7. Styles

In formatting the text, the ATS styles used in this manual should be used as much as possible.  A list of these styles with their descriptions is included in A.1 and samples are in A.7.  General rules are:

· Bold, Italic and Underline are accepted. 

· Black text only 

· 2 cm page margins 

· 1 line spacing is preferred

· 12 pt. spacing between paragraphs

· Page number in the bottom right hand corner 

· Single bullets are preferred.

Please do not number paragraphs and avoid wherever possible the use of automatic numbering for section or sub-section headings.

8. Revisions

When a revised version of a paper is resubmitted to the Secretariat for translation, the revised text should indicate clearly the amendments that have been made by using the “track changes” option provided by Microsoft Word or a similar method (MS Word 2003: go to Tools – Track changes. MS Word 2007: go to Review – Track Changes).  
Revised versions without tracked changes will not be accepted for translation! This is absolutely necessary to avoid needless delays in the translating process.
9. Illustrations

Illustrations (picture, graphs, maps etc.) present a special challenge because of the great variety of differing formats and styles.  Annex B discusses these in detail.  When preparing graphical material, please consult with the Secretariat at the earliest stage to make sure that the formats you use will be compatible.  
10. Annexes and attachments

As a general principle, annexes should be included in the same file as the main body of the document. When the text has significance that justifies its further consideration as an independent file, or when it is in a different format, it should be submitted as an attachment. This is the case with management plans and related maps, for instance. Attachments are stored in different files. 

Model for a covering email:

	Dear Secretariat, 

Please find attached a Working Paper submitted by <Party>.  The Working Paper comprises the cover sheet and main text of the management plan in a Word document of 17 pages plus 3 pdf attachments as follows:  

WP1.doc: Cover sheet + Revised Management Plan for ASPA No. 1

Att1.pdf: ASPA No. 1 – Map A.
Att2.pdf: ASPA No. 1 – Map B.

Att3.pdf: ASPA No. 1 – Map C.


11. Special material - Site guidelines
Visitor site guidelines merit a series of particular considerations that are indicated next: 

· The process of publication includes up to three colour photos with their corresponding epigraphs. The submission of pictures with a resolution higher than 300 pixels/inch is suggested. 
· At least two maps must be included in addition: one for a regional geographic reference at a small scale and another one for location of facilities and particular features of the site, at a greater scale. Both maps can be included in the publication as they are received or modified in order to appear consistent with the design applied to previously published guidelines.

· We request maps in editable format, and all texts referred in the map in accompanying tables, in order to facilitate the process of translation and publication in the four official Treaty languages.

· And finally, please don’t waste your time in graphic design and composing. This is our task.
Annex A.  Text formats and styles

A.1 
Styles
We urge you to apply the ATS styles used in the ATCM papers and the Final Report.  They are also used in this manual, so if you open this manual in MS Word, the ATS styles will be available to you directly.  In MS Word 2003 go to Tools - Templates and Add-Ins - Organizer and follow the instructions about copying styles from this document to Normal.dot; then open the paper you are working on and, if the ATS Styles are not available already, open the Organizer to copy the styles from Normal. dot into your paper.  

Alternatively, you can use the template ATCMDoc.dot that will be available on the website together with this manual.  This template is a blank document.  Download it and save it in the folder where you usually put your templates.  Then open your paper, go to Tools - Templates and Add-Ins and press the button Attach.  Locate ATCMDoc.dot, attach it to your paper, and you will have all the ATS styles available to you.  If you don’t use MS Word, look at the features of the ATS styles listed below and try to use compatible formats.   

Table A.1 - ATS Styles - description

	Style
	Font
	Type
	Space before
	Space after
	Align-ment
	Inden-tation
	Special

	ATS Heading 1
	Arial 16
	Bold
	18
	18
	Centered
	0
	none

	ATS Heading 2
	Arial 12
	Bold italic
	24
	6
	left
	0
	keep with next

	ATS Heading 3
	Times New Roman 11
	Bold
	12
	3
	left
	0
	keep with next

	ATS Heading 4
	Times New Roman 11
	Italic
	12
	3
	left
	0
	keep with next

	ATS Normal
	Times New Roman 11
	Normal
	6
	6
	left
	0
	none

	ATS Compact
	Times New Roman 11
	Normal
	0
	0
	left
	0
	none

	ATS Bullet 1
	Times New Roman 11
	Normal
	3
	0
	left
	0.63
	hanging 0.63 cm

	ATS Bullet 2
	Times New Roman 11
	Normal
	3
	0
	left
	1.27
	hanging 0.63

	ATS Number 1
	Times New Roman 11
	Normal
	3
	0
	left
	0.63
	hanging 0.63

	ATS Number 2
	Times New Roman 11
	Normal
	3
	0
	left
	1.27
	hanging 0.63

	ATS Quote
	Times New Roman 11
	Italic
	6
	6
	left
	0.63
	none


A.2 
Numbered sections and hanging paragraphs
Sections and sub-sections should be numbered sequentially when there is a need of facilitating reference. Headings should consist of a number, followed by a tab and a concise title. The text follows immediately after the sub clause title on a new line. Hanging paragraphs (i.e., unnumbered paragraphs immediately following a main clause, followed by numbered sub-clauses) should be avoided.  

Not like this:

1. Hanging paragraphs

Hanging paragraph should be avoided at all times.

1.1 Systematic referencing

An important reason for this is that a later reference – e.g. “see Chapter 1” might be somewhat ambiguous.

But like this:

1. Hanging paragraphs

1.1 General

Hanging paragraph should be avoided at all times.

1.2 Systematic referencing

An important reason for this is that a later reference – e.g. “see Chapter 1” might be somewhat ambiguous.

Papers should be presented without line numbers. Please do not use automatic numbering for section headings, as this often causes problems in the editing and compilation process.

A.3 
References to ATCM documents
References to ATCM documents consist of the number of the ATCM (except if it is the current ATCM of course), the number of the paper and its title (in italics) separated only by spaces, no commas or quotation marks please.  

…as stated in ATCM XXVIII WP7 Revision of Management plan for ASPA No. 133 (Harmony Point) …

A.4 
Acronyms
Technical abbreviations and acronyms can be used to save time and space, but the first use should be spelled out, followed by the abbreviation or acronym itself in parentheses. A list of abbreviations and acronyms may be included if there are a lot of them not included in the general list at the beginning of the ATCM Final Report.

A.5 
Quotations
We recommend that literal quotes are put in italic and surrounded by quotation marks. For quotes of one or more paragraphs the ATS Quote style should be used: in this case, quotation marks are not necessary. 

	Quotes

(in the text)

According to Article IX of the Treaty, every year (before 1994 every two years) the original twelve Parties to the Treaty and those Parties that demonstrate their interest in Antarctica "by conducting substantial scientific research activity there" - together called the Consultative Parties - meet "for the purpose of exchanging information, consulting together …. etc.

(separate paragraph)

The CEP’s functions are further defined in Article 12:

The functions of the Committee shall be to provide advice and formulate recommendations to the Parties in connection with the implementation of this Protocol, including the operation of its Annexes, for consideration at Antarctic Treaty Consultative Meetings, and to perform such other functions as may be referred to it by the Antarctic Treaty Consultative Meetings.


A.6 
Internet citations

When citing information found on the internet, the Hyperlink style should be used: 

"... is available from the ATS World Wide Web site http://www.ats.aq/uploaded/nzper05e.pdf ."

The URL should be a stable location, i.e. you would use the index to the page rather than the page itself.

A.7
Capitalization 

The initial letter of the first word should be capitalized in:

· Clause, sub clause, and annex headings
· Specific cross-references in text [e.g., Table 1, Figure 12, Note 2, Equation (3)]
· Titles for figures
· Titles for tables
· Column and line headings in tables
· Lettered and numbered list entries
(NB These are the rules for English; different rules may apply for the other official languages!)

A.8
ATS Style samples

	ATS Heading 1

	ATS Heading 2

	ATS Heading 3

	ATS Heading 4

	ATS Normal. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Nam arcu mi, congue at, faucibus ut, ornare a, turpis. Integer vehicula, magna at euismod tincidunt, nisi eros luctus eros, sed varius lacus eros id magna. 

	Sed sed nisl. Ut vitae libero quis orci placerat vulputate. Nunc faucibus pede mattis justo. Suspendisse elementum ornare neque. Vivamus ac pede ac arcu feugiat mollis. Praesent non nunc quis arcu auctor sodales. Sed non velit. Pellentesque at nibh. Vivamus dictum blandit tortor. In ipsum neque, feugiat ut, bibendum et, pellentesque et, ipsum. 

	ATS Compact. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Nam arcu mi, congue at, faucibus ut, ornare a, turpis.

	Vivamus ac pede ac arcu feugiat mollis. Praesent non nunc quis arcu auctor sodales. Sed non velit.

	· ATS Bullet 1

	· ATS Bullet 2

	1) ATS Number 1

	ATS Number 2

	ATS Quote. Nulla vitae lectus ut neque pellentesque convallis. Proin laoreet eros in ligula. Aliquam eu nibh. Sed auctor lectus eget metus. Vivamus elementum mollis eros. Nam eu velit ut nisl malesuada mattis. Nulla condimentum dictum mi. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Ut dui. Suspendisse sit amet odio.


Annex B. Tables, figures, images and maps

B.1
General

As graphical materials use many different formats, it is difficult to formulate rules to cover every case.  Please consult with the Secretariat when you are preparing papers with illustrations or graphics of any kind, so that problems with incompatible formats can be avoided.  This is especially important, of course, if the paper or part of it is meant to be included in the Final Report.

To preserve the quality of relevant material, you can always attach original jpeg/gif files for figures and images in a compressed format (.zip or .cab).  

B.2 
Tables 

B.2.1
Numbers and titles

Tables should be numbered consecutively in a separate series and in the order of their reference in the text (e.g., Table 1, Table 2, Table 3).  Tables included in appendices should also carry the identifying letter of the appendix. For example, the first table in Annex A should be identified as Table A.1.  The title of the table should be concise and should be separated from the number by a dash, e.g. Table A.1 – ATS Styles. 

B.2.2
Format

Tables should be presented with single square lines, without shadows. Outside border and heading row border should have a line weight of 1.5 pt, and internal borders with a line weight of 0.5 pt. Title row in Bold.  Whenever possible, tables should be organized to fit on a single page. When this is impossible, the table number and title and the column headings should be repeated at the top of successive pages.  To do this in MS Word, select the header row, go to Table-Table Properties-Row and turn on the option Repeat as header row at the top of each page.

B.2.3 
Additional comments

· Do not create tables by typing single lines of text followed by a hard return, with spaces or tabs used to align columns. Such tables will have to be re-keyed, causing a possible delay in publication and an increased probability of error in the re-keyed data.

· Do not embed tables from other applications into word-processing files unless the tables are converted to the word processor's native format. If the embedded table cannot be edited using the word processor's table editing and formatting commands, it will have to be re-keyed.

· All the content of a table, including column heads and subheads, must be in a single table. Avoid breaking large tables into smaller ones merely to accommodate page breaks.

· In a table, each row of data must be in a separate row of table cells. 

	Birds
   Ducks
   Geese
	 
100
300
	 
200
200

	Beasts
   Lions
   Tigers
	
500
700
	
600
800


	Birds
	
	

	   Ducks

	100
	200

	   Geese
	300
	400

	Beasts
	
	

	   Lions
	500
	600

	   Tigers
	700
	800


Not like this:     but like this:







· Do not put hard returns in table cells to increase the spacing between rows or to align data in rows. Table cells should not contain a hard return. Allow the word processor to break lines where it will; line breaks to format column headings or complex data in table cells will be added during copyediting.

· Empty cells are acceptable in a table. Cells that span multiple columns or rows should be made with the word processor's "Join Cells" or "Merge Cells" command. (Note that this feature is not available in all word processors.)

B.3
Figures and images 

B.3.1
Creating figures

Figures may be black and white or colour graphs, charts, schematic drawings, or photographs. The following guidelines should be followed when preparing graphical material: 

· As a general principle, the author should take into consideration the need of translation of relevant information contained in material submitted as non-text. For example, if a map consists of a scheme of installations with relevant information related to facilities, the legends should be included in a companion table (in text format) instead of in the map itself, as legends in the map cannot be translated.

· Typographical specifications for text notations (“captions”) used in artwork should be consistent. Use True Type fonts (Times New Roman or Arial) for captions, preferably in 8-point type size. In no case should captions be in a font smaller than 6 points or in a font other than True Type. All capital letters or mixed uppercase and lowercase letters may be used, depending on the amount of text, as long as the presentation is consistent throughout the document. Letter symbols not normally capitalized shall always be lowercase (see Figure 1). 

· Figures should be created in a graphics program. Figures created in programs that do not support vector illustrations may result in bit-mapped graphics or graphics that do not translate well into other applications. The graphics may not scale appropriately or retain their quality. 

· A separate electronic file should be created for each figure in a document and named in correspondence with the figure number (e.g., FIG1.TIF). Multiple figures under a single figure number (e.g., Figure 2a and Figure 2b) should be saved as separate files with corresponding names (e.g., FIG2A.TIF, FIG2B.TIF). Although saved as separate files, they should be submitted to the Secretariat on a single disk, or CD-ROM, or as a single compressed file. 

· Graphics files created in a graphic program should be saved as black and white (at 300 dpi) or gray scale (at 150 dpi) in one of the following formats: Encapsulated PostScript (EPS), Tagged Image File Format (TIFF), or Windows Metafile Format (WMF).  All fonts should be embedded in the figures and all elements within a figure must be grouped.  If the document is a FrameMaker file, the FrameMaker graphics editor can be used for simple line drawings and TIFF versions do not need to be submitted. If you are unsure of how a graphic file was created, a TIFF version of the file should be submitted.  Figure files that do not comply with the requirements stated in this clause may be converted to TIFF, which will result in a bit mapped version of the figure.  If you cannot provide graphics in these formats or would like to inquire about other possible formats that may be used, please contact the Secretariat. 

· Whenever possible, original art files (from the graphics programs used) should also be submitted to the Secretariat. The original art files should be gr
ouped separately from those saved in the formats listed previously. 

· Although the Secretariat requires that figures are embedded in the draft, separate files should also be submitted for publication purposes. 

· A figure should be labelled by the word Figure followed by a number, a dash, and a concise title as exemplified in Figure 1. 

Figure 1 – Typographical specifications for figure callouts

 SHAPE  \* MERGEFORMAT 



B.3.2 
Numbering and capitalization 

Figures should be numbered consecutively in a separate series and in the order of their reference in the text (e.g., Figure 1, Figure 2, Figure 3).  Figures included in annexes should carry the identifying letter of the annex in which they appear, followed by a period. For example, the first figure in Annex A should be identified as Figure A.1. 

A figure should be referenced in the text by the word Figure and its number only (e.g., “see Figure 1”). Only the initial letter of the first word and proper nouns should be capitalized in figure titles. 

B.3.3 
Notes and footnotes to figures 

A note to a figure should immediately follow the figure to which it belongs. If the text is relevant, it is preferable that it appear in the body of the document.  Multiple notes in sequence should be numbered consecutively. 

B.4
Maps

Original maps are difficult and expensive to print and should be included in your document only if they are required (i.e. management plans). Maps should be submitted as attachments with as higher resolution as possible. Please avoid pasting them into Word Files. 
As the Secretariat does not have its own cartographic services, Parties are responsible for the content of the map and should provide all the information required for its creation. For each map, the following elements should be included: 

· Map title and purpose. Give the exact title of the map, including dates. Also explain the purpose of the map. What is it supposed to accomplish? What are you trying to show? 

· One or more accurate source, or reference maps. A map represents a geographic area at a particular time. Topography, place names, and boundaries can change. Try to find source maps that include accurate scale and orientation. When a copy of a historical map is provided, include the title and date of the original map, the name of the cartographer and engraver, and the present location of the map. 

· References. See typografical specifications for figure callouts at 6.2.

· Labels. Please type a list of all labels included on the map. This requirement is extremely important in order to translate the information contained in the map into the other languages. Arrange labels in categories, putting all things of a like nature together to facilitate its further interpretation. Consider whether a key or legend will help make the map's content clear.

If you submit a separate file with a map but want to make sure of the place where the map will be put, you can either include a low-resolution map in the text as a placeholder, and/or include a  one-line marker indicating suggested placement (for example, "[insert map 2 here]").  

Annex C. Guide to the presentation of Working Papers containing proposals for Antarctic Specially Protected Areas, Antarctic Specially Managed Areas or Historic Sites and Monuments. Resolution 3 (2018).

A. Working Papers on ASPA or ASMA

It is recommended that the Working Paper contain two parts: 

(i)  a COVER SHEET explaining the intended effects of the proposal and the history of the ASPA/ASMA, using Template A as a guide. This cover sheet will NOT form part of the Measure adopted by the ATCM, so will not be published in the Final Report nor on the ATS website. Its sole purpose is to facilitate consideration of the proposal and the drafting of the Measures by the ATCM. 

and 

(ii)  a MANAGEMENT PLAN, written as a final version as it is intended to be published. This will be annexed to the Measure and published in the Final Report and on the ATS website. 

It would be helpful if the plan is written as final, ready for publication. Of course, when it is first submitted to the CEP it is a draft and may be amended by the CEP or ATCM. However, the version adopted by the ATCM should be in final form for publication, and should not require further editing by the Secretariat, other than to insert cross-references to other instruments adopted at the same meeting. 

For example, in its final form, the plan should not contain expressions such as: 

· "this proposed area"; 

· "this draft plan"; 

· “this plan, if adopted, would…”; 

· accounts of discussions in the CEP or ATCM or details of intersessional work (unless this covers important information, eg, about the consultation process or activities that have occurred within the Area since the last review); 

· views of individual delegations on the draft or intermediate versions of it; 

· references to other protected areas using their pre-Annex V designations. 

Please use the "Guide to the Preparation of Management Plans for Antarctic Specially Protected Areas" if the proposal concerns an ASPA. (The current version of this Guide is appended to Resolution 2 (2011) and is contained in the CEP Handbook.) 

There are several high quality management plans, including that for ASPA No. 109: Moe Island, that could be used as a model for the preparation of new and revised plans. 

B. Working Papers on Historic Sites and Monuments (HSM) 

HSMs do not have management plans, unless they are also designated as ASPAs or ASMAs. All essential information about the HSM is included in the Measure. The rest of the Working Paper will not be annexed to the Measure; if it is desired to keep any additional background information on the record, this material may be annexed to the report of the CEP for inclusion in the Final Report of the ATCM. To ensure that all the information required for inclusion in the Measure is provided, it is recommended that Template B below is used as a guide when drafting the Working Paper. 

C. The tabling of draft Measures on ASPA, ASMA and HSM to the ATCM 

When a draft Measure to give effect to the advice of the CEP on an ASPA, ASMA or HSM is submitted to the Secretariat for tabling at the ATCM, the Secretariat is requested also to provide to the ATCM copies of the cover sheet from the original Working Paper setting out the proposal, subject to any revisions made by the CEP. 

The sequence of events is as follows:

· A Working Paper consisting of a draft management plan and an explanatory cover sheet is prepared and submitted by the proponent; 

· The Secretariat prepares a draft Measure before the ATCM;

· Draft Management Plan is discussed by CEP and any revisions made (by the proponent in liaison with the Secretariat);

· If CEP recommends adoption, the Management Plan (as agreed) plus the cover sheet (as agreed) are passed from the CEP Chair to the Chair of the Legal and Institutional Working Group;

· Legal and Institutional Working Group reviews the draft Measure; 

· Secretariat formally tables the draft measure plus the agreed cover sheet;

· ATCM considers and makes decision.

TEMPLATE A: COVER SHEET FOR A WORKING PAPER ON AN ASPA OR ASMA 

Please ensure that the following information is provided on the cover sheet: 
2) Is a new ASPA proposed? Yes/No 

3) Is a new ASMA proposed? Yes/No 

4) Does the proposal relate to an existing ASPA or ASMA? 

If so, list all Recommendations, Measures, Resolutions and Decisions pertaining to this ASPA/ASMA, including any previous designations of this area as an SPA, SSSI or other type of protected area: 

In particular, please include the date and relevant Recommendation/Measure for the following: 

· First designation: 

· First adoption of management plan: 

· Any revisions to management plan: 

· Current management plan: 

· Any extensions of expiry dates of management plan: 

· Renaming and renumbering as ……….... by Decision 1 (2002). 

(Note: this information may be found on the ATS website in the Documents database by searching under the name of the area. While the ATS has made every effort to ensure the completeness and accuracy of the information in the database, occasional errors or omissions may occur. The proponents of any revision to a protected area are best placed to know the history of that area, and are kindly requested to contact the Secretariat if they notice any apparent discrepancy between the regulatory history as they understand it and that displayed on the ATS database.) 

5)  If the proposal contains a revision of an existing management plan, please indicate the types of amendment: 

(i) Major or minor? 

(ii) any changes to the boundaries or coordinates? 

(iii) any changes to the maps? If yes, are the changes in the captions only or also in the graphics? 

(iv) any change to the description of the area that is relevant to identifying its location or its boundaries? 

(v) any changes that affect any other ASPA, ASMA or HSM within this area or adjacent to it? In particular, please explain any merger with, incorporation of or abolition of any existing area or site. 

(vi) Other - brief summary of other types of changes, indicating the paragraphs of the management plan in which these are located (especially helpful if the plan is long). 

6)  If a new ASPA or ASMA is proposed, does it contain any marine area? Yes/No 

7)  If yes, does the proposal require the prior approval of CCAMLR in accordance with Decision 9 (2005)? Yes/No

8)  If yes, has the prior approval of CCAMLR been obtained? Yes/No (If yes, the reference to the relevant paragraph of the relevant CCAMLR Final Report should be given). 

9) If the proposal relates to an ASPA, what is the primary reason for designation (ie, which part under Article 3.2 of Annex V)?

10) If relevant, have you identified the main Environmental Domain represented by the ASPA/ASMA (refer to the ‘Environmental Domains Analysis for the Antarctic Continent’ appended to Resolution 3 (2008))? Yes/No (If yes, the main Environmental Domain should be noted here.)

11) If relevant, have you identified the main Antarctic Conservation Biogeographic Region represented by the ASPA/ASMA (refer to the ‘Antarctic Conservation Biogeographic Regions’ appended to Resolution 6 (2012))? Yes/No (If yes, the main Antarctic Conservation Biogeographic Region should be noted here.)

12) If relevant, have you identified any Antarctic Important Bird Areas (Resolution 5 (2015)) represented by the ASPA/ASMA (refer to the ‘Important Bird Areas in Antarctica 2015 Summary’ appended to ATCM XXXVIII - IP 27 and the full report available at: http://www.era.gs/resources/iba/)? Yes/No (If yes, the Important Bird Area(s) should be noted here.)

The above format may be used as a template or as a check-list for the cover sheet, to ensure that all the requested information is provided.

TEMPLATE B: COVER SHEET FOR A WORKING PAPER ON A HISTORIC SITE OR MONUMENT 

Please ensure that the following information is provided on the cover sheet: 

1. Has this site or monument been designated by a previous ATCM as a Historic Site or Monument? Yes/No (If yes, please list the relevant Recommendations and Measures.) 

2. If the proposal is for a new Historic Site or Monument, please include the following information, worded for inclusion in the Measure:

Introduction 

(i) Name of the proposed HSM, to be added to the list annexed to Measure 2 (2003); 

(ii)  Original proposing Party; List proponent(s);

(iii) Party undertaking management: Name the country/countries which are committed to following-up (with management approach specified for the object/site);

(iv) Type: Building (hut, station, other building remains etc.), site, other remains (expedition cairn, tent, lighthouse, etc.) or monument/commemorative (plaque, bust)

Description and documentation of the site

(v) Site Location: Provide both place name and coordinates (where known) relevant for site/object. Describe materials, construction, function, use. Physical Features & Local/cultural landscape. Provide pictures showing the site, monument and the location in the surrounding. 

Historical / cultural features

(vi) Description of the historical context: Overview of the site in question. It would be useful if the information also clearly indicates which primary evaluation criteria contained in Resolution 3 (2009) the object/site in question triggers. 

Management

(vii) Describe management and/or monitoring actions planned for the object/site in question – cf. Section 6 and 7, as well as pt. 5 in Annex to Resolution 3 (2009), as well as measures which will be taken to limit any environmental impacts that the management of the HSM may cause. It will not always be appropriate to have a formal management plan but this can be noted in the proposal.
3. If the proposal is to revise an existing designation of an HSM, please list the relevant past Recommendations and Measures. 

The above format may be used as a template or as a check-list for the cover sheet, to ensure that all the requested information is provided. 
Annex D. Template for Measure

Measure X (20XX)

(Title)

The Representatives,

Recognising the importance of …;

Recalling Recommendation X-X …; 

………………………………………

Recommend to their Governments that:

(Text)

……………………………………….

Attachment: [Name of attachment]

Annex E. Template for Decision

Decision X (20XX)

(Title)

The Representatives,

Welcoming the adoption of …; 

Recalling the provisions of …….;

…………………………………..
Decide:

(text)

…………………………………..

Attachment:

Annex F. Template for Resolution

Resolution X (20XX)

(Title)

The Representatives,

Recalling Articles xx and xx of the Antarctic Treaty and …;

Noting …;

……………………………………;

Recommend that:

Their Governments ………………..

……………………………………

Attachment:

Annex G. Template for Measure dealing with ASPAs

Measure X (20XX)

Antarctic Specially Protected Area No XXX
(Name of the Area): 
(Revised) Management Plan

The Representatives,

Recalling Articles 3, 5 and 6 of Annex V to the Protocol on Environmental Protection to the Antarctic Treaty providing for the designation of Antarctic Specially Protected Areas (“ASPA”) and approval of Management Plans for those Areas;

Recalling 

·
Recommendation X-1 (19xx), which designated xxxx, xxxxx, as Specially Protected Area (“SPA”) No X and annexed a map for the site; 

·
Decision X (20xx), which renamed and renumbered SPA X as Antarctic Specially Protected Area No XXX;

Noting that the Committee for Environmental Protection has endorsed a Management Plan for ASPA XXX;

Recommend to their Governments the following Measure for approval in accordance with paragraph 1 of Article 6 of Annex V to the Protocol on Environmental Protection to the Antarctic Treaty:

That:

1. the (revised) Management Plan for Antarctic Specially Protected Area No XXX (xxxx, xxxx), which is annexed to this Measure, be approved; and
2. the Management Plan for Antarctic Specially Protected Area No XXX annexed to Measure X (XXXX) be revoked.  
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