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7.1 - Introduction

The dissemination and transfer of knowledge is a key value of COST and the
use of results by industry, policy-makers and society is vital. Therefore the
COST Actions are encouraged to use all means to communicate their
findings to the European Research Community.

COST expects Actions to develop a dissemination strategy to encourage
public discussion about their work and to ensure that the results of the
research work reach the European Society and policy-makers. It provides
financial support for publication to increase the effectiveness of research
results on a European level.

A thorough planning of the dissemination strategy for each Action is required
in the annual work plan. Actions can only enter into binding financial
commitments for activities taking place in the year for which they received
the annual allocation. Exceptions must be agreed with the COST Office.

COST supports the production of all kinds of dissemination tools and in
particular of books, brochures, flyers and electronic devices such as CD-
ROMs.

COST distinguishes publications depending on the source of funding. The
print production can either be:

A) funded directly by the different COST Action budgets, described in
Section 7.2 of this vademecum.

Or

B) funded and managed by the COST Office from the shared central
budget (i.e. budget line “Dissemination, Publications, Conferences and
Outreach”) for major publications. The latter depends on budget availability
and is an internal process which is not described in this vademecum.
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7.2 - Guidelines for Publishing by Actions from COST Action budget

In general, different kinds of publications exist:

1) Production of publications by a renowned publisher* for high level
publications (usually books or journals). This includes the purchase of
publications from a renowned publisher.

2) Printing of conference or workshop proceedings as described in
Chapter 2 of this vademecum.

3) Scientific posters or Action brochures to promote the work of the
Action.

4) Production of multi-media material such as CD-ROMs or films.

COST covers costs for print production and distribution. Related costs such
as graphic design, proofreading, translation and editing are normally not
covered. Exceptions need specific approval.

COST strongly recommends environmentally considered materials such as
eco-friendly non-chlorine free paper or e-books and print-on-demand
solutions.

Print production can either be managed by the COST Office or by the Action,
following the procedures described below.

! COST makes an internal distinction between a printing house (responsible for the printing
process only) and a publishing house (responsible for the printing process as well as for the
content production (editing, proofreading, layout, peer review, distribution and marketing
etc))
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7.2.1 - Step-by-step Guide
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Step 1: Request from the Management Committee (MC)

The Action Chair, on behalf of the Management Committee, approaches the
COST Office (Science Officer) with a request for the production of a certain
number of publications together with a distribution list (e.g. MC, WG, policy
makers, libraries, universities, industry organisations...) for feedback.

A checklist explaining the details of the request is provided in Annex A.

Step 2: Validation by COST Office

The COST Office issues a reference number to validate the request. This
‘COST reference number’ must be referred to throughout the whole process.

For planning purposes, Step 1 and 2 should be taken as soon as the MC
decision is taken.

Step 3: Choice of Publisher and Offer

The European Union’s publisher
(OPOCE)

Other publishers

Introd

COST has established cooperation
with the official publisher of the
European Union (OPOCE) and offers
the benefits of this cooperation to
COST Actions (see background
information below).

For administrative reasons,
publication with OPOCE can only
be done via the COST Office
following the process described
below.

uction

Cooperation with renowned
publishers offers COST Actions a
great opportunity to collaborate with
specialists in the relevant field of
research.

Please note: In case COST
purchases copies of a publication
from the publisher, the publisher is
responsible for the production and
distribution and bears all the financial
risks. COST expects to purchase the
books at a reduced rate compared to
the market price.
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Offer

The Action Chair does not need to | It is the Action Chair's/MC
send an offer to the COST Office. responsibility to provide an offer for
production and distribution and
forward it to the responsible Science
Officer at the COST Office for further
internal processing.

If the total price exceeds EUR
3 000', the MC has, as a general
rule, to collect offers from 2 different
publishers and forward them to the
responsible Science Officer at the
COST Office for approval. Deviations
from this general rule require a
detailed explanation from the MC
and will only be accepted by the
COST Office if the balance between
the price and the quality - in terms of
visibility and scientific recognition - is
maintained.

The detailed price offers for the
required numbers of copies of the
books should include distribution
costs and provide the following
information:

¢ Title “Offer” (not invoice);

e COST reference number;?

e Date of the offer;

e Title of book, ISBN Nr,
publication year, number of
pages etc.;

e Number of books to be
delivered;®

e Price per copy;,

e Discount for COST (with an
indication of the market price);

e Expenses for delivery based
on the COST distribution list;

! Excluding VAT
% See step 2 above

® The COST Office needs to receive 5 copies.
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e Delivery date;
e Total price in EUR (VAT
excluded outside Belgium?®).
For practical reasons, offers in
English are preferred.

Step 4: Preparation of documents and distribution list

The Action Chair/MC prepares the
complete document in line with the
checklist described in Annex B. The

The Action Chair/MC prepares the
file following the publisher’s
requirements and in line with the

o checklist described in Annex B.
“camera-ready” PDF-file is sent to

the COST Office together with an
approval of the print release (i.e.
scientific content check) from the MC
Chair.

Pictures should be included in the file
with a minimum resolution of 300 dpi.
The use of a cover picture is
optional. OPOCE will prepare the
cover pages.®

The Cost Office needs to receive:

e The final detailed distribution list (if not submitted in step 1 above). See
Annex D for OPOCE distribution list instructions;

e The Author’'s declaration attached in Annex E, signed and returned to the
COST Office;

e 5 copies of the publication, sometimes more if specifically required by the
COST Office. °

The COST “house style” in British English should be used. COST
recommends the use of the EU Publications Office Interinstitutional Style
Guide.”

* For Belgium, VAT rate should be indicated separately.

> The publication will be in B5 (176mm x 250mm), the standard OPOCE size.

® For reporting and promotion purposes (Examples of promotion: 1. COST Office will send
one copy to the European Commission library (http://ec.europa.eu/eclas/F) and 2. COST
Office will make publication available to journalists and therefore needs a review copy.)

" http://publications.europa.eu/code/en/en-000100.htm
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Step 5: Confirmation of order

Based on the decision of the MC and
provided that the requested budget is
available, the COST Office will
confirm the offer with a purchase
order. The purchase order contains
detailed invoice requirements.

Based on the decision of the MC and
provided that the requested budget is
available and approved by the COST
Office, the offer from the chosen
publisher is confirmed with a
purchase order.

Actions on
System:
The COST Office will send a
purchase order to the publisher
directly.

the Pay-As-You-Go

Actions on the grant system:
The Action Chair/MC sends the
purchase order to the publisher. The

purchase order should contain
detailed invoice requirements and
reminders  regarding  distribution

duties and the checklist described in
Annex B.

Annex C contains the COST Office
purchase order template for
information purposes only.

Step 6: Pri

nt Release

The COST Office will release the
print production in line with the
checklist available in Annex B.

The COST Office has to receive an
electronic final print proof of the
publication with proof of the elements
described in Annex B together with
the author’s declaration mentioned in
step 4 above. The Action Chair/MC
then releases the print production.

Step 7: Payment

OPOCE or its subcontractor(s) will
invoice the COST Office directly.

Please note:

The COST Office will never make
advance payments;

Actions on
System:

Once the printed publication has
been delivered, the publisher will
send the invoice directly addressed
to the COST Office following the
invoice requirements stated in the

the Pay-As-You-Go
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e In case not all requirements have | purchase order.*
been fulfilled the COST Office

can refuse payment. The Management Committee

confirms with an approval statement
that the payment should be
processed (i.e. check of services
delivered). The payment will be
signed off by the Public Relations
and Communications Manager in
consultation with the science officer.

Actions on the grant system:

Once the printed publication has
been delivered, the publisher will
send the invoice directly addressed
to the Action Chair following the
invoice requirements stated in the
purchase order.

The Management Committee
confirms with an approval statement
that the payment should be
processed (i.e. check of services
delivered) by the grant holder and
properly encoded.

Please note:

e The COST Office will never make
advance payments;

¢ In case not all requirements have
been fulfilled (e.g. 5 copies for
COST Office) the COST Office
can refuse payment or
reimbursement.

! The COST Office can only accept payments for services confirmed with COST purchase
order
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7.2.2 - European Union’s publisher (OPOCE): Background and Conditions

The Office for Official Publications of the European Communities
(Publications Office) is the publishing house of the European Union (EU).

Its Official Journal of the European Union is published daily in more than 21
languages, a unique phenomenon in the publishing world. The Publications
Office also publishes a range of other titles on paper as well as
electronically, on the activities and policies of the European Union.

The cooperation with OPOCE is a cost-efficient solution in particular for the
production of books and provides the following additional benefits:
e Books are provided with an ISBN number; and EUR number to

facilitate quoting, cataloguing and searching.

e Often books can be downloaded, often free of charge, from the EU-
bookshop at http://bookshop.europa.eu.

e OPOCE provides archiving and distribution.

Please be aware of the following conditions:
¢ For financial reasons, OPOCE only prints soft cover books;

e Tables and pictures are printed in black/white unless specifically asked
for colour. The decision is taken by the COST Office;

e Cover and back pages are always printed in colour;

e The delivery period (from the arrival of the necessary documents at
OPOCE until the delivery of the goods to the relevant addresses) can
take up to 5 months;

e The distribution list should follow the format explained in Annex D. If not,
EUR 1.10 per address will be charged.
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Annex A: Checklist for Request for Publications

The European Union’s publisher
(OPOCE)

Other publishers

The Request for Publication must
contain:
e Action Chair/MC title, name, work

place, postal address, telephone
and fax numbers, and email
address;

e Statement referring to
Management Committee decision
on the publication of the book,
including date and location of the
meeting and budget allocated,;

e Commitment to prepare
publication  with  appropriate
references to COST (see Annex
B);

e Abstract (max 4 paragraphs) of
the publication (to be used by the
COST Office for further
dissemination);

e Details of the publication:
exact title, expected date for
supply of manuscripts, number of
pages including cover pages,
number of copies to be printed:*

e Answers to the following

guestions:
Does the publication contain
tables and if so, in black and white
or colour and how many? Does
the publication contain illustrations
and if so, in black and white or
colour and how many?

The Request for Publication must
contain:
e Action Chair/MC title, name, work

place, postal address, telephone
and fax numbers, and emalil
address;

e Statement referring to MC
decision on the publication,
including date and location of the
meeting and budget allocated,;

e Commitment to prepare
publication  with  appropriate
references to COST (see Annex
B);

e Abstract (max 4 paragraphs) of
the publication (to be used by the
COST Office for further
dissemination);

e Details of the publication: exact
title, expected delivery date,
number of pages including cover
pages, number of copies to be
printed.?

! OPOCE requires 20 copies. The COST Office needs to receive 5 copies.

% The COST Office needs to receive 5 copies.
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Annex B: Checklist for Print Releases

In order to be released for production, the final print proof must have:

a. the COST logo on the front cover:*

ccosE

Please note: The COST logo is available from the COST Office (resolution 300 dpi, .jpeg format)

b. the EU and ESF Logo containing the appropriate explanation (For
books: on the back cover or inner pages):*

S
ounoerion ESF provides the COST Office through an EC contract

COST is supported by the EU RTD Framework programme

Please note: The ESF logo is available from the Cost Office (resolution 300 dpi, .jpeg format)
Instructions on the use of the EU emblem are available on:
http://europa.eu/abc/symbols/emblem/graphicsl en.htm

C. a page explaining the organisation COST (Not needed for posters):

COST- the acronym for European COoperation in the field of Scientific and
Technical Research- is the oldest and widest European intergovernmental
network for cooperation in research. Established by the Ministerial
Conference in November 1971, COST is presently used by the scientific
communities of 35 European countries to cooperate in common research
projects supported by national funds.

The funds provided by COST - less than 1% of the total value of the projects
- support the COST cooperation networks (COST Actions) through which,
with EUR 30 million per year, more than 30.000 European scientists are
involved in research having a total value which exceeds EUR 2 billion per

! The logo should never be distorted nor tiled; with the exception of book/folder
spines, the logo should only be used in a horizontal configuration; in case of co-branding
the COST logo should be equal in size or larger than the other logo. Equally, COST
should have the same amount of exposure.
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year. This is the financial worth of the European added value which COST
achieves.

A “bottom up approach” (the initiative of launching a COST Action comes
from the European scientists themselves), “a la carte participation” (only
countries interested in the Action participate), “equality of access”
(participation is open also to the scientific communities of countries not
belonging to the European Union) and “flexible structure” (easy
implementation and light management of the research initiatives) are the
main characteristics of COST.

As precursor of advanced multidisciplinary research COST has a very
important role for the realisation of the European Research Area (ERA)
anticipating and complementing the activities of the Framework
Programmes, constituting a “bridge” towards the scientific communities of
emerging countries, increasing the mobility of researchers across Europe
and fostering the establishment of “Networks of Excellence” in many
key scientific domains such as: Biomedicine and Molecular Biosciences;
Food and Agriculture; Forests, their Products and Services; Materials,
Physical and Nanosciences; Chemistry and Molecular Sciences and
Technologies; Earth System Science and Environmental Management;
Information and Communication Technologies; Transport and Urban
Development; Individuals, Societies, Cultures and Health. It covers basic
and more applied research and also addresses issues of pre-normative
nature or of societal importance.

Web: www.cost.esf.org

d. Mentioning of the COST support in the introduction:
This publication is supported by COST

e. Cataloguing data at the last recto page of the publication with following
information:

-Formal publisher

-Book title

-Year of publication

-ISBN

-Sales price (if applicable)

f. The COST Office Copyright notice:?

> Exceptions must be justified.
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© COST Office, year

No permission to reproduce or utilise the contents of this book by any means
is necessary, other than in the case of images, diagrams or other material
from other copyright holders. In such cases, permission of the copyright
holders is required. This book may be cited as: COST Action number- title of
the publication.

g. The Legal notice by COST Office:?

Neither the COST Office nor any person acting on its behalf is responsible
for the use which might be made of the information contained in this
publication. The COST Office is not responsible for the external websites
referred to in this publication.
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Annex C: COST Office Publications Purchase Order—Example for
Information Purposes

Please note: the example is provided for information purposes only. While
the body of the text may be copied and the required information filled in, the
COST Office contact details may not be used without prior consent.

FURCHASE ORDOER Brussels, dd hMonth Year
To: <name institution= From: COST OFFICE

Contact: <person= Contact: Apersan®

F ax:+ F ax: A

Phone: + FPhone: +

R ef: Order of «xx copies of the publication for COST Action =number= title book'

Oear hadamsSir,

i hereby confirm our order of xx copies ofthe publication COST Adtion <no= ‘fitle book® according
to your offer <reference from bidderr dated swxow, which iz attached. The total priceto be paid i EUR
w2 el WAT or el xx % WAT). This order was agreed by the hBBnagement Commites at its
meeting in XX on dd month year and was requested by firstname, lastname>, on <dates.

Please consider the following invoice requirements:

= For publication= abroad (j.e. withowt WAT—othenuise delete the following sentence: Please quote
our identification number LL nnn nnn nnneon the imeoice, %988T most nat be added tothe incoice,

= Please quote our intemal reference number <no from step 1 in vademecum s onthe imeaice.

= The inwoice must state |BAN and BIC code of the account.

= The inwoice cannot exceed the above-mentioned amount unless specifically approved by the
undersigned in writing.

= The inwoice must be Esued in Buro, the cumency of payment.

s The COST Office will pay the publisher directhy upon receipt of an inoice and 7 copies of the
publication at the COST Ofice.

For practical reasons, an imroice in English is prefermead.

| would also like to remind wou that:

= The publication must contain a8 proper reference to COST with the COST logo on the cover and a
paragraph outlining what COST is and mentioning the COST support in the introduction. Please
contact me if the instructions were not clear.

= Further, the publication needs to include the ESF and EU Logo together with the following tests:
E5F Logo — "ESF prowidesthe COST Office through an EC cortract™ EU Logo: "COST is
supported by the EJ RTD Framework programme”.

s The COST Office needsto receire the distnbution list of the publication.

To check the print proof—othenvize delete the following santence. Please send methe final print proof
before launching print production.

itth kind regards,

“firstname, lastnamex
“title
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Annex D: OPOCE Distribution List Instructions

Diraction A& - Production
Unite Diffusion

Luxembourg, le 3 juin 2005
Baf: f= - srnctare of il for imnegration ez doc
CPOCE - ADTFFUSTULMM

STEUCTUERE OF FILE INTECGREATION

SAGAP users

Az everviody kpnows that addresses files frequently exisi on informatc medias a
procedure has been developped o allow their integration in mailing lists of our
datalzase SAGAP.

Ta do this, rules and a format of file have been adicted.

Technical specifications for files to intesrate :

+ Files should be in ASCII format or Dbase or Excel or Access. Other formars may
be acceptad (mmst e vegocizied). We prefer Excel format dus to owr experience
with this type of filas.

+ Use only standard character set (ASCII 128); accenmated or special characters mmmst
be avorded becanss thev cause problems. Special characters like &, &, 4, B, and 5o
on.. are siricily prohibited from text of any address. Those signs must be
replaced by the equivalent in “poor™ ASCII; like ae, oe, ue, 55, ... in order fo
avoid the rejection of adres: during the integration procedure.

+ File will only be created by the anthor in UPPEE CASE. Lower case characters
are probiited for technical reasons due problems linked to the printing material nsad
for lakels.

+ Files provided mmst respect the length of fislds as described below. Excessive
fleldlengih will cause loss of information. File integrating operation in our darabase
SAGAD means that the fisl given by the anthor sirictly respect conditions lsted
below o this docvnent. If not, file will be privted aud send to be keved evean 1f some
costs are linked o this operation (1.1 Suro by addrass).

»  Tha minimnn field stucture for each record 1s:

1 field mame = 1 field street + 1 field postal code {postal code soucmre has o
respect the norms applicable for each covmiry) + 1 field city + 1 field conntry_code
(2 characters IS0 code) = 1 field guantity + 1 field language version + 1 fiald
mail-mode

OFFICE DES PUBLICATIONS OFFICIELLES DES COMMUMALITES EURCPEENNES

2, nie Mercler - L-2585 Luxsmbourg — TeL (+353) 22 29-421384 Fax {+352} 23 542757

rev 09/2007 Financial Instruments
7 — Publication — page 15

IThese are interim guidelines offering practical advice to participants reflecting the actual situation. They are subject to change following pending CSO decisions |




(> EDEt COST Vademecum / Financial Instruments

[
b

CPOCE - O A DIFFLAFUL MM
Provided addresses should contain eachk of these compulsory fizlds to be able to be
validated for treanment.

» If a default value can be applied to either quantity and'or langnage version, theze do
not bave o be mcluded in the file. Those information won't be necessary if
mstroctions on default value have been given about the concerned falds

» If any intemaz] addresses exist (ie; addresses within mstutions), they must be placed

& separate file for a separate and partcular Teatment.

STRUCTURE OF AN ADRESS OR OF A EECORD OF THE FILE

T CHARFS FORNIAT et REMARQLES |
NAME] AT PFHANTM e compulsory- person’s name 1
NAMED AT PHANTAL 34 optional-erganisation / company name
NAME3 AT PHANTNS i optional-department
STREETI ATPHANTN] 34 compulsory- street, number or postboz,...
STREET2 ATPHANTM e optional- street, number or pastbor, ..
POSTAL COODE ATFHANTM a compuksory for most comntries
CITY CHAER 1] compalsory
COUNTEY CODE CHAER X compalsory - IS0 3166 country code
ORGANTSATION COTE LCHAR 4 Table 5010 & zomes of 4 char.
FUNCTION CODE 1 AT PHANTUN] 4 Table 5009 8 zomes of 4 char.
THEMEE CODE 1 AT PHANTL] ] Table 5008 10 zomes of § char
LAMGITAGE VERSION] CHAR X compulsory - IS0 638 z
MAITYFE] CHAR 1 compulsory — Defanlt value availabled (=)
QUANTITY NUMBEE 4 compulsory - Defauatt valwe available
FEFERENCE CCDE AT PHANTL] 1] optiomal
SEL ECTION CODEL AT PHANTAS 5 optiomal+

TrEaE For further informanion pleaze contaer M. Albervini Eric (42254) #5x¥=
When a file deesn't answer follow excatly the mules for integration, the cnly way o

meat it is the mawal keying The formatting of suthor's files is not actually suppored
within our policy foro services given v OPF-A-8 7 GDF.

MMailing Manazement

1 ¥amwlly, the smachme of fhis zoms is - Suname + space + first name Titles suck as MrMsbs er are not
allowed

2 If necessary, 150 country code could be provided by qp_a 5 ' CDE

3 Mow its possible o mdcai severals lansuage vermsions In that case, the three fields (LANGUAGE

VERSION MAILTYPE, QUANTITY) mmst be fllad out

4 The SELECTION OODE is optional. It could be usad to select addresses accordng to parameters defined by user
Tha user select and manage ki owm codes according o his neads

Please note: An electronic example in Excel is available from the COST
Office.
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Annex E: Author’s Declaration
AUTHOR DECLARATION

Title ("the Publication™):

COST internal reference number:

I, the author and/or owner of copyright in the Publication, and wishing to have the Publication
published and distributed by <name publisher>, make the following representations and
warranties:

1. 1 have made all necessary inquiries, and have obtained all necessary copyright
licenses and authorisations to include material in the Publication for which other
persons own copyright.

2. | have made all necessary inquiries, and have identified all authors and owners of
copyright in the Publication.

3. | have made all necessary inquiries, and the Publication does not libel or violate the
privacy rights of any third party.

4. | have informed all copyright owners in the Publication of this Author Declaration, and
| have obtained authorisation from all copyright owners to execute this declaration on
behalf of all copyright owners in the Publication.

5. 1 willindemnify COST and/or its legal entity ESF, from any and all claims arising from
publication of the Publication, including but not limited to libel and copyright or moral
rights infringement.

6. I represent and warrant that the Publication has not been published previously and is
not under consideration for publication elsewhere.

7. | agree to the publication and use of my name and the e-mail address filled in below
for promotional purposes and grant COST and/or its legal entity ESF the permission
to publish extracts of the publication as necessary to fulfill this purpose.

E-mail address to use for the promotion of this publication:
Dated at <place> on <date>.

Signature:

Name(Print):

Address details:
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