Guidelines for Reports
Instructions
This document follows the IUCN guidelines for reports (Including the correct use of the
IUCN logo, Fonts for various categories of texts and appropriate footers). Please ensure
that you strictly adhere to these guidelines.

Text
The proper use of fonts is as follows;

Title (Arial 20 pt)
Headings (Arial 12pt bold)
Content (Arial 10pt normal)

Images and Graphics
Only use images you have permission to use. Always include caption and credit in following
format:
Description. Country © Name Surname, Organization Year
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 Larson, A.M. and Ribot, J.C. 2007. The poverty of forestry policy: double standards on
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Quotations
If you are directly quoting from a work, you will need to include the author, year of publication,
and the page number for the reference (preceded by "p."). Introduce the quotation with a
signal phrase that includes the author's last name followed by the date of publication in
parentheses. For example:
 According to Jones (1998), "Students often had difficulty using APA style, especially
when it was their first time" (p. 199).
 Jones (1998) found "students often had difficulty using APA style" (p. 199); what
implications does this have for teachers?

Summary or Paraphrase
If you are paraphrasing an idea from another work, you only have to make reference to the
author and year of publication in your in-text reference. For example:
 According to Jones (1998), APA style is a difficult citation format for first-time learners.
 APA style is a difficult citation format for first-time learners (Jones, 1998, p. 199).
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