B TEMRKRERRIEE

eI R: BEFHAK. TERBA. HMAR
“F—-hE+A
CCICED Special Policy Studies Style Guide

Guidance for Team Leaders, Lead Authors and Coordinators
October 2019

$.%ﬁ%k%.h%¢ékz(%%Eéﬁ)%_AﬂE¢%§% ﬂfﬁéﬁE%LM%ﬁ
S5EREBHIFEN. BESBREIAMARESEAEROARTEAHEARRTEMRE
MBEREWAE A,

CCICED is a unique organization that brings Chinese and international experts together to address
among the most pressing environment and development challenges of our generation. The Special
Policy Study (SPS) Reports are the window with which the Council shares its synthesis research
and policy recommendations with peers and wider, external audiences.
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Following the Annual General Meeting in June 2019, the 2019-2020 approved work-plan
comprises ten (10) ongoing and new SPSs. This is the most ambitious level of research undertaken
in the Council’s history.
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The purpose of this Style Guide is to provide simple guidance with the objective of creating greater
coherence and comparability across the Council’s work, and increasing the research quality,
efficiency and impact of CCICED’s research and the external presentation of its published
work.This Guidance is intended to inform Team Leaders, SPS designated writers, SPS
Coordinators and experts of some simple formatting for future SPS reports.
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Suggested Format of SPS Reports:
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Title Page: Short Main Title (if needed with secondary fuller title). Names of SPS Team Leaders

(and if necessary Co-Leaders)
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First Page: Members of the SPS Team: Team Leaders, Report Co-Leaders; Experts, Advisors,
Writers, Coordinator and Others. SPS Team members should be identified by their affiliation.
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Table of Contents: This is the central navigation tool for readers. Chapter headings should be clear
and concise. The table of contents can provide a second level (sub-chapter headings) but this
should be limited to one sub-heading per chapter.
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Executive Summary : The Executive Summary is a key section of the SPS work, which many
outside readers will look at first. An Executive Summary should be concise, clear and focused.
While SPSs differ, an Executive Summary should aim to be five (5) pages in length. It can
comprise three parts:
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i.  Why this is Important: The Context of the subject matter being addressed, and why this
subject matters to China, from a regional or international perspective;
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ii.  What the SPS Research Focused on: The key questions that the SPS addressed through its
convening and research, with a short description as to why these issues are of particular
importance. While SPSs topics differ, key questions should be limited to approximately five
focused questions;
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iii.  Recommendations: Recommendations should ideally arise logically from the questions
being posed, and the research presented,
a. Recommendations can comprise either one set of recommendations or be split into
General Recommendations and Specific Recommendations. Where possible,
recommendations should answers the key policy questions posed, and aim to be
approximately five (5) recommendations per SPS. If feasible, recommendations
should contain information on implementation and related governance mechanisms.
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Main Report: Each SPS Report will differ in its subject matter, level of technical analysis,

underlying assumptions, scope of analysis and timelines. A simple outline to organize the SPS
sections include:
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A. Introduction
B. Status and Trends:
a. Where possible, reference common scenarios
C. Progress to Date
D. Challenges
E. Chinese Experience and Emerging Best Practices
F. International Experience and Emerging Best Practices
G. Accelerating and Scaling up Solutions
H. Gender Perspectives
I. Governance and Implementation:

a. Implementation Recommendations should set out immediate, mid-term or interim
plans, and longer-term implementation pathways
J.  Recommendations
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Report Length: SPS reports should be approximately 35 pages for the main text. Reports can
contain appendices with supporting and more detailed information, in addition to the main text.
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Terminology: Where possible, terms should be used consistently. Given the importance of
identifying cross-cutting themes among the concurrent work underway, it would be useful to
consider one page with key terms, institutions, acronyms.
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References: Citations are an important part of any published report. Recommended citations should
be as follows: Cite the author and date (Smith, 2019) within the text, and include Endnotes with
more complete information:

o Smith, Joe, May 2019, The Legal Ramifications of Trade Policy Reform,
Journal of Economic Law, Vol. 30, Number 3, pp 27-31
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