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Instructions for completing Form ICH-01bis
for a possible inscription and assistance in 2016
Please pay careful attention to the instructions below. Files that do not conform will be considered incomplete and cannot be accepted. When elaborating nominations and requests, submitting States are encouraged to take careful heed of the prior decisions of the Committee as well as the observations and suggestions offered by previous evaluation bodies and to endeavour to submit nominations and requests of the highest quality, providing all of the information needed for their proper evaluation and examination and for their future promotion.
	Aide-mémoire for completing a nomination 
to the Urgent Safeguarding List
Pursuant to Decision 8.COM 8, the Secretariat compiled an ‘aide-mémoire containing all lessons learnt, observations and recommendations formulated by the Subsidiary Body, the Consultative Body and the Committee through the years, with an aim to assisting States Parties in elaborating files’. The aide-mémoire addresses certain transversal issues and basic technical requirements before presenting topical comments organized according to different sections of the ICH-01 Form. The aide-mémoire is available online at:

http://www.unesco.org/culture/ich/en/forms.


States Parties are further encouraged to consult good examples of nominations on the same webpage in order to learn from the experiences of other States Parties and thereby improve the quality of nominations submitted.

Deadline of submission
1. Combined nominations and requests must be received at UNESCO on or before 31 March 2015 in order to be examined by the Committee when it meets in November 2016. Nominations and requests received after that deadline may be examined in a future cycle.
Submission of nominations and requests
Order of priority when submitting several files

2. States Parties submitting more than one file in a given cycle (or with previously submitted files that have not yet been examined) should specify the order of priority in which they wish their files to be examined, all mechanisms included (Urgent Safeguarding List, Representative List, Register of Best Safeguarding Practices or Financial Assistance of more than US$ 25,000).

Form and language of the nominations and requests
3. States Parties shall submit a nomination and request file by completing the standard ICH-01bis form for the cycle for which the nomination and request is submitted, including as annexes a detailed timetable and budget breakdown, preferably prepared using the ICH-04-Timetable and Budget form. All forms are available on the Internet site of the Convention (http://www.unesco.org/culture/ich/en/forms). 
4. The nomination and request shall conclude with the signature of the official empowered to sign it on behalf of the State Party. A multi-national nomination and request shall include the signature of one official for each of the participating States Parties.

5. States Parties shall submit the nomination and request file in English or French, the working languages of the Intergovernmental Committee.
Style for preparing the form

6. Form ICH-01bis should include only text, without any illustrations or photographs inserted. Minimum and maximum word counts are indicated for a number of sections. A response must be provided in each and every section, and the minimum and maximum word counts must be respected or the file will be considered incomplete.
7. Nomination and request files shall be prepared using Arial size 11 font, if your system so allows; decorative fonts should be avoided and special characters, if needed, must employ a standard Unicode font.

8. A signed copy of the nomination and request shall be presented on A4 or letter-size paper. It shall be provided in a loose-leaf and one-sided format (not in a bound volume).
Contents of files
9. The nomination and request file should include only the information requested in the form ICH-01bis, and be prepared in accordance with the guidelines provided in each section. Information placed in inappropriate sections of the nomination and request cannot be taken into consideration.
10. In the nomination and request file, submitting States should describe, explain or demonstrate, as appropriate to each part of the form, rather than simply declaring or asserting. Declarative statements should be solidly supported by evidence and explanations. Each nomination and request should constitute a unique and original document and duplication of text from another file, or use of previously published material without proper attribution, is not acceptable.
11. Except for the annexed timetable and budget (cf. section 3.b), the evidence of community consent (cf. section 4.c) and an extract of the inventory (cf. section 5), no other attachments or appendices should be submitted. Files should not refer to any other annexes or other attachments. Materials such as supporting letters or endorsements will only be accepted for the purposes of evaluation and examination if they come from community members or representatives.
12. States Parties are reminded that mutual respect among communities, groups and individuals is a fundamental principle of the 2003 Convention and are requested to take particular care in their nominations and requests to avoid characterizing the practices and actions within other States or including expressions that might inadvertently diminish such respect or impede dialogue which respects cultural diversity.
13. A proposed project should be elaborated taking into account that it can only start to be implemented approximately three months after the approval of the Bureau or Committee, at the earliest, and that its duration cannot exceed 36 months.
Address for submission

14. The signed copy of the file shall be sent to the following address:

Intangible Cultural Heritage Section
UNESCO
7, place de Fontenoy
75352 Paris 07 SP
France
Tel : +33 (0) 1 45 68 43 95
Fax: +33 (0) 1 45 68 57 52 (for correspondence only, not files)

15. The text of the file shall also be transmitted in electronic format (standard .rtf or .doc format), on CD-ROM or through Internet at: ich-nominations@unesco.org.

Documentation

16. The photos and video should represent different aspects of the element in its current state, focussing in particular on its role within its community, its transmission processes and any challenges it faces. The use of archive images and of images featuring exclusively objects or landscapes should be avoided. States Parties are encouraged to be certain that there is a close correspondence and a coherency between the description of the element presented in the audio-visual materials and the information included in the nomination and request form.
17. When preparing videos to accompany nominations and requests, States are invited to employ to the greatest extent possible the approach of allowing the communities, groups and individuals concerned with an element to speak about it on their own behalf, rather than relying only on third-person narration, and to have them reflect practices and expressions of intangible heritage in their normal context.
18. Only the photos and video covered by the cessions of rights (Form ICH-07-photo and Form ICH-07-video) will be considered.

Technical specifications of mandatory photos

19. The nomination and request file should contain exactly 10 recent photos. Photos should be submitted as digital files, in.tiff, .raw, .jpeg or .pdf format, preferably on CD/DVD or USB key.

20. The sharpness and resolution of photos should be suitable for publication, with horizontal or vertical dimensions of at least 1800 pixels.

21. Photos should not be scanned from a print, if the original digital format is available, and should not be resampled.

22. An informative caption should be provided for each photo, within the cession of rights. Photos should not include embedded texts or dates within the image.

Technical specifications of the mandatory video

23. The nomination and request should contain a video lasting between 5 and 10 minutes, with English or French soundtrack and/or subtitles. States Parties are encouraged to submit the video in different linguistic versions, including in the original language(s). Subtitles are encouraged, and should be separated from the image, for instance in .srt, .sub, .smi or .rt files.

24. The video should be at least 700 pixels wide, and sharp enough for a full computer screen display. Accepted formats are, in preferred order: Blu-ray, HDV (DV or MiniDV tapes), DVD or DV (DV, MiniDV or DVCAM tapes).

Cessions of rights including registry of items (Forms ICH-07-photo and ICH-07-video)

25. The video and the photos must be accompanied by a non-exclusive cession of rights document granting worldwide rights to UNESCO to use the materials. Cessions of rights must be submitted in English or French, without alteration of any kind to the text of the form.

26. An original signed cession must be submitted. In many cases, the submitting State is the owner of the rights, and the signature should be that of an authorized official. In other cases, the photographer or videographer might retain ownership of the rights, and it is the responsibility of the State to secure his or her signature. If a State submits materials from different rights-owners, a separate cession of rights should be prepared for each set of materials.

27. Each photo should be clearly and uniquely identified by the identifier (typically the name of the file) and a brief informative caption of no more than 40 words, suitable for publication. The video recording should be clearly and uniquely identified by its identifier, title and language. For photos and videos, their date of creation, the name of the creator, and a full credit notice is also required. The credit notice should take the form: ‘© [year] by [name of rights owner]’.
28. Cessions of rights should also be transmitted in electronic format (standard .rtf or .doc format), on CD-ROM or through Internet at: ich-nominations@unesco.org, so that the caption and credit information can easily be registered.

Eligibility of nominations and requests

29. States Parties of the Convention are eligible to submit nominations for inscription of elements in their territories on the Urgent Safeguarding List. States Parties are encouraged to jointly submit multi-national nominations to the Urgent Safeguarding List when an element is found on the territory of more than one State Party. 

30. Submitting States Parties may withdraw a nomination and request at any time prior to examination by the Committee. 

31. In case of extreme urgency, the Bureau of the Committee may invite the State(s) Party(ies) concerned to submit a nomination to the Urgent Safeguarding List on an accelerated schedule. The Committee, in consultation with the State(s) Party(ies) concerned, shall examine the nomination as quickly as possible after its submission, in accordance with a procedure to be established by the Bureau of the Committee on a case-by-case basis. Cases of extreme urgency may be brought to the attention of the Bureau of the Committee by the State(s) Party(ies) on whose territory(ies) the element is located, by any other State Party, by the community concerned or by an advisory organization. The State(s) Party(ies) concerned shall be informed in a timely manner.

32. States Parties of the Convention are also eligible to request international assistance from the Intangible Cultural Heritage Fund to supplement their national efforts for the safeguarding of heritage inscribed on the Urgent Safeguarding List.
33. Funds may be requested to support assistance taking any of the forms described in Article 21 of the Convention, namely:

(a) studies concerning various aspects of safeguarding;

(b) the provision of experts and practitioners;

(c) the training of all necessary staff;

(d) the elaboration of standard-setting and other measures;

(e) the creation and operation of infrastructures;

(f) the supply of equipment and know-how;

(g) other forms of financial and technical assistance.

34. States Parties may submit to the Committee requests for international assistance jointly submitted by two or more States Parties.
Receipt and processing of nominations and requests
35. When nominations and requests are received from States Parties, the Secretariat will register them, acknowledge receipt to States Parties and check for completeness. If requests are not complete, the Secretariat will request missing information from the submitting States Parties.

36. The Secretariat posts on the website of the Convention, in their original language, nominations and requests as received for the current cycle. As nominations and requests revised by submitting States reach the Secretariat following its requests for additional information, they are posted online and replace the original nominations and requests received. Their translations into English or French are also posted online as they become available.

37. Nominations for the Urgent Safeguarding List and requests for International Assistance shall be evaluated by the Evaluation Body of the Committee. This evaluation shall include assessment of the nomination’s conformity with the criteria for inscription and of the feasibility and sufficiency of the safeguarding plan, as well as a recommendation to the Committee concerning possible inscription of the nominated element. The evaluation shall also include a recommendation whether or not to approve the requested assistance.
38. If the Committee approves a request for international assistance, the Secretariat will draw up a contract with the submitting State(s) Party(ies) to carry out the proposed work. The assistance will be subject to appropriate monitoring, reporting and evaluation.
Timetable 

	31 March 2015
	Deadline by which nominations for the Urgent Safeguarding List with requests for International Assistance must be received by the Secretariat. 

	30 June 2015
	Deadline by which the Secretariat will have processed the files, including registration and acknowledgement of receipt. If a nomination and request is found incomplete, the State Party is invited to complete the file.

	30 September 2015
	Deadline by which missing information required to complete the file, if any, shall be submitted by the State Party to the Secretariat. Files that remain incomplete are returned to the States Parties that may complete them for a subsequent cycle.

	December 2015 – May 2016
	Evaluation of the files by the Evaluation Body.

	April – June 2016
	Meeting for final evaluation by the Evaluation Body.

	Four weeks prior to the session of the Committee
	The Secretariat transmits the evaluation reports to the members of the Committee. The evaluation reports will also be available online for consultation by States Parties.

	November 2016
	The Committee examines the nominations and requests and makes its decisions.


 Preparatory Assistance for the elaboration of nomination files
39. States Parties may request preparatory assistance for the elaboration of nomination files for inscription on the Urgent Safeguarding List in 2017 or later. The deadline for submission of requests for preparatory assistance is 31 March 2015. For this purpose, please use Form ICH-05 available at http://www.unesco.org/culture/ich/en/forms.
40. The nomination for the Urgent Safeguarding List resulting from the preparatory assistance must be submitted by completing Form ICH-01 or Form ICH-01bis (if the proposed safeguarding plans are in need of International Assistance), before the deadline of 31 March 2016 for possible inscription in 2017 or 31 March 2017 for possible inscription in 2018.
Checklist of required technical conditions 
for a nomination and request to be considered complete

Any nomination and request not complying strictly with the technical specifications given in the ICH-01bis form and its instructions will be considered incomplete, and will not be transmitted for evaluation. In conformity with paragraph 54 of the Operational Directives, ‘Files that remain incomplete are returned to the State Party that may complete them for a subsequent cycle’. 

	Nomination form
	Condition satisfied?

	1
	Is the nomination and request prepared using the 2016 edition of the standard ICH-01bis form available on: http://www.unesco.org/culture/ich/en/forms? 
	 FORMCHECKBOX 


	2
	Is the nomination and request submitted in English or French?

States Parties shall submit the nomination and request file in English or French, the working languages of the Intergovernmental Committee. 
	 FORMCHECKBOX 


	3
	Is the signed copy of nomination and request presented on A4 or letter-size paper and prepared in a loose-leaf and one-sided format (not in a bound volume)?
	 FORMCHECKBOX 


	4
	Is the text of the file also transmitted in electronic format (standard .rtf or .doc format), on CD-ROM or through Internet at: ich-nominations@unesco.org?
	 FORMCHECKBOX 


	5
	Does the nomination and request conclude with the signature of the official empowered to sign it on behalf of the State Party?
	 FORMCHECKBOX 


	6
	Are all sections of the nomination and request form filled in, strictly respecting word counts indicated in each section?

Minimum and maximum word counts must be respected wherever indicated. Information placed in inappropriate sections of the nomination and request cannot be taken into consideration.
	 FORMCHECKBOX 


	7
	Is there a month-by-month timetable attached, preferably using the ICH-04 Timetable and Budget form?
	 FORMCHECKBOX 


	8
	Is a detailed budget breakdown in US dollars attached, preferably using the ICH-04 Timetable and Budget form? 
	 FORMCHECKBOX 


	9
	Is the attached Vendor Creation Form filled in and included in your request to be submitted?
	 FORMCHECKBOX 


	Supporting evidence
	Condition satisfied?

	10
	Does the nomination and request file include evidence of free, prior and informed consent from the community, group or, if applicable, individuals concerned?

The free, prior and informed consent to the nomination of the element from the community, group or, if applicable, individuals concerned may be demonstrated through written or recorded concurrence, or through other means, according to the legal regimen of the State Party and the infinite variety of communities and groups concerned. The Committee will welcome a broad range of demonstrations or attestations of community consent in preference to standard or uniform declarations. Evidence of free, prior and informed consent shall be provided in one of the working languages of the Committee (English or French), as well as the language of the community concerned if its members use languages other than English or French. 

Attach to the nomination and request form information showing such consent and indicate in section 4.c what documents you are providing, how they were obtained and what form they take.
	 FORMCHECKBOX 


	11
	Does the nomination and request file include evidence of the element’s inclusion in an inventory?

Attach to the nomination and request form documentary evidence demonstrating that the nominated element is included in an inventory of the intangible cultural heritage present in the territory(ies) of the submitting State(s) Party(ies), as defined in Articles 11 and 12 of the Convention; such evidence shall include a relevant extract of the inventory(ies) in English or in French, as well as in the original language if different. The extract should be, for example, the inventory record or file for the nominated element, including its description, location, community(ies), viability, and so on. It may be complemented by a reference to a functioning hyperlink through which such an inventory may be accessed, but the hyperlink alone is not sufficient.
	 FORMCHECKBOX 


	Audio-visual documentation
	Condition satisfied?

	12
	Are 10 recent photographs in high resolution included with the nomination and request file?

The nomination and request file should contain exactly 10 photos. Photos should be submitted as digital files, in.tiff, .raw, .jpeg or .pdf format, preferably on CD/DVD or USB key. The sharpness and resolution of photos should be suitable for publication, with horizontal or vertical dimensions of at least 1800 pixels. Photos should not include embedded texts or dates within the image.
	 FORMCHECKBOX 


	13
	Is a video lasting from 5 to 10 minutes (including titles and credits), subtitled in one of the languages of the Committee (English or French) if the language utilized is other than English or French, included with the nomination and request form?

The nomination and request file should contain a video lasting up from 5 to 10 minutes, with English or French soundtrack and/or subtitles. Accepted formats are, in preferred order: Blu-ray, HDV (DV or MiniDV tapes), DVD or DV (DV, MiniDV or DVCAM tapes). States Parties are encouraged to submit the video in different linguistic versions, including in the original language(s). Subtitles are encouraged, and should be separated from the image, for instance in .srt, .sub, .smi or .rt files. The video should be at least 700 pixels wide, and sharp enough for a full computer screen display.
	 FORMCHECKBOX 


	14
	Are the original signed cessions of rights (Form ICH-07-photo for photos, ICH-07-video for videos) included in the nomination and request file, covering all the audio-visual documentation?

Cessions of rights must be submitted in English or French, without alteration of any kind to the text of the form. An original signed cession must be submitted.

Each photo should be clearly and uniquely identified by the identifier (typically the name of the file) and a brief informative caption of no more than 40 words, suitable for publication. The video recording should be clearly and uniquely identified by its identifier, title and language. For photos and videos, their date of creation, the name of the creator, and a full credit notice is also required. The credit notice should take the form: ‘© [year] by [name of rights owner]’. 

Cessions of rights should also be transmitted in electronic format (standard .rtf, or .doc format), on CD-ROM or through Internet at: ich-nominations@unesco.org, so that the caption and credit information can easily be registered.
	 FORMCHECKBOX 



	Multi-national nominations and requests (if applicable)
	Condition satisfied?

	1
	Are the names of the States Parties listed under section 1 in the order on which the States have mutually agreed?
	 FORMCHECKBOX 


	2
	Does the nomination and request include the signature of one official for each of the participating States Parties?
	 FORMCHECKBOX 
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