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3  and  4 .  I n  t hese  se rv i ces ,  INFOCAP
enab les  gove rnmen ts  and  o rgan i za t i ons
to  pos t  b r i e f  desc r i p t i ons  o f  t he i r
p ro jec t s  and /o r  t r a in ing  and  gu idance
documen ts ,  t o  p rov ide  key  con tac t
names  and  i n fo rma t i on ,  and  to  l i s t
i n te rne t  l i nks  o r  t o  a t t ach  documen ts
p rov id ing  more  de ta i l ed  i n fo rma t ion .   Fo r
o rgan i za t i ons  wh i ch  have  funds  t o
suppo r t  t he  wo rk  o f  o the r  o rgan i za t i ons ,
con t r i bu t i ons  t o  se rv i ce  2  a re  a l so
encou raged .

a )  What  type  o f  in format ion  is  su i tab le
fo r  pos t ing  on  INFOCAP?

Genera l  Gu ide l i nes  f o r  con t r i bu t i ons

I n fo rma t ion  con t r i bu t i ons  to  INFOCAP
mus t  be  re levan t  t o  t he  ob jec t i ve  o f  t he
ne twork :  f ac i l i t a t i ng  the  exchange  and
pub l i c  access ib i l i t y  o f  i n fo rma t i on  and
expe r i ences  wh ich  a re  re levan t  t o
p lann ing ,  imp lement ing ,  eva lua t ing  and
coo rd ina t i ng  capac i t y  bu i l d i ng  p ro jec t s
f o r  t he  sound  managemen t  o f  chem ica l s .

The  i n fo rma t i on  shou ld  f o l l ow  bas i c
pub l i ca t i on  s tanda rds  o f  c l a r i t y,
accu racy,  re l i ab i l i t y  and  ob jec t i v i t y.   I t
mus t  be  sens i t i ve  t o  cu l t u ra l  and  gende r
i ssues .  I n fo rma t i on  p romo t i ng  any
pa r t i cu la r  p roduc t  o r  advocacy  pos i t i on
w i l l  no t  be  au tho r i zed  fo r  pub l i c  pos t i ng .

Where  re levan t ,  t he  con ten t  o f  t he
mate r ia l  t o  be  con t r i bu ted  to  INFOCAP
shou ld  i nc lude :

• Creden t i a l s  o f  t he  au tho r  (e .g .
b i og raph i ca l  i n fo rma t i on ,  such  as  t he
au tho r ’s  pos i t i on  and  i ns t i t u t i ona l
a f f i l i a t i on ) ;

• A b ib l i og raphy  w i th  re fe r ra l s  to  re la ted
sou rces  w i t h  p rope r  a t t r i bu t i on ;

• An exp lana t i on  o f  p rocedures  used
(e .g .  p rocess  fo r  deve lop ing  a
pa r t i cu la r  t r a in ing  me thod ,  o r
me thodo logy  fo r  a  pa r t i cu la r  p ro jec t ) ;

• The  da te  o f  pub l i ca t i on  and  copy r igh t

I I .  Gu ide l ines  fo r  Cont r ibu t ions

The  In fo rma t ion  Exchange  Ne twork  on
Capac i t y  Bu i l d ing  fo r  t he  Sound
Managemen t  o f  Chemica l s  ( INFOCAP)  i s
an  i n t e rne t -based  mechan i sm
es tab l i shed  t o  f ac i l i t a t e  t he  sys tema t i c
exchange  and  pub l i c  access ib i l i t y  o f
i n fo rma t ion  and  expe r iences  re levan t  t o
capac i t y  bu i l d i ng  p ro jec t s  f o r  t he  sound
managemen t  o f  chem ica l s .   INFOCAP i s
des igned  to  enhance  e f fec t i ve
coope ra t i on  among  coun t r i es  and
o rgan i za t i ons  wh ich  a re  p rov id ing  and /o r
rece i v i ng  ass i s tance  re l a ted  t o  t he  sound
managemen t  o f  chem ica l s .   INFOCAP
may  a l so  be  used  as  a  t oo l  f o r  imp rov ing
l i nkages  among  g loba l ,  reg iona l  and
na t iona l  capac i t y  bu i l d ing  ac t i v i t i es ,
i nc lud ing  those  fac i l i t a ted  th rough  the
IFCS and  th rough  in te rna t iona l
ag reemen ts  r e l a ted  t o  sound  chem ica l s
managemen t .   INFOCAP inc ludes
in fo rma t ion  on  capac i t y  bu i l d ing
ac t i v i t i es  re la ted  t o  a l l  chemica l s  and  a l l
s t ages  o f  t he  chem ica l  l i f e  cyc l e .

INFOCAP i s  i n tended  to  p rov ide
cen t ra l i zed  access  t o  i n f o rma t i on  r e l a ted
to  capac i t y  bu i l d ing  fo r  t he  sound
managemen t  o f  chem ica l s .   INFOCAP i s
no t  a  g ran t ing  o r  fund ing  agency.   I t  i s
s imp l y  a  mechan i sm  fo r  mak ing
in fo rma t ion  ava i l ab le  tha t  i n te res ted
pa r t i es  may  use  t o  seek  oppo r tun i t i es  f o r
ass i s t ance .   Those  respons ib l e  f o r
INFOCAP do  no t  endorse  o r  app rove
con t r i bu t i ons ,  no r  accep t  r espons ib i l i t y
f o r  e r ro rs  i n  con t r i bu ted  i n fo rma t i on  o r
l i nks .

INFOCAP inc ludes  f i ve  d i f f e ren t  “ se rv i ce
a r e a s ” :
1 .  Na t i ona l  P ro f i l es ,  P r i o r i t i es /Re la ted
Needs ,  Ac t i on  P lans
2 .  Sou rces  o f  Po ten t i a l  Suppo r t
3 .  Pas t ,  On -go ing  and  P lanned  P ro jec t s
4 .  Tra in i ng /Gu idance  Documen ts
5 .  Ne two rk  Po in t s  o f  Con tac t .

The  se rv i ce  a reas  mos t  r e l evan t  f o r
i n fo rma t i on  p rov ide rs  f r om non -
gove rnmen ta l  o rgan i za t i ons  a re  se rv i ces

I .  Background
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i n fo rma t ion .

Th i s  i n fo rma t i on  i s  no t  requ i red  to  be
l i s ted  d i rec t l y  on  INFOCAP,  bu t  shou ld  be
con ta ined  w i t h i n  t he  documen ts
p rov ided ,  o r  p rov ided  on  a  web  l i nk .

Spec i f i c  Gu idance  f o r  Se rv i ces  2 ,  3 ,  and
4

For  each  con t r i bu t i on ,  a  desc r i p t i ve
summary  and  key  con tac t  i n f o rma t i on
shou ld  be  p rov ided  by  comp le t i ng  a
s tanda rd  con t r i bu t i on  f o rm  (da ta  en t r y
f o r m ) .

Se rv i ce  2  — Sou rces  o f  po ten t i a l  suppo r t

NGOs tha t  have  funds  to  suppo r t  o the r
o rgan i za t i ons  on  p ro jec t s  re la ted  to  t he
sound  managemen t  o f  chem ica l s  a re
encou raged  to  p rov ide  th i s  i n fo rma t ion
on  se rv i ce  2 .

P lease  no te  tha t  INFOCAP does  no t
p rov ide  fund ing  fo r  o rgan iza t i ons  no r
does  i t  pos t  f und ing  reques ts ,  bu t
sou rces  o f  po ten t i a l  suppo r t  may  be
iden t i f i ed  by  sea rch ing  se rv i ce  2 .

Se rv i ce  3   — Pas t ,  on -go ing  and  p lanned
p r o j e c t s

Th i s  se rv i ce  p rov ides  up - to -da te
in fo rma t i on  on  capac i t y  bu i l d i ng  p ro jec t s
re la ted  to  t he  sound  managemen t  o f
chem ica l s  ca r r i ed  ou t  by  coun t r i es  and
o rgan i za t i ons .   I t  f ac i l i t a tes  i n fo rma t i on
exchange ,  coo rd ina t i on ,  reg iona l
coopera t i on  and  p ro jec t  p lann ing .

In fo rma t i on  con t r i bu t i ons  submi t t ed  t o
th i s  se rv i ce  may  i nc lude  the  f o l l ow ing :

• Pro jec t s  t ha t  you r  o rgan i za t i on  has
comp le ted  d i rec t l y,  o r  i n  co l l abo ra t i on
w i th  o the r  o rgan i za t i ons /
gove rnmen ts .

• Pro jec t s  t ha t  you r  o rgan i za t i on  i s
cu r ren t l y  under tak ing  d i rec t l y,  o r  i n
co l l abo ra t i on  w i th  o the r
o rgan i za t i ons /gove rnmen ts .

• Planned  p ro jec t s  t ha t  have  rece i ved

fund ing .
• Par tne rs  i n  a  p ro jec t  a re  encou raged

to  j o in t l y  submi t  t he i r  con t r i bu t i on .

Serv i ce  4  –  Tra in ing  and  gu idance
d o c u m e n t s

Th i s  se rv i ce  p rov ides  i n fo rma t i on  on  and
re fe rence  to  ex i s t i ng  documen ta t i on  and
t ra in ing  packages  ava i l ab le  th rough
o rgan i za t i ons  and  coun t r i es  pa r t i c i pa t i ng
in  INFOCAP.

Examp les  o f  documen ts  su i t ab l e  f o r
pos t ing  on  INFOCAP inc lude  t ra in ing  and
gu idance  ma te r i a l  r e la ted  to :

• Chemica l s  managemen t  l eg i s l a t i on ,
po l i c i es  and  en fo r cemen t ;

• I n fo rma t ion  co l l ec t i on  and  exchange ,
e .g .  po l l u tan t  re lease  and  t rans fe r
r e g i s t r i e s ;

• Haza rd  and  r i s k  assessmen t  and
commun ica t i on  ( l abe l l i ng ,  exposu re
assessmen t ,  mon i t o r i ng ,  e t c . ) ;

• Risk  managemen t  and  reduc t i on ;
• Educa t i on ,  awa reness  ra i s i ng  and

human  resou rce  deve lopmen t ;
• Techn i ca l / l abo ra to ry  i n f ras t ruc tu re

bu i ld ing ;
• Othe r  gene ra l  i s sues  re l a ted  t o

capac i t y  bu i l d ing  fo r  t he  sound
managemen t  o f  chem ica l s .

b)  What  fo rm shou ld  documents  be
prov ided  in?

I f  poss ib le ,  a l l  i n fo rma t ion  submi t t ed  to
INFOCAP shou ld  be  ava i l ab le  i n  s tandard
eas i l y  useab le  e l ec t ron i c  f o rma t .   F i l es
can  be  submi t t ed  and  pos ted  d i rec t l y  on
INFOCAP,  o r  a  web  l i nk  to  the  f i l e  may  be
prov ided .   I f  ma te r ia l s  a re  no t  ava i l ab le
e lec t ron i ca l l y,  i ns t ruc t i ons  on  who  to
con tac t  f o r  f u r t he r  i n fo rma t i on  on  how to
access  t he  ma te r i a l  shou ld  be  p rov ided .

c )  What  l anguage  may  I  p rov ide
in format ion  in?

The  s tanda rd  da ta  en t r y  f o rm  may  be
comp le ted  i n  Eng l i sh ,  F rench  o r  Span i sh .
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IV.  Ver i f i ca t ion  Process

I I I .  Respons ib i l i t i es  o f  the
In fo rmat ion  Prov ider

Please  note  tha t ,  fo r  the  purposes  o f  th is
document ,  “capaci ty  bui ld ing”  is  def ined as
any act iv i ty  a imed at  improving or  expanding
inst i tu t iona l  capac i t ies  for  the
envi ronmenta l ly  sound management  of
chemica ls .  “Management  o f  chemica ls”
inc ludes the  product ion,  processing/
formulat ion,  t ransport ,  d is t r ibut ion,  use,
s torage  and  d isposa l  o f  chemica ls .

I n fo rma t ion  con t r i bu ted  i n  a t tached  f i l es
may  be  submi t ted  to  INFOCAP in  any
language ,  as  l ong  as  they  a re  submi t t ed
in  an  eas i l y  useab le  e lec t ron i c  f o rma t
(e .g .  Adobe  Ac roba t  pd f ) .   I f  poss ib le ,  i t  i s
encouraged  tha t  i n fo rma t ion  p rov ided  i n
a  l anguage  o the r  t han  Eng l i sh  a l so  be
made  ava i l ab le  i n  Eng l i sh .

d)  What  de ta i l s  w i l l  I  be  asked  to
inc lude  wi th  my submiss ion  on  the
s tandard  cont r ibu t ion  fo rm?

When  con t r i bu t i ng  i n fo rma t i on  t o
INFOCAP,  depend ing  on  the  se rv i ce  tha t
you  a re  submi t t i ng  da ta  to ,  you  may  be
asked  to  i nc lude  the  fo l l ow ing  t ype  o f
i n fo rma t ion  on  the  s tanda rd  con t r i bu t i on
fo rm p rov ided :

• Name o f  o rgan iza t i on ,  t ype  o f
o rgan i za t i on ,  comp le te  pos ta l
add ress ,  a rea  o f  ac t i v i t y  (na t i ona l ,
i n te rna t iona l ) ;

• Pro jec t /Documen t /Ma te r i a l  t i t l e  and  a
b r i e f  na r ra t i ve  desc r i p t i on  o f  t he  i t em;

• Catego r i es  and  keywords  assoc ia ted
w i th  t he  p ro jec t  ( a  l i s t  f o r  you  t o  se lec t
f r om i s  p rov ided ) ;

• Pro jec t  du ra t i on ;
• Re levan t  da tes ;
• Web l i nks  t o  r e l evan t  documen ts .   O r,

i f  web  l i nks  a re  no t  ava i l ab le ,
documen t  a t t achmen ts  i n  an  eas i l y
useab le  f o rm ,  such  as  MS  Word ,
WordPe r fec t ,  o r  PDF  f o rma t ;

• Language (s )  i n  wh i ch  you r  ma te r i a l s
a re  ava i lab le ;

• Names  and  con tac t  de ta i l s  o f
co l l abo ra t i ng  pa r tne rs ,  i f  r e levan t ;

• Key  con tac t  i n f o rma t i on  (name  and
con tac t  de ta i l s  o f  t he  pe rson
respons ib le  f o r  t he  p ro jec t  who  shou ld
be  con tac ted  f o r  f u r t he r  i n fo rma t i on ) .

To  access  t he  da ta  en t r y  f o rms ,  s imp l y
se lec t  t he  se rv i ce  whe re  you  w i sh  t o
make  an  i n fo rma t ion  con t r i bu t i on .   A f te r
you  have  se lec ted  the  re levan t  se rv i ce ,
c l i ck  on  “new con t r i bu t i on ”  i n  t he  ye l l ow
s ide  menu .   A da ta  en t r y  f o rm w i l l  t hen
appear  on  you r  sc reen  fo r  you  to
comp le te  on - l i ne ,  o r  save  f o r  comp le t i on

o f f - l i ne  ( f o r  ass i s t ance  w i t h  t hese
fea tu res ,  p l ease  consu l t  t he  “he lp ”
sec t i on  on  the  INFOCAP web  s i t e  o r  t he
manua l ,  “Bas i c  Gu idance  f o r  Us ing
INFOCAP” ) .

The  pa r t i c i pa t i ng  o rgan iza t i on ,  t h rough
i t s  o f f i c i a l l y  des igna ted  Po in t  o f  Con tac t ,
sha l l  de te rm ine  wh ich  t ype  o f  i n fo rma t i on
shou ld  be  made  ava i l ab le  on  INFOCAP.
The  pa r t i c i pa t i ng  o rgan iza t i on  and  Key
Con tac t  a re  respons ib l e  f o r  r espond ing
to  any  enqu i r i es  conce rn ing  the
con t r i bu t i on ,  i nc lud ing :  t he
app rop r i a teness  o r  re levance  o f  t he
pub l i shed  i n fo rma t i on  to  t he  a ims  and
goa ls  o f  INFOCAP.

The  Lead  Sponsor  fo r  t he  re levan t
se rv i ce  a rea  w i l l  r ev iew  you r  con t r i bu t i on
fo r  comp le teness  p r i o r  t o  pos t i ng  t he
in fo rmat ion  on  INFOCAP.   I f  t he  Lead
Sponso r  has  any  ques t i ons  o r  conce rns
regard ing  the  con t r i bu t i on ,  t hey  w i l l
consu l t  w i t h  INFOCAP NGO
rep resen ta t i ves .
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