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Introduction
Publication in books and journals is not the only method 
of disseminating information, and there has been a recent 
growth in grey literature – materials that have not been 
formally published. In recognition of these materials there 
have been frequent conferences organized by Textrelease, an 
independent programme and conference bureau operating 
in the field of grey literature, since 1993 (http://www.
textrelease.com/). At the conference held in New York in 
20041 the following definition for grey literature was adopted:

Information produced on all levels of government, 
academia, business and industry in electronic and print 
formats not controlled by commercial publishing, i.e. 
where publishing is not the primary activity.

This description is still accepted by the experts of the 
“grey community”.

The importance of grey literature to scientific and academic 
knowledge, and the background behind the guidelines for 
a more formal process of producing these materials can be 
read in the EASE journal, European Science Editing2. Authors 
of grey literature should accept the challenge of producing an 
editorially correct document by themselves and at the same 
time be aware of their new responsibility associated with 
easy dissemination through the net.

 “Nancy style” guidelines
The Internet has meant that grey literature is more easily 
discovered and has led to greater dissemination and greater 
responsibility for authors to ensure that their works are 
presented in a way that makes them easy to discover and 
read, easy to cite, and easy to determine the quality of 
organisation/authorship behind them3,4.

A proposal to develop guidelines for grey literature 
producers was presented by the Istituto Superiore di Sanità 
to the 7th International Conference on Grey Literature held 
in Nancy, France, in December 2005 (hence the informal 
name “Nancy style”)5. Later, this “Nancy Group” became 
formally known as the Grey Literature International Steering 
Committee (GLISC). The GLISC web site (http://www.glisc.
info) contains the Guidelines in English and also their official 
translations in Italian, French, German and Spanish.

The Guidelines6 were created primarily to help authors 
and grey literature producers in their joint task of writing 
and distributing accurate, clear, easily accessible reports in 
different fields. Their goal is to permit basic editorial and 
ethical principles to be used in the independent and correct 
production of reports without formal editorial assistance.
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Report structure: a basic step towards quality
Grey literature producers appreciate reports that are 
easy to edit and readers want documents that are easy to 
read and understand. Therefore producers are strongly 
recommended to issue instructions to guide authors in the 
production of a formally correct document that is ready 
to be distributed. Advice on format and style, illustrations 
and so on should also be included. Institutional reports 
may be produced at different levels: some institutions have 
an editorial office that deals with publications in general 
and therefore also with grey literature, while others issue 
reports without editorial support. Instructions to authors 
should provide a standard structure for these reports.

Understanding the importance of correct structure is 
essential for document production. Each element in the 
document structure can be tagged to facilitate standard 
general search engines (like Google). The basic organization 
of a report is given here, although we strongly recommend 
that the GLISC Guidelines6 should be consulted directly, 
since explanations are given below for only some items.

Front matter

Front cover
The front cover should contain the basic bibliographic 
information needed to identify the document; for economy, 
the title page often takes the place of the front cover, 
especially for internet versions.

Title page
The items included on the title page (which is the preferred 
source of bibliographic information) correspond in part to 
those on the first page of journal articles or entire volumes 
(see the relevant chapters in this Handbook):
•	 full name of the issuing organization and its logo;
•	 title of the report; 
•	 authors’ names and institutional affiliations;
•	 report identifiers (unique alphanumeric designations 

identifying the responsible organization, the report 
series/collection and the individual report);

•	 ISSN, ISBN, e-ISSN and other codes; 
•	 place and date of publication.

Back of the title page
This should include information shown on the title page 
(e.g. report title, authors, etc.) and the following items:
•	 abstract and key words (in English and the original 

language, if not English);
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•	 name and email address of the corresponding author;
•	 source of support (grants); 
•	 copyright notice; 
•	 date of submission; 
•	 place and date of publication; 
•	 other editorial responsibilities (legal requirements, 

printing office, editorial staff, etc.).

Table of contents
The contents list facilitates immediate understanding of 
the contents and increases online usability. It contains the 
main headings and the corresponding page numbers. Its 
structure depends on the report type (e.g. a handbook of 
technical procedures requires a detailed table of contents to 
help readers to locate information):
•	 list of abbreviations, acronyms or other special terms 

(if any);
•	 preface (if any).

Body of report

Introduction
The introduction should provide the background to the 
work (i.e. the nature of the problem and its significance) 
and point out the specific purposes of the study without 
including data or conclusions. It should not be numbered.

Core of report
The core of the report represents the main part of the 
document and topics should be presented in a logical 
sequence. The structure depends on the document type 
(handbook, research protocol, progress report, etc.). Figures 
and tables essential for understanding the text should be 
included, but if many tables or figures on the same subject 
interrupt the flow of the text, such information should be 
presented in appendices, which may also contain other 
supplementary material.

Conclusions
Conclusions should consist of a clear and orderly presentation 
of the deductions made after full consideration of the work. 
They may include some quantitative data (but not too much 
detail) and recommendations for further actions.

Acknowledgements
Help given in the preparation of the report may be 
acknowledged but it is not usual to acknowledge minor 
assistance, routine checking or secretarial work.

List of references
All sources of information directly used to prepare the text 
should be listed at the end of the body of the report. It is not 
correct to cite secondary sources of information. Citations 
in the text may be indicated by consecutive Arabic numerals 
or by author and year of publication.

The rules for citations in grey literature are the same as 
for open literature. In the biomedical field the use of the 
“Vancouver style” is recommended (see examples at www.
nlm.nih.gov/bsd/uniform_requirements.html).

End matter

Appendices
Appendices are used to present supplementary material 
(illustrations or tables, descriptions of equipment and 
techniques, questionnaires used for surveys, raw data, etc.) 
that is necessary for completeness but would interrupt 
the flow of reading if inserted in the core of the report, or 
material that is of interest only to specialists in the field.

Indexes
Indexes list the main contents or items appearing in a 
report (personal or geographical names, or other topics) 
and are arranged in alphabetical order. They are useful for 
long reports or texts that may be consulted out of sequence. 
The type of index depends on the document type (e.g. an 
authors’ index in conference proceedings, an analytical 
index in handbooks). Indexes represent added value and 
enhance the usability of the document.

Back cover
The back cover should contain the name, address and 
website address of the issuing organization and other 
relevant information.

Tables and figures
Tables and figures (graphs, maps, photographs, flowcharts, 
drawings, etc.) play a significant part in the presentation 
of concepts and should be carefully organized. They 
summarize and emphasize key points, improve clarity 
and reduce narrative length. They are both an integral and 
an independent part of the text, but should be limited to 
those supporting the work. Each table or figure should be 
numbered consecutively in the order of its first citation in 
the text and include a brief title. Illustrations should be cited 
in the text and placed soon after their citation (not before). 
Use of colour for illustrations should be carefully checked 
as, although websites use colour, many grey literature 
documents may be still printed in black on white paper.

Revision editing, last but not least
The technical content of a document, whether grey or not, 
is its most important attribute. If the content is flawed, it is 
irrelevant that the document looks typographically perfect, 
has excellent design and page layout, and no grammatical 
errors.

As grey literature is not generally peer reviewed or 
produced with editorial support, authors must appreciate 
the importance of careful revision of their texts before these 
are distributed. Revision is a process that ensures that the 
technical content is complete, accurate, understandable to 
the intended audience, and in accordance with the mission 
of the institution. This process markedly improves the 
quality of the report.

Levels of revision depend on different factors, 
including speed of publication, time availability, and/or 
access to specialized editorial staff, a budget, etc. Issuing 
organizations should promote the importance of revision 
editing for grey literature and include its basic principles 

in the instructions to authors, to make authors aware of 
editorial problems and help them to tailor the document.

The system of revision editing recommended for issuing 
organizations that work directly with authors includes three 
levels of revision: rush edit, standard edit, and professional 
edit7, where attention to detail is increased at each level. All 
levels of revision take into account:
•	 Policy

m  The document must not contravene the aims and 
scope of the issuing organization; no human or 
animal rights should be infringed; copyright must 
be respected; promotion of specific commercial 
products or services should be avoided.

•	 Technical content
m The document must be coherent, consistent 

and balanced in each part, and all cited tables, 
figures, and references should be included and 
correct.

•	 Copy-editing
m  The document should be revised, with attention 

paid to language, grammar, format and style, 
typographical and spelling errors, garbled 
passages, format inconsistency, missing lines 
and words, etc.

A final recommendation to grey literature producers: 
read the entire content of the Guidelines6 carefully before 
starting to produce a document, then check all items. If 
possible, leave the text for a while and then read it again, or 
get someone else to check it before it is published.

Copyright
Issuing organizations should make their position on 
copyright clear to authors and to others who might be 
interested in using editorial content from their documents.

Copyright laws may differ among countries but copyright 
in an institutional report usually belongs to the issuing 
organization. In this case it must be clearly identified in 
the report with the symbol ©, followed by the name of 
the issuing organization and the year of publication. A 
non-exclusive rights agreement may offer an alternative 
to copyright as this provides a guarantee to the publishing 
body that the content is not in breach of earlier copyright, 
and at the same time allows authors to use other means of 
publication and distribution for their work.

In the last ten years, another way to manage copyright 
issues is represented by the use of Creative Commons (CC) 
licenses. They are not an alternative to copyright, but enable 
organizations to modify copyright terms to best suit different 
needs. The CC is a nonprofit organization providing free and 
easy-to-use copyright licenses to share and use creative works, 
including grey literature, in a simple and standardized way. 

However, once issued it is important that the user rights 
are made clear. For example are users allowed to download, 
print and distribute the content without permission? Are 
they allowed to translate it, or to use within other reports, 
perhaps for commercial reasons? And if permission is 
required, who does the user contact? See the later chapter 
on Copyright within this Handbook.

E-publishing and institutional repositories
To facilitate long-term access and preservation it is advised 
that grey literature is deposited in institutional repositories 
(rather than simply put on a part of an institutional 
website which may not have the security of a repository 
– pages may be taken down or reorganised leading to a 
problem accessing the content in the future). Some of the 
larger discipline repositories (e.g. ArXiv and RePec) may 
also be willing to accept grey literature, and although 
PubMed Central does not, the recently founded Europe 
PubMedCentral (http://europepmc.org/) is investigating 
how to collect and provide access to such materials as 
biological patents, clinical guidelines, PhD theses and 
research reports.

It is also important that grey literature producers 
should develop and implement policies on archiving, 
error correction, version control, permanent access and 
preservation.
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