General Noteson theuse of IOTC Forms
IOTC SECRETARIATL

A/ Main purpose

This document is intended to facilitate data entry in the Forms used by the IOTC for the reporting of fisheries data
(Microsoft Excel 2003 Workbooks). Form user’s are also advised to use the “Guidelines for the reporting of fisheries
statistics to the IOTC” (Guidelines for short), which contain extensive information about IOTC Data Requirements,
the types of datasets and data items that shall be reported to the Secretariat and the way to report this information.

Information about the type of data items that shall be reported for each dataset can be also found in the “ReadM e”
Worksheet, which is the first worksheet to the left of each data entry Form.

B/ Genera notes on the use of IOTC Forms

Useof IOTC formsfor thereporting of IOTC statistics

The types of data that shall be reported and the forms available at the IOTC for the reporting of fisheries data can be
found in Appendix I.

It isimportant to note that the use of I0TC forms for the reporting of fisheries datais not obligatory. |OTC CPC? and
other parties that are willing to report the data requested by the IOTC in other formats are encouraged to do so,
provided that the dataset reported contain all the datathat is requested by the IOTC (as specified in the Guidelines).

General rules

Initialy, IOTC CPC shall report data for the vessels or fisheries that operate under its flag. CPC that are willing to
report fisheries datafor foreign fleets that operate within itsterritory are encouraged to do so, if possible by flag.

= Thedatafor domestic and foreign vessels shall bereported in separate forms.

» Thedatareported for foreign fleets should be broken by flag, if possible.

User language

All 10TC Forms can be displayed in English or French.

Form headings can be changed from English to French or from French to English by using the check box located
below the IOTC logo in al IOTC Forms. Refer to the following example (Table 1) to change the language of display:

Table 1
English (box is blank) French (box is checked)
1 S
f.-m@_n Ocean Tuna Commission EMIn Ocean Tuna Commission
; ctoi Commission des Thons de I'Océan Indien ctoi Commission des Thons de I'Océan Indien
.%FICHEH FORMULAIRE EN FRANCAIS ﬂgglEHEH FORMULAIRE EN FRANCAIS
_____ .ISIPIl..Ff.T. I..IS.T.S.IIII S| | FramMeais | FRENCH 4% 5| SEFI ES LISTES DE DONNEE!|  FRAMCAIS | FRENCH
SUBMISSION SOUMISSION
CONTACT CONTACT
NAME NOM
E-MAIL [ PHONE| E-MAIL [ NO.TELEI

Contentsof IOTC Forms

The Forms for the reporting of fisheries data to the IOTC are presented in different Microsoft Excel Workbooks and
can be accessed by using Microsoft Excel 2003 or alater version of this software.

! For more information contact the |OTC Data Coordinator (mh@iotc.org) or the |IOTC Data Assistant (data.assistant@iotc.org ).
2 Refers to IOTC Contracting Parties and Co-operating Non-Contracting Parties.
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Types of worksheets. Each workbook contains the following types of worksheets:

Notes: The first worksheet to the left® of each workbook, labelled “ReadMe”, contains additional information
about the form concerned; it is strongly recommended to read this information before using the data input
form and associated code tables.

Data input form(s): the second worksheet to the left* of each workbook contains the form for the
computerization of the data required. All forms contain two separate sections:

0 Generd information (top panel): This section shall be used to report general information about the
reporting source, flag, reporting country, year and other information that applies to al the records
input in the data section.

0 Data section (datatable): This section shall be used to report al other information requested for each
dataset.

Code tables: all other worksheets within each workbook contain the lists of codes (including descriptions in
English and French) that are used by the IOTC Secretariat; these are intended to facilitate data input (see
Types of cells below) for some of the items in the data input form. Code tables have no headings; refer to
Table 2 below for details about the type of information stored on these tables:

Table 2
Column A B C D E-J
Contains Alpha-code English Description French Description Scientific Name Aggregates
Description | Codes used to English text describing French text describing | Appliesonly to species | Used to input
definethe different | the type of information | thetype of information | codes; scientific name | aggregates of
types of items that is stored under each | that is stored under of the speciesthat is species, fisheries
concerned code each code stored under each code | or data sources

Types of cells: Table 3 shows the types of cells that can be found in each Form; the use of these cellsis explained in

the text below the figure

Table 3
Type of cell Figure
Text cdlls E-MAIL | |
Locked cells ADNF Al1:Cast net ;Gillnet;DriﬂﬂD‘l:Cast net ;Gillnet;Driﬂne|ﬂ~JIl1:Cast neiCast net |Gi||net |Driﬂnet |
Check box | []PRELIMINARY STATISTICS | [JRAISED TO TOTAL CATCH |
Drop-down list | REPORTING COUNTRY 1=
FLAG COUNTRY Awstralia -
Bahrain
Bangladesh
.| belize
2| China
| Comaros
Dijibouti
AENTS Egypt ~

Text cells: Text cells have a blue background. Users shall key in the information required in these cells.

Locked cells: Locked cells have an orange background and refer to aggregates of species, fisheries or data
sources, they are completed automatically as the individual items making up the aggregate are entered by the
user, by using the drop-down lists located to the right of those cells (as shown on table 8, page 5).

Check boxes: Check boxes have a yellow background. They are used for Yes/No answers. Please, check the
box by using the mouse for Y es answers; otherwise leave it blank (No answers).

Cells connected to drop-down lists: Drop-down list cells have a blue-green (turquoise) background. Users
shall select one of the items that are displayed on the list. Refer to “I nputting new codes or_gr oups of species,

% Note that the location may be right for Arabic versions of Excel

4 |bid. 3
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fisheries or_data sources” below if the item that you want to input is not displayed. List items can be selected

in two ways:

0 Using the mouse: refer to Table 4 below

Table 4
Step Example
1-. Select the cell with the mouse | TARGETSPECIES | < [)
4

2-. Click on the down-arrow that appears on G [ % Ir

. . . 3G0re E
the right of the selected cell; a list of items ;| Boeetur :
would appear Wi a3

g];rrﬁw-barred Spanish mackerel
arks
gkinil?cktunaF ol suskanal
<1+ Small tunas [Frigate tuna, bullet buna, kawakawa o

3-. Scroll through the list by using the up- EARCE LSRR, — !f
down arrows from the keyboard or by using o !4
the mouse (by using the bar appearing to Shatks [

. . . . Ipack tuna
the rlght of the ||St) until you locate the item Small tunas [Frigate tuna, bullet tuna, kawakawal ™N

. Southe.rn bluefin tuna v
that you want to input Suordish v
4-. Select the item concerned by clicking on | [ TARGET SPECIES - I~
it: the item selected will be recorded in the Eiaiﬁf}lﬁna
. . . . il b
cell (refer to the next section if the item is WM and safich
nOt in the ||St) Marrow-barred Spanish mackerel
| TARGET SPECIES I Skipjack tuna ]v]

0 Keying-in theinformation: refer to Table 5 below

Table 5

Step

Example

1-. Select the cell by using the tab key or the
mouse

| TARGETSPECIES |

2-. Key-in the information that you want to input
and press enter or the tab key

[ TARGETSPECIES | Skipjack tuna

Note that the information will be stored only in
the case that the name or code written exist in
the drop-down list concerned, an error message
popping-up for items miss-spelled or not
displayed on the list

ESPECE CIELE jano

Pz Canzel

@ s Pen =10 werkabess Tonn ok re LAEE eams i s pa e b TR B le o Fayesr sneen g e




Drop-down lists can be set up to display IOTC codes, English names or French names by selecting the option
of your choice from the drop-down list “Display lists in” located below the language check box; refer to the
examplein Table 6 to change the type of display for drop-down lists:

Table 6
Display Figure
IOTC Code: select Code from the | | 0  AFFICHER FORMULAIRE EM FRANCAIS s
list DISPLATY LISTS IN [ COHRE -
SUBMISSION FRANGAE | FRENCH
CONTACT

English  description:  select | | O AFFICHER FORMULAIRE EN FRANGAIS

English_|_Anglais from the list | L— DISPLAY LISTS IN [ EMGLISH | ANGLAIS
SUBMISSION
CONTACT CODE
French  description:  select | | O  AFFICHER FORMULAIRE EN FRANGAIS i
Francais_|_French fromthe list | L—_! DISPLAY LISTEIN | FRAMCAIS 1 FRENCH (¥
SUBMISSION

CONTACT CODE




I nputting new codes or groups of species, fisheries or data sources

Thelists contained on IOTC forms may not contain all the necessary items. Users shall proceed as follows in the event
that the item that is to be input does not display in the drop-down list concerned:

= New codes referring to individua items: Refer to the example shown in Table 7 to input new items to be

displayed in the form.

Table 7
Step Figure
1-. Item to be input does not appear on the list displayed | FLAG COUNTRY — I
' ' ' DATA PROCESSING Egltllan[nlnes -l
(e.g. Saint Vincent and the Grenadines does not appear Fiepubio of Korea
on the Flag country drop-down list) Senedqal
SOMBERTS e
Somalia o6
2-. Open the worksheet ReadMe and select the table on w
which the new item has to be added (FLG in this case)
Sheet / Feuil [ENCLIE SCRIFT
Dis
DE0
[Hany T
ELG _, :
Cic |\7
3-. Verify that the country Saint Vincent and the
Grenadines does not appear in the list; if it is the case
go to the bottom of the list (cells shaded in blue) and _ _
add the English name andlor French name for this e e ad : Shss e
country to the corresponding column; you can also add ey %Sa'”t fat el RN E

the FAO code for this country if you know it; otherwise
add a code of your own

N

4-. Return to the data input form by selecting the green
cell (Close table and return to Form) at the top of the
worksheet

L | ™ |

N | o |

K
ﬁ Cf%grabfe and return to Form

5-. Display the Flag country drop-down and select Saint
Vincent and the Grenadines from the items displayed in
the drop-down list.

REPORTING COUNTRY
FLAG COUNTRY ™
TN
R R
"""""""" |LRY
COMMENTS
F

v K g
YzM -

-




= New codes referring to groups of items: IOTC lists do not contain aggregates, where possible, the use of
aggregates of species and fisheries shall be avoided. Aggregates can only be input for fisheries, species and
data sources. The example in Table 8 shows the way in which new groups of fisheries, species and/or data
sources shall be input.

Table 8
Step Figure
1- Reporting nominal catches for three different fisheries w/
(e.g. beach seines, cast nets and lift nets) for which the FLi P
information is not available by fishery EIS
[==]
Select the worksheet Fishery from the Table in the
“ReadMe” worksheet

2-. The aggregates shall be input at the top of the code lists. The code, English description and French description fields
(orange cells) shall not be input, as they are completed automatically as new aggregates are input. (note that the codes and
descriptions for aggregates always start by A followed by a two-digit number plus a letter, which changes depending on the
type of aggregate (e.g. F for fisheries, S for species, and D for data sources)). The individual items that make up each
aggregate shall be input on the columns to the right of the French description field (blue-green). Use as many of the drop-
down lists as you need to input the individual items that make up the new aggregate (if one or more of the individual fisheries
that make up the aggregate are not in the list those shall be input first as individual fisheries (as explained in Table 7)

ADMF |AD1F:Beach seine (atisanal AD1F Beach seine (artisanal) ;Cast net|Beach seing jsanal Cast net (grtisanal -
Y7 |,\ A
Beach seine (artisanal)

Cast nek {artisanaly
Danish seine <ganal,
Gillnet {artisal
Gillnet/longline (semi-in
Handline {artizanal)
Handlinle with pavao (alv

4-, Return to the data input form by selecting the green cell K L | M M | o |
(Close table and return to Form) at the top of the worksheet Close table and return to Form

N .

5-. Display the Fishery drop-down and select the new i
aggregate from the fisheries displayed in the drop-down list.

FISHERY

1 ANF:Besgh seine [artis:
Beach %artisanal]
| East net [avAanal]

Danish seine [artisanal]

1 Giillret [ artizanal|

| Gillnetflongline [semi-inc
Handline [artisanal ¥




APPENDIX |: TYPES OF FISHERIES STATISTICS REQUESTED BY THE [OTC AND REPORTING DEADLINES

Management Tvoe  of Report To /
Dataset Types of Data Description |IOTC Form Species Group Measures P Reporting
Report .
/Agreements Deadline
Annual Catches Nominal Catches Estimates of total annual retained catches in live weight by IOTC Area, IOTC Species R-10/02 Obligatory
species and type of fishery
Form IRC | Sharks R-10/02 ; R-05/05 | Obligatory | Sec
. LL: 30/06 (P)
Other species R-10/02 Voluntary
LL: 30/12 (F)
Discards Estimates of discard levels (dead individuals) in live weight (or number) by IOTC Species R-10/02 Obligatory | oT: 30/06 )
IOTC Area, species and type of fishery ]
Sharks R-10/02; R-05/05 Obligatory
Form 1DI Seabirds R-10/02; R-10/06 Obligatory | gc- L only
Marine Turtles R-10/02; R-12/04 Obligatory | Timely
Other Species R-10/02 Voluntary Sec
Active crafts Numbers of Craft Total r_]umber of fishing crafts operated by type of fishery, type of craft and Form 2FC Fisheries targeting ESA-Annex |, Article Voluntary Sec
craft size by year E— IOTC Species 4
Catch and Effort Surface Fisheries Catch by species in live weight and fishing effort by type of fishery by 1o IOTC Species R-10/02 Obligatory
grid area and month strata (extrapolated to annual catch)
Form 3CE Sharks R-10/02; R-05/05 Obligatory Sec
Other bycatch R-10/02 Voluntary LL: 30/06 (P)
Longline Fisheries | Catch by species in number or live weight and effort in number of hooks IOTC Species R-10/02 Obligatory LL: 30/12 (F)
set by 50 grid area and month strata (extrapolated to annual catch) OT: 30/06 (F)
Form 3CE Sharks R-10/02; R-05/05 Obligatory
Other bycatch R-10/02 Voluntary
Catch by species in number or live weight and effort in number of hooks IOTC Species R-10/02 Voluntary sC
set by 1o grid area and month strata (extrapolated to annual catch) Form 3CE -
Sharks R-10/02; R-05/05 Voluntary Timely
Coastal Fisheries Catch by species and fishing effort by type of fishery and geographic area IOTC Species R-10/02 Obligatory
Sec
Form 3AR Sharks - . R- Obligator
R-10/02; R-05/05 gatory LL: 3006 (P)
Other bycatch R-10/02 Voluntary LL: 30112 (F)
isti -at- OT: 30/06 (F
Supply vessels Number and characteristics of supply vessels and number of days-at-sea Form 3SU Not applicable R-10/02 Obligatory (F)

by type of supply vessel by 1o grid area and month



http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/sites/default/files/documents/data/Form_1RC.zip
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-0505-concerning-conservation-sharks-caught-association-fisheries-managed-iotc
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-0505-concerning-conservation-sharks-caught-association-fisheries-managed-iotc
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-1006-reducing-incidental-bycatch-seabirds-longline-fisheries
http://www.iotc.org/sites/default/files/documents/data/Form_1DI.zip
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-1204-conservation-marine-turtles
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.un.org/depts/los/convention_agreements/texts/fish_stocks_agreement/CONF164_37.htm
http://www.iotc.org/sites/default/files/documents/data/Form_2FC.zip
http://www.un.org/depts/los/convention_agreements/texts/fish_stocks_agreement/CONF164_37.htm
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-0505-concerning-conservation-sharks-caught-association-fisheries-managed-iotc
http://www.iotc.org/sites/default/files/documents/data/Form_3CE.zip
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-0505-concerning-conservation-sharks-caught-association-fisheries-managed-iotc
http://www.iotc.org/sites/default/files/documents/data/Form_3CE.zip
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/sites/default/files/documents/data/Form_3CE.zip
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-0505-concerning-conservation-sharks-caught-association-fisheries-managed-iotc
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-0505-concerning-conservation-sharks-caught-association-fisheries-managed-iotc
http://www.iotc.org/sites/default/files/documents/data/Form_3AR.zip
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/sites/default/files/documents/data/Form_3SU.zip
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting

FAD thal number and type of Fish Aggregating Devices (FAD) set by purse Form 3FA Not applicable R-10/02 Obligatory
seiners and supply vessels by quarter by fleet . —
Size Data Fish lengths Length data by species by type of fishery by 5o grid area by month IOTC Species R-10/02 Obligatory
Form 4SF
Sharks R-05/05 Obligatory
Socio-Economic Data | Fish Prices Avgrage prices of fish per type of fish product (preservation, processing), Form 7PR Main I0TC Species Voluntary Sec
weight units, type of currency, month and market - A-Article5 paragraph
Country Indicators | Set of indicators per type of indicator and year (e.g. GDP, OECD status, na Not applicable na na

number of fishermen, contribution of fisheries to GDP, etc.)

Management Measures/ Agreements: |OTC Resolution (R); IOTC Recommendation (Rc); IOTC Agreement (A); UN Fish Stocks Agreement (FSA)
Report To / Reporting Deadline:

Longlinefisheries (LL) Preliminary statistics (P) or Final statistics (F); Other fisheries (OT) Final statistics (F)
Shall (reporting is compulsory) /may (reporting is voluntary) be reported to the IOTC through the IOTC Secretariat (Sec) or through the Scientific
Committee (SC)

* Datafor the exclusive use of IOTC scientists, subject to the approval of the data owners and bound by IOTC confidentiality policy (Resolution 98/02); should be provided for scientific usein

atimely fashion



http://www.iotc.org/documents/form3fa
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/cmm/resolution-1002-mandatory-statistical-requirements-iotc-members-and-cooperating-non-contracting
http://www.iotc.org/sites/default/files/documents/data/Form_4SF.zip
http://www.iotc.org/cmm/resolution-0505-concerning-conservation-sharks-caught-association-fisheries-managed-iotc
http://www.iotc.org/sites/default/files/documents/data/Form_7PR.zip
http://www.iotc.org/sites/default/files/documents/2012/5/25/IOTC Agreement.pdf
http://www.iotc.org/sites/default/files/documents/2012/5/25/IOTC Agreement.pdf
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