Business Magazines
(Demographic)

ABC
Reporting Standards

2009

Version 2: Issued March 2009

= Industry agreed measurement ABC




TABLE OF CONTENTS

Demographic Reporting Standards - Version 2 2009

SECTION 1 - INTRODUCTION 5.3

Preparation for Audit

1.1 The value of demographic audits 531 Audit Issue
12 How to use these Reporting Standards 532 Freezing of Audit Issue File
13 Development of ABC Reporting Standards 533 Format of Audit Issue File
1.4 Publicity requirements 534 Coding of data in Audit Issue File
535 Interpretation of data in Audit Issue File

SECTION 2 - ABC CERTIFICATES 536 Availability of records
21 Introduction 54  Audit
22 Standard Certificate of Circulation with Demographics 541 Sample selections
23 Profile Certificate of Circulation 542 Electronic analysis

231 Mandatory tables for Profile Certificates 543 On - site visit

232 Optional tables for Profile Certificates 55 Audit result

233 Additional optional information on 56 Audit reports

Profile Certificates
24 Free support for publishers intending to deliver a SECTION 6 - DEMOGRAPHIC TABLES
demographic certificate 61 Introduction

6.2 Requirements relating to all demographic tables

SECTION 3 - REPORTING, DATA SUBMISSION AND CERTIFICATION - 621 Analysed issue
Standard Certificate of Circulation with Demographics 622 Analysis of demographics
3.1 Introduction 623 Proof required to support demographic claim
32 How to register for a Standard Certificate of Circulation 6.24 Proof required to support demographic claim by
with Demographics circulation type
33 Reporting for a Standard Certificate of Circulation 625 Secondary sourcing — audit requirements
with Demographics 626 Publishers choice of data to be analysed
331 Data submission 627 Grouping of data on the certificate
34 Submission of Audit Issue File 628 Footnotes
35 Certificate issue 6.3 Mandatory tables (Profile Certificates only)
631 Summary Geographical Analysis
SECTION 4 - REPORTING, DATA SUBMISSION AND CERTIFICATION - 632 Analysis by industry/business sector
Profile Certificate of Circulation 633 Analysis by job title or primary job function
41 Introduction 634 Analysis of the sources and ages of name and
42 How to register for a Profile Certificate of Circulation address records supporting free circulation
43 Reporting for a Profile Certificate of Circulation 635 Forward projections of ages of controlled
44 Submitting Data for a Profile Certificate of Circulation circulation (optional period certificates only)
441 |dentification of the Profile submission 64 Optional tables
442 The certificate template 64.1 Single response table
443 The page planner 642 Multiple response table
444 Graphics to be included 643 Cross Analysis table (Profile Certificates only)
445 Publication logo 644 Site analysis (Profile Certificates only)
446 Audit issue file 645 Additions and deletions table

45 Production of Profile Certificate
451 Checking Profile Certificate
46 Certificate issue
47 Printing of Profile Certificate
471 Printing of Profile Certificate by publishers
48 Publicising Profile Certificates
481 Publicising first time Profiles

SECTION 5 - AUDIT PREPARATION AND PROCESS
51 Introduction
52 Timing of the audit
521 New titles to ABC
522 Existing titles upgrading to Standard Certificate of
Circulation with Demographics
523 Existing titles upgrading to Profile Certificate of
Circulation
524 Subsequent certificates



Demographic Reporting Standards - Version 2 2009

SECTION 1 - INTRODUCTION

1.1 THE VALUE OF DEMOGRAPHIC AUDITS

1.2 HOW TO USE THESE REPORTING STANDARDS
1.3 DEVELOPMENT OF ABC REPORTING STANDARDS
1.4 PUBLICITY REQUIREMENTS

1.1 THE VALUE OF DEMOGRAPHIC AUDITS

Providing demographic analysis of a title’s circulation is an
effective way of demonstrating the quality of that circulation to
prospective advertisers and can provide an important
competitive advantage.

The choice of demographic audit will, in general, depend on
the sophistication of the market that the publication serves
and the amount of auditable information that the publisher
holds.

ABC demographic audits differ from readership surveys
because they are a census of all the analysed data provided
for each addressee on the audit issue mailing list. All findings
are based on an exact count and are not grossed up.
Readership surveys are based on research undertaken on a
sample that is then extrapolated using the circulation as a
base.

1.2 HOW TO USE THESE REPORTING STANDARDS

These Reporting Standards detail additional requirements
associated with the provision of a demographic audit. It is
important for publishers to note that ALL requirements
detailed in the Standard Reporting Standards also apply to
ALL copies claimed on a Profile Certificate of Circulation and a
Standard Certificate of Circulation with Demographics.
Therefore the two sets of Reporting Standards should be
used in tandem.

These Reporting Standards do not generally duplicate
rules which are common across both sets of Reporting
Standards.

There are five sections included; this introduction, section two
describes the types of demographic certificates available from
ABC, section three covers the process of reporting, data
submission and certification for Standard Certificates of
Demographics, section four covers the process of reporting,
data submission and certification for Profile Certificates of
Circulation, section five details preparation for the audit, audit
process and section six details the requirements relating to
particular demographic tables.

Reporting Standards will change over time therefore it is
important to check the ABC website to ensure you are
working to the current Reporting Standards. Latest Reporting
Standards are available to download from ABC’s web site,
www.abc.org.uk.

1.3 DEVELOPMENT OF ABC REPORTING STANDARDS

The needs of ABC members, and the industry as a whole,
change constantly. In order to meet those needs and stay
abreast of industry developments the Reporting Standards are
continuously evolving.

It is the industry itself, via the work of the Business Magazines
Reporting Standards Group and Technical Group, that sets
the Business Magazine Reporting Standards.

Changes to Reporting Standards, once approved by the ABC
Council, are communicated to members in writing and the
Reporting Standards are updated on ABC's web site,
www.abc.org.uk.

The Technical Group’s role is to develop Reporting Standards
for consideration by the Reporting Standards Group. It
includes publisher members who have direct experience in
their organizations of working with ABC Reporting Standards
on a daily basis.

The Business Magazines Reporting Standards Group
(BMRSG) is comprised of media owners, advertisers and
agencies, it meets regularly to devise and revise Reporting
Standards as is needed by the industry. Any ABC member
may raise issues relating to these Reporting Standards for
consideration by the BMRSG at any time. Details of the
members of both groups are available on ABC’s web site.

1.4 PUBLICITY REQUIREMENTS

Membership of ABC is subject to compliance with the
Reporting Standards and also the ABC Byelaws. It is
important that both these documents are read and
understood.

Publicity requirements are detailed in the ABC Byelaws. Below
is an extract of some byelaws, which are particularly relevant,
however it must be pointed out that ALL byelaws apply.

A full copy of the Byelaws are to be found in appendix one of
the Standard Reporting Standards and on ABC'’s website.
www.abc.org.co.uk

e A copy of the latest Profile or Standard Certificate with
Demographics must be sent with every rate card or media
pack issued.

e Any figures sourced to ABC quoted on any material must
include the latest average total net circulation figure certified
by ABC as well as the period of certification.

e All published data must be sourced and presented in such
a way that it is clear which information has and which has
not, been certified by ABC.

e Comparisons should be made on a like for like basis.

e |[f a member compares data extracted from the certified
circulation analysis, it must be clear that data has been
extracted.

* A member must not compare un-audited data with
ABC data.
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2.1 INTRODUCTION
2.2 STANDARD CERTIFICATE OF CIRCULATION WITH DEMOGRAPHICS
2.3 PROFILE CERTIFICATE OF CIRCULATION
2.3.1 MANDATORY TABLES FOR PROFILE CERTIFICATES
2.3.2 OPTIONAL TABLES FOR PROFILE CERTIFICATES
2.3.3 ADDITIONAL OPTIONAL INFORMATION ON PROFILE
CERTIFICATES
2.4 FREE SUPPORT FOR PUBLISHERS INTENDING TO DELIVER A
DEMOGRAPHIC CERTIFICATE

2.1 INTRODUCTION

ABC offers two types of certificate that enable publishers to
take advantage of the benefits demographic auditing can bring.
e Standard Certificate with Demographics

e Profile Certificate

Example of a Standard Certificate of Circulation with Demographics

Both certificates provide demographic data on the individuals
who make up the circulation mailing list of a publication.
Profile Certificates generally provide more demographic detail
and offer enhanced opportunities for publishers to represent
their titles circulations using colour graphics and advanced
table formats such as cross analysis of tables.

Demographic auditing is normally most appropriate for titles
with significant levels of subscription, society or controlled
circulation. Publishers of such titles normally hold considerable
auditable data relating to their circulation, which can used in
the demographic analysis of the circulation base.

2.2 THE STANDARD CERTIFICATE OF CIRCULATION WITH
DEMOGRAPHICS

The Standard Certificate of Circulation with Demographics

consists of the Standard certificate with the addition of up to

4 tables of demographic data which are the choice of

the publisher.
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SECTION 2 - ABC CERTIFICATES [cont.]

There are more limitations on the presentation of data in
comparison with the bespoke style of the Profile Certificate
and there is no facility for the inclusion of graphics on the
certificate.

However, as there are no mandatory tables and the publisher
chooses the demographics to be audited, this certificate
is very flexible.

2.3 THE PROFILE CERTIFICATE OF CIRCULATION

The ABC Profile Certificate is a separate audit scheme, but
once issued the Profile Certificate replaces the Standard
Certificate previously issued. The Standard Certificate of
Circulation which makes up the first three pages of the Profile
Certificate.

From a buyers perspective the Profile Audit delivers accurate
and verified demographic data which is a vital tool helping
them target their advertising spend more accurately.

The Profile Certificate contains a number of mandatory
demographic tables, which the industry agrees should be
available for all titles attaining this audit. In addition at the
publisher’s choice optional tables can also be included.

Profile Certificates are bespoke for each title. In addition to the
tables they can include graphics making them an effective
way of demonstrating the quality of a circulation to
prospective advertisers.

2.3.1 Mandatory Tables
Publishers registering for this audit must analyse:

e Job Title or Primary Job Function

e Company Activity

e Geographic Analysis

e Sources and Ages of records supporting
free distribution copies

2.3.2 Optional Tables

Most publishers analyse additional data that demonstrates to
advertisers their title’s coverage of the industries that they
serve. These extra tables are at the discretion of the publisher,
some common examples are:

e Purchasing Responsibility
e Number of Employees in the Company
e Company Turnover

Provided the data has a valid auditable source and relates to
the circulation, just about any demographic can be included.
In addition two or more demographic tables may be cross-
analysed. An example of this is an analysis of Job Title by
Purchasing Influence. This provides buyers with very valuable
information to help them target their spend. Example tables
are shown in section 6.

2.3.3 Additional Optional Information on Profile Certificates

In addition to the mandatory and optional tables publishers

may, if wanted, include the following as pages of a Profile

Certificate.

e A copy of the current registration card

e Promotional material that explains the value of a Profile to
buyers. Copy for this is supplied by ABC.

2.4 FREE SUPPORT FOR PUBLISHERS INTENDING TO DELIVER A
DEMOGRAPHIC CERTIFICATE

B2B Account Managers provide a comprehensive program of

consultation and advice available free of charge, to any ABC

Business Publishers contemplating a demographic certificate.

This takes the following format:

e Consultation meeting - explanation of what is involved

e |[nspection visit — overview of steps a publisher may need to
take in order to achieve a demographic audit. This would
include inspection of the database and supporting records
needed to support the certificate and advice on all aspects
of ABC Reporting Standards.

e Written report — this is for the benefit of the publisher and is
a detailed report on all findings and advice. It will include
recommendations of action needed by the publisher in order
to achieve the certificate.
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Example of a Profile Certificate of Circulation

Profile Certificate of Circulation
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SECTION 3 - REPORTING, DATA SUBMISSION AND CERTIFICATION

Standard Certificate of Circulation with Demographics

3.1 INTRODUCTION

3.2 HOW TO REGISTER FOR A STANDARD CERTIFICATE OF
CIRCULATION WITH DEMOGRAPHICS

3.3 REPORTING FOR A STANDARD CERTIFICATE OF CIRCULATION
WITH DEMOGRAPHICS

3.3.1 DATA SUBMISSION
3.4 SUBMISSION OF AUDIT ISSUE FILE
3.5 CERTIFICATE ISSUE

3.1 INTRODUCTION

All requirements detailed in this section are in addition to
those stated in the Standard Reporting Standards. The
reporting periods for Standard with Demographic Certificates
are the same as for Standard Certificates. Submission
deadlines are also exactly the same as detailed in the
Standard Reporting Standards. In addition validity of
certificates, and issuing of audit reports are detailed in the
Standard Reporting Standards.

Please consult your B2B Account Manager if you have any
queries.

3.2 HOW TO REGISTER FOR A STANDARD CERTIFICATE OF
CIRCULATION WITH DEMOGRAPHICS

e Publishers should register their intention to deliver a
Standard Certificate of Circulation with Demographics by
completing a standard registration form and returning to
their B2B Account Manager at ABC.

e There is no charge for registering for this certificate.

e ABC recommends that a title is registered well in advance of
the audit issue in order to gain maximum benefit from ABC
advice. (six months notice is recommended)

e |f the publisher has not previously completed a demographic
audit then ABC will conduct a visit prior to the issue of the
first certificate to discuss and review audit documentation
and procedures. If as a result of this visit ABC considers
that the audit requirements cannot be met the registration
for a Standard Certificate of Circulation with Demographics
may be cancelled.

3.3 REPORTING FOR A STANDARD CERTIFICATE OF CIRCULATION
WITH DEMOGRAPHICS

e For reporting periods please see the Standard Reporting
Standards.

e Unless informed in writing to the contrary, by the publisher
ABC will assume that the title is to issue a Standard with
Demographics on a continuous basis after the first
certificate is issued.

e Data for a Standard Certificate with Demographics must be
submitted on a Standard with Demographics Return Form
which will also include the standard data.

e The return must be received at ABC within 45 days of the
end of the Audit Period.

3.3.1 Data submission

e The Return must be prepared in accordance with the
Standard Reporting Standards, the process for submitting
data is the same as detailed in the Standard
Reporting Standards.

e There are some limitations to consider when submitting the
data for the additional tables as they have a standard
format.

e For additional tables the demographic descriptions e.g. Job
titles - are limited to 60 characters per line, in addition,
each table may not contain more than 30 lines of
demographic descriptions.

3.4 SUBMISSION OF AUDIT ISSUE FILE

The audit issue file is the mailing list for the audit issue

including all demographics claimed.

e The audit issue file can be submitted at the same time as
the return but must be clearly marked on a separate disk.
Alternatively it may be emailed to elecaud@abc.org.uk.

e The audit issue file must be submitted in a simple, standard
electronic format, as defined here:

— The audit issue file must hold one line per addressee
and must be specific to a single publication.

— The file should be composed of separate fields that
hold address details and various codings relevant to
each addressee.

— The file should be saved as a simple ‘ASCIl’,
comma-delimited (or separated) file.

— In addition to the addressee list file, field names must
be provided in order to identify what each field
represents.

e [t may be possible for ABC to accept alternative file types
however it is the responsibility of Publishers to contact ABC
to discuss suitability before they submit.

3.5 CERTIFICATE ISSUE

Certificates are issued in the same way as Standard
Certificates of Circulation. Please see the Standard Reporting
Standards.
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SECTION 4 - REPORTING, DATA SUBMISSION AND CERTIFICATION

Profile Certificate of Circulation

4.1 INTRODUCTION
4.2 HOW TO REGISTER FOR A PROFILE CERTIFICATE
OF CIRCULATION
4.3 REPORTING FOR A PROFILE CERTIFICATE OF CIRCULATION
4.4 SUBMITTING DATA FOR A PROFILE CERTIFICATE
OF CIRCULATION
4.4.1 IDENTIFICATION OF THE PROFILE SUBMISSION
4.4.2 THE CERTIFICATE TEMPLATE
4.4.3 THE PAGE PLANNER
4.4.4 GRAPHICS TO BE INCLUDED
4.4.5 PUBLICATION LOGO
4.4.6 AUDIT ISSUE FILE
4.5 PRODUCTION OF PROFILE CERTIFICATE
4.5.1 CHECKING PROFILE CERTIFICATE
4.6 CERTIFICATE ISSUE
4.7 PRINTING OF PROFILE CERTIFICATE
4.7.1 PRINTING OF PROFILE CERTIFICATE BY PUBLISHERS
4.8 PUBLICISING PROFILE CERTIFICATES
4.8.1 PUBLICISING FIRST TIME PROFILES

4.1 INTRODUCTION

All requirements detailed in this section are in addition to
those stated in the Standard Reporting Standards. All
reporting periods for Profile Certificates are the same as for
Standard Certificates. Submission deadlines are also exactly
the same as detailed in the Standard Reporting Standards. In
addition validity of certificates, and issuing of audit reports are
detailed in the Standard Reporting Standards.

Please consult your B2B Account Manager if you have any
queries.

4.2 HOW TO REGISTER FOR A PROFILE CERTIFICATE
OF CIRCULATION

e Publishers should register their intention to deliver a Profile
Certificate of Circulation by completing a registration form
and returning to their B2B Account Manager at ABC.

® There is no charge for registering for this certificate.

e ABC strongly recommends that a title is registered well in
advance of the audit issue in order to gain maximum benefit
from ABC advice. (Six months notice is recommended
by ABC.)

4.3 REPORTING FOR A PROFILE CERTIFICATE OF CIRCULATION

e For reporting periods please see the Standard Reporting
Standards.

e The return must be received at ABC within 45 days of the
end of the Audit Period.

e Unless informed in writing, to the contrary, by the publisher
ABC will assume that the title is to issue a Profile Certificate
on a continuous basis after the first certificate is issued.

¢ As the Standard Certificate forms part of the Profile
Certificate it is essential that the Standard Return is
submitted either before or at the same time as the Profile
submission.

4.4 SUBMITTING DATA FOR A PROFILE CERTIFICATE

OF CIRCULATION
As Profile Certificates are bespoke for each title, the process
of data submission and certificate production differs from the
process for Standard Certificates.
Documents- such as Excel spreadsheets are mailed to Profile
registered titles by ABC before the end of the audit period.

Publishers then submit their claim to ABC, each submission
must include the following:

e Completed certificate template. (Excel file)*

e Completed page planner*

e Graphics to be included

e Publication logo

® The Audit Issue File — this is the mailing list including
demographic detail.

* One example of each request document used to elicit the
demographic data submitted for audit.

*The certificate template and page planner are supplied
by ABC to the publisher by email or by post if specified
by the publisher.

e Completed submissions should be returned by email to
abcpost@abc.org.uk .

4.4.1 Identification of the Profile submission

At returns time ABC receives huge numbers of returns most
of which are processed together.

However all Profile submissions are processed separately
from other returns by specialist staff. Therefore if sent by post
it is essential that Profile submissions are clearly marked so
that they can be separated from the large number of Standard
Returns. Envelopes must be clearly marked on the outside
with the name of the title and ‘Profile’.

4.4.2 The certificate template

e Data is submitted by the completion of an Excel file which
is a template of the certificate to be produced.

e ABC will issue all Profile titles with this template before the
end of the audit period via either post or email.

e For first time Profile reporters the template will consist of the
four mandatory tables, a multiple response table, a cross
analysis table and a single response table.

e For subsequent Profile reporters the template will be based
on the last certificate issued with additional table types for
any changes.

e The certificate template includes necessary formulae, which
are copy protected to preserve them. This aids the
checking process.

e Please contact your Account Manager or ABC Operations
Department if you have any problems with the certificate
template issued.
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SECTION 4 - REPORTING, DATA SUBMISSION AND CERTIFICATION [cont.]

Profile Certificate of Circulation

4.4.3 The page planner

This is a flat plan of the certificate to be issued.

e ABC will issue all Profile titles with a blank page planner by
post or email.

e The page planner must be completed to show where each
table and graphic should appear.

e The Profile Certificate must have a multiple of 4 pages due
to the printing process.

e Further changes to the order of the certificate once the
page planner has been submitted may result in additional
processing time and late issue of the certificate.

4.4.4 Graphics to be included

A Profile certificate may include pie-charts, bar charts, graphs

etc., provided that all graphics accurately represent data

which has been submitted and is subject to audit.

e |t is the publisher’s responsibility to ensure figures included
in graphics are correct and are corroborated by the profile
tables.

e Graphics are available in colour if required.

e Graphics should be supplied in Excel or generic eps with
embedded fonts.

e ABC uses Helvetica as a standard typeface, the whole
Profile Certificate will be in the same typeface.

e |f a publisher chooses to use another typeface for the
graphics, the details of the typeface/s used must be
submitted at the same time, any fonts used must be
embedded.

e The use of graphics and/or colour incurs a small additional
charge for the printing. Prices can be obtained from ABC'’s
Operations Department.

e |f you are unable to provide graphics in this format please
consult your B2B Account Manager.

4.4.5 Publication logo

e For existing Profile titles the logo will be held by ABC. A new
logo should be supplied if any changes to it have occurred
since the last certificate.

e First time Profile titles must ensure the logo is included.

4.4.6 Audit issue file

The audit issue file is the mailing list for the audit issue

including all demographics claimed.

e The audit issue file can be submitted at the same time as
the return but must be clearly marked on a separate disk.
Alternatively it may be emailed to elecaud@abc.org.uk.

e The audit issue file must be submitted in a simple, standard
electronic format, as defined here:

- The addressee list file must hold one line per
addressee and must be specific to a single
publication.

- The file should be composed of separate fields that
hold address details and various codings relevant to
each addressee.

- The file should be saved as a simple ‘ASCIl’,
comma-delimited (or separated) file.

- In addition to the addressee list file, field names must
be provided in order to identify what each field
represents.

e [t may be possible for ABC to accept alternative file types
however it is the responsibility of Publishers to contact ABC
to discuss suitability before they submit.

4.5 PRODUCTION OF PROFILE CERTIFICATE

Profile Certificates are produced at ABC by specialist staff in

ABC’s Operations Department.

In order to maximise efficiency and fast delivery of certificates,

publishers should note that ABC will not start work on

producing the Profile Certificate until the submission is
complete and all documents needed to complete the
production (detailed above) have been received.

e To ensure continuity of branding all ABC certificates are
issued in a portrait style.

e ABC will produce the certificate based on the template
supplied by the publisher.

e |f submissions completely comply with the requirements
relating to preparation and submission of data, the turn-
around time will be not more than 4 weeks.

e The first draft certificate is then dispatched to the publisher
for checking.

4.5.1 Checking of Profile Certificate

Although ABC has a checking process it is ultimately the

publisher’s responsibility to check that the first draft certificate

is consistent with their submission. Particular attention is
drawn to the following checks, which should be completed by
the publisher.

e The entire certificate should be proofed for spelling and
consistency of data.

e Fach table should be checked to ensure it is arithmetically
correct.

e Reproduction of any magazine logos should be checked

e All tables must be consistent with each other and with the
Standard Certificate of Circulation.

* Any table analysing multiple responses must include any
footnotes required as detailed in section 6.

e Check graphics are correct and are corroborated by the
profile tables.

e Once the publisher has checked the draft it should be either
signed off and returned to ABC for certificate issue and
printing, or returned to ABC for further amendments. This
must be done within 5 days of receiving the draft from ABC.

4.6 CERTIFICATE ISSUE FOR PROFILE CERTIFICATE
OF CIRCULATION

e One certificate must be published for every issued Profile.

e The Profile cannot be issued until the Standard Certificate
has been issued but once issued it then replaces the
Standard Certificate and must be used by the publisher
in its place.

e Five days after being signed off by the publisher, the
certificate is posted on the ABC website and is in the
public domain.
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SECTION 4 - REPORTING, DATA SUBMISSION AND CERTIFICATION [cont.]

Profile Certificate of Circulation

e Once in the public domain, ABC may not amend certificates
unless an audit is undertaken and an audit report issued.

e First time Profiles Certificates must have completed an audit
before the certificate is issued, however publishers who
have an existing track record with ABC of successfully
completing profile audits with other registered titles that use
the same circulation systems may have their Profile
Certificates issued in advance of the audit. A publisher may
choose to delay the issue of the Standard Certificate until
the Profile has been audited in order to ensure that the first
time Profile will not be re-issued as an audit report.

The issue of the Standard Certificate may not be delayed
beyond the expiry date of the last certificate issued.

e Subsequent Profile certificates are issued in advance
of the audit.

4.7 PRINTING OF PROFILE CERTIFICATE

Once the publisher has signed off the draft certificate,

ABC will send the Profile Certificate to print if requested

by the publisher.

e Print quantity is at the choice of the publisher, subject
to a minimum of 250 copies.

e Printing costs are in addition to the registration and audit
fees, and depend on the number of pages, colour and the
choice of graphics as well as quantity. A full breakdown of
print costs is available from ABC’s Operations Department.

e The Profile Certificate allows the use of colour, (if required),
on both publication logos and on graphics.

e |t is important to note that ALL costs arising from revisions
to Profile Certificates after sign-off by the publisher will be
charged to the publisher, this includes all costs associated
with printing/reprinting. An exception to this is any mistakes
that have occurred as a result of the printing process.

4.7.1 Printing of Profile Certificate by Publisher

If required publishers may print their own Profile Certificates

provided the following conditions are met:

e Publishers must have obtained approval from ABC and a
copy of a printed certificate must be supplied to their
Account Manager at ABC.

e All certificates must be printed to ABC specifications- these
can be obtained from ABC’s Operations Department.

e All publisher printed certificates must be identical in format
and design and paper quality to those printed by ABC.

e Failure to follow these requirements may result in the Profile
Certificate being withdrawn by ABC.

4.8 PUBLICISING PROFILE CERTIFICATES
e All issued Profile Certificates are posted as pdf. files on
ABC'’s website.

4.8.1 Publicising first time Profiles

e A publisher may choose whether or not to publicise the fact
that his own publication has registered for a Profile.

e |f a publisher does publicise the registration of their title for a
Profile Certificate in advance of receiving the issued Profile

Certificate, no comparison may be made with already
published Profile data.

* \Where a publisher has chosen to publicise registration for a
Profile Certificate, and it is not issued within 3 months of the
end of the audit period, ABC will publicise the non- issue,
regardless of the reason.
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SECTION 5 - AUDIT PREPARATION AND PROCESS

5.1 INTRODUCTION
5.2 TIMING OF THE AUDIT
5.2.1 NEW TITLES TO ABC
5.2.2 EXISTING TITLES UPGRADING TO STANDARD
CERTIFICATE OF CIRCULATION WITH DEMOGRAPHICS
5.2.3 EXISTING TITLES UPGRADING TO PROFILE
CERTIFICATE OF CIRCULATION
5.2.4 SUBSEQUENT CERTIFICATES
5.3 PREPARATION FOR AUDIT
5.3.1 AUDIT ISSUE
5.3.2 FREEZING OF AUDIT ISSUE FILE
5.3.3 FORMAT OF AUDIT ISSUE FILE
5.3.4 CODING OF DATA IN AUDIT ISSUE FILE
5.3.5 INTERPRETATION OF DATA IN AUDIT ISSUE FILE
5.3.6 AVAILABILITY OF RECORDS
5.4 AUDIT
5.4.1 SAMPLE SELECTIONS
5.4.2 ELECTRONIC ANALYSIS
5.4.3 ON - SITE VISIT
5.5 AUDIT RESULT
5.6 AUDIT REPORTS

5.1 INTRODUCTION

This section details when the audit takes place, preparation
for audit and the audit process. All documents required to
prove the publisher’s claim must be available as detailed in the
Standard Reporting Standards. In addition third party
documents must be available to provide proof of all
demographics claimed (see section 5.3.6).

5.2 TIMING OF THE AUDIT

Whether the audit is conducted before or after certification is
dependant on the demographic certificate chosen and also on
whether or not the title is newly registered. In the case of
Profile Certificates the Standard Certificate will be audited at
the same time as the Profile.

5.2.1 New titles to ABC
The audit is conducted before certificates are issued for both
Standard Certificate of Demographics and Profile Certificates.

5.2.2 Existing title upgrading to Standard Certificate with
Demographics

e Mandatory periods and 6-month periods: The audit will be
conducted during the 6-month period following the issue of
the 12-month or 6 month certificate.

e Single issues and three month periods: The audit will be
conducted within 3 months of a single issue or 3 month
certificate.

5.2.3 Existing title upgrading to Profile Certificate
The audit is conducted before the first Profile Certificate is
issued.

5.2.4 Subsequent Certificates

e Mandatory periods and 6-month periods: The audit will be
conducted during the 6-month period following the issue of
the 12-month or 6-month certificate.

e Single issues and three-month periods: The audit will be

10

conducted within 3 months of a single issue or 3 month
period certificate.

5.3 PREPARATION FOR AUDIT

5.3.1 Audit issue
The audit issue is the same as is defined by the Standard
Reporting Standards.

5.3.2 Freezing of Audit Issue File

e The publisher must take a 'frozen' copy of the data held at
the time the audit issue is distributed.

e This must be at the point the audit issue mailing list is run.

e [t is important not to allow transactions to be processed
between producing the audit issue file and taking the frozen
copy otherwise overwriting data may produce discrepancies
between your demographic analyses and the source
documentation.

e This file is the Audit Issue File submitted to ABC for audit.

5.3.3 Format of Audit Issue File

ABC auditors have electronic audit software that is used to
analyse an audit issue file. Whichever software package is
used to maintain mailing lists, it is probable that it will be able
to produce an auditable electronic Audit Issue File.

The Audit Issue File should be submitted in a simple, standard

format, as defined here:

— The audit issue file must hold one line per addressee and
must be specific to a single publication.

— The file should be composed of separate fields that hold
address details and various codings relevant to each
addressee.

— The file should be saved as a simple ‘ASCII, comma-
delimited (or separated) file.

— In addition to the addressee list file, field names must be
provided in order to identify what each field represents.

— It may be possible for ABC to accept alternative file types
however it is the responsibility of Publishers to contact ABC
to discuss suitability before they submit data.

5.3.4 Coding of Audit Issue File

ABC Standard Reporting Standards contain details on coding

of the audit issue file. In addition the following requirements

should be observed.

e The demographic data, which was used to create the
demographic tables, must be included against each
analysed addressee.

e Both individual and company specific data must be included
for each addressee, on the same line as the standard
addressee detalils.

e The demographic data held for each addressee may be in
any number of formats on a publisher’s database, however
the coding systems, and the grouping of codes into
demographic table categories must be explained.

e Field names and coding lists must be provided, so that ABC
can ensure the list is auditable.
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5.3.5 Interpretation of data in Audit Issue File

Interpretation refers to cases where demographic data is
converted or re-grouped, and entered onto the database in a
different format to the source documentation. This is done to
facilitate data analysis.

* Where interpretation has been used, the publisher must
retain a record that clearly explains the link between the
source document and the coding on the audit issue file.

For example:
Analysis by Job Function - Job functions may be converted to
numeric codes.

Function (on source document) Code (on database)

Purchasing of products/ services 01
Hire of Products/ services 01
Contract Management 02
Plant Management 03
Estimating 04
Quantity surveying 04
Sales 05
Marketing 05

A more complicated example is where this system is used
across several different sources.

e [f this system is used for demographics included in the
Standard Certificate with Demographics, overtime on the
audit fee may be charged. This is because the pricing
structure for demographic tables on this certificate is based
on direct matching of the database to the demographics
captured on the source document.

5.3.6 Availability of Records

All records supporting the publishers claim, including source

documents for all demographics claimed must be available

for audit.

* |n order to locate source documents for records on the
audit issue file, all necessary reference information should be
encoded on the file. This might be a batch number, directory
code, directory page number, or any other useful reference.

e A number of documents may together prove an individual’s
demographics. If this is the case, the references for these
other demographics should be preserved on the file for all
addressees. This will enable the necessary documents to be
found at audit.

For example:

Personal demographics from another request card; or
company demographics from a directory or another
individual’s request card.

5.4 AUDIT

The audit will be conducted in two stages: Electronic analysis
of the submitted audit issue file and an on-site visit from an
ABC Auditor.

5.4.1 Electronic Analysis

Initial interrogation of the data is conducted electronically, the

specially trained electronic audit team use auditing software

specifically developed for ABC.

e Sample selections are produced and sent to the publisher in
advance of the on-site visit.

e Sample selections detail the addressees and data for which
the publisher is required to provide the source
documentation that will be inspected at audit.

e Sample selections are normally sent to the publisher four
weeks before the audit date.

e |f publishers require more than four weeks between sample
selection and audit please contact ABC.

5.4.2 On- site visit

e An ABC auditor will contact the publisher of each
publication with a proposed date for the audit visit. Once
this date has been mutually agreed, it may only be altered in
exceptional circumstances.

e Publishers must ensure all documents needed to support
the claim are available at this date.

5.5 AUDIT RESULT

¢ Following the on-site visit, publishers will receive a letter
detailing any outstanding information required by ABC from
the publisher to complete the audit.

® A deadline for receipt of that information will be stated
in the letter.

e Once the audit is completed publishers will receive a
management letter, it will detail any issues that need to be
addressed by the publisher to help prevent problems on
future audits.

5.6 AUDIT REPORTS

This is a statement that is issued when problems found at

audit show that there were material errors in the original

submission and subsequent certificate. A revised certificate is
issued with the audit report entered on the front page of the
certificate. The new certificate replaces the original certificate
issued and must be used by the publisher in its place.

¢ |[n cases where an Audit Report is necessary, the publisher
will receive a letter detailing the reason for the Report.

e The publisher will have 10 working days from the receipt of
this letter to provide any further information or to raise any
objections. This date will be specified in the letter.

* Any objection must be made in writing to the Director of
Audit who will investigate and provide a decision within 7
days.

e The publisher will be phoned by ABC to confirm receipt of
the Audit Report letter, BUT, in the absence of any further
response in writing from the publisher, the Audit Report will
be issued.

e Subsequent certificates will not be issued until all audit
queries on a previous certificate have been resolved and the
Audit Report issued, if applicable.

e All audit reports issued are published in ABC Media and
highlighted on ABC’s website.
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SECTION 6 - DEMOGRAPHIC TABLES

6.1 INTRODUCTION
6.2 REQUIREMENTS RELATING TO ALL DEMOGRAPHIC TABLES
6.2.1 ANALYSED ISSUE
6.2.2 ANALYSIS OF DEMOGRAPHICS
6.2.3 PROOF REQUIRED TO SUPPORT DEMOGRAPHIC CLAIM
6.2.4 PROOF REQUIRED TO SUPPORT DEMOGRAPHIC CLAIM
BY CIRCULATION TYPE
6.2.5 SECONDARY SOURCING — AUDIT REQUIREMENTS
6.2.6 PUBLISHERS CHOICE OF DATA TO BE ANALYSED
6.2.7 GROUPING OF DATA ON THE CERTIFICATE
6.2.8 FOOTNOTES
6.3 MANDATORY TABLES (PROFILE CERTIFICATES ONLY)
6.3.1 SUMMARY GEOGRAPHICAL ANALYSIS
6.3.2 ANALYSIS BY INDUSTRY/BUSINESS SECTOR
6.3.3 ANALYSIS BY JOB TITLE OR PRIMARY JOB FUNCTION
6.3.4 ANALYSIS OF THE SOURCES AND AGES OF NAME AND
ADDRESS RECORDS SUPPORTING FREE CIRCULATION
6.3.5 FORWARD PROJECTIONS OF AGES OF CONTROLLED
CIRCULATION (OPTIONAL PERIOD CERTIFICATES ONLY)
6.4 OPTIONAL TABLES
6.4.1 SINGLE RESPONSE TABLE
6.4.2 MULTIPLE RESPONSE TABLE
6.4.3 CROSS ANALYSIS TABLE
(PROFILE CERTIFICATES ONLY)
6.4.4 SITE ANALYSIS (PROFILE CERTIFICATES ONLY)
6.4.5 ADDITIONS AND DELETIONS TABLE

6.1 INTRODUCTION

Demographic tables contained on both the Standard
Certificate with Demographics and the Profile Certificate
provide detailed analysis of the individuals who make up the
circulation of a particular title.

The Standard Certificate of Circulation with demographics
allows a publisher a choice of up to 4 demographic tables.

To achieve The Profile Certificate a publisher has to audit four
mandatory tables, these have been designated by the
industry. In addition the publisher may audit as many
demographic tables as required.

6.2 REQUIREMENTS RELEVANT TO ALL DEMOGRAPHIC TABLES

6.2.1 Analysed issue
The audit issue used on the Standard Certificate is the issue
to be analysed on demographic tables.

6.2.2 Analysis of demographics

e The demographic analyses must be based, as a minimum,
on the whole of the FREE distribution for the audit issue.

e |f data does not exist for or auditable proof is unavailable or
the publisher chooses not to disclose a portion of the
addressees, those addressees must be shown as
"Not Analysed".

e Demographic data cannot be analysed for non-controlled
free circulation except under a geographical analysis

e The data must not be ‘grossed up’ to imply that it
represents the total addressees for that issue.

e The total for each demographic claimed will be calculated
by ABC and shown as a percentage of the audit issue total
net circulation. Publishers may request the removal of
percentages from optional tables on a Profile Certificate
and demographic tables on a Standard with
Demographics Certificate.

6.2.3 Proof required to support demographic claim

e All analysed data must be supported by valid source
documentation, which must be available for audit.

e |f a sealed galley is to be relied on, the publisher will still
need to find source documents for any demographic which
was not audited on the sealed galley.

e The source documentation must comply with the
requirements relating to sources detailed in the Standard
Reporting Standards, this includes being less than 3 years
old at the date of distribution of the audit issue.

e As source records must be available to support every
demographic claimed, the audit issue file needs to include
sufficient coding to allow documents to be identified and
located easily. This may be a batch number, directory code
or other useful reference

e |f there is no available auditable proof of the demographics
for an addressee, then that addressee must be classified as
Not Analysed.

6.2.4 Proof required to support demographic claim by
circulation type
¢ Newstrade copies

— Copies distributed via the newstrade can be
included in the geographical analysis, provided that
there is auditable third party distribution evidence.

— Newstrade sales must be classified as not analysed,
unless a valid source document is held which is less
than 3 years old and contains demographic data
relating to the final addressee.

¢ Paid and controlled
— All requirements relating to sources are in section 12
of the Standard Reporting Standards.
— All sources must be less than 3 years old.

¢ Single copy subscriptions
— If any demographic analyses are undertaken there
must be valid third party source documentation to
support the demographic.
— All requirements relating to sources are in section 12
of the Standard Reporting Standards.
— All sources must be less than 3 years old.

e Multiple subscriptions
— Multiple subscriptions must be classified as not
analysed, unless a valid source document is held
which is less than 3 years old and contains
demographic data relating to the final addressee.
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° Bulk sales
— Bulk sales must be classified as not analysed, unless
a valid source document is held which is less than 3
years old and contains demographic data relating to
the final addressee.

o Society/Association/Institution
— If valid source documentation as specified in section
12 of the Standard Reporting Standards has been
collected then the demographics may be analysed.
— All sources must be less than 3 years old.

e Controlled circulation

— The majority of demographic analyses will be
undertaken on controlled circulation.

— The sourcing requirements are specified in section
12 of the Standard Reporting Standards.

— All sources must be less than 3 years old.

— Valid source documents must be available to prove
all demographics claimed in addition to proving
Terms of Control fit. Examples of sources are
request cards, enquiry cards, purchased lists,
directories.
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¢ Non-controlled
— Copies claimed in the non-controlled free circulation
category cannot be analysed on any demographic
table except for the geographical analysis. As the
geographical analysis will be compiled and audited
according to the individual’s address no source
documentation will be required.

6.2.5 Secondary sourcing-audit requirements

e Secondary sourcing may be used to update a demographic
held on an individual through replacing an ‘old” demographic
by a more current one from an ancillary source.

For example a registration card from another publication

gained at a later date may show a job title change for a

particular individual.

e Secondary sourcing may also be used for corporate or
company level demographics where an ancillary source is
used to assign the demographic to the company.

For example two individuals at a single company may give a
different number of employees. In this instance the publisher
can ‘override’ the company level demographic given by one
individual by the other individual. Alternatively the publisher
may allocate the number of employees for a particular
company from using a directory or other published source.

e All sources used must conform to the requirements laid
down in the standard Reporting Standards section 12 —
controlled circulation.

e The revised data assigned to the individual must still prove
the individual meets the terms of control for the publication.

e All records used to assign the demographic must be
available at audit. This may mean that several records are
required to verify all the demographics claimed for one
addressee.

e |f there is more than one source type on a Standard with
Demographics Certificate, additional audit time will be
required which will be invoiced to the publisher.

6.2.6 Publishers choice of data to be analysed

e |f a publisher chooses not to analyse data then addressees
may be classified as not analysed.

e Multiple answers — Where more than one answer has been
given to a single response question on the registration
document, the publisher may select whichever single
answer he chooses to analyse.

6.2.7 Grouping of data on the certificate

e A publisher may regroup data extracted from the database
into distinct categories or headings to improve the
presentation of the data on the certificate. Therefore the
categories found on the audit issue file will not exactly
match the categories on the certificate.

E.g. Sales Managers, Production Managers and IT Managers
may be grouped together under one heading "Managers"; or
Number of employees 501-1,000 and 1,007+ grouped
together under one heading "500+"

e There must be a clear record of the how data has been
grouped. Therefore, the auditor will need all reports and
workings used to group data together so that any particular
line of demographics on a demographic table can be
replicated exactly from the audit issue file.
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e Any descriptions used to describe the groupings must be
representative of the data grouped.

¢ \Where more than one type of a particular job title appears
on a demographic table, any generic use of that title must
be preceded with the word ‘other’ (e.g. other engineers,
other managers etc).

Example

Sales Managers 1,400
Technical Managers 3,200
Other Managers 2,200

e |f data is regrouped on multiple choice tables only one
response per individual can be counted within a regrouped
category.

e |f any grouping of categories is undertaken on a Standard
Certificate with Demographics, then additional audit time will
be required which will be invoiced to the publisher.

6.2.8 Footnotes
Footnotes must be added, if in the opinion of ABC, the table
would be unclear without explanation.
The following are examples of where footnotes are required:
e Multiple response tables
— Highlights the fact that responses rather than copies
are being analysed
— Indicates the number of addressees analysed as a
percentage of the total
e Where only a part of the circulation has been analysed
e Sites
— Duplication level

6.3 MANDATORY TABLES (PROFILE CERTIFICATES ONLY)

The following tables must be analysed, as a minimum, on all

Profile Certificates.

e Summary geographical analysis.

e Analysis by industry/business sector

e Analysis by job title OR by primary job function

e Sources and ages of name and address records supporting
free circulation

6.3.1 Summary geographical analysis
The publisher must prepare an analysis, by type of circulation,
of the whole of the distribution of the audit issue.

As a minimum, the data must be analysed by Regions of the
UK and/or Regions of the World. However, a more detailed
geographical analysis may be analysed if required

A publisher is not required to undertake a geographical

analysis of addressees in the following cases:

o |f either the UK or Overseas circulation is less than 5% of
the total circulation, that part of the circulation need not be
analysed in detail

e |f any region accounts for less than 5% of the total
circulation it may shown as "other" on the analysis.

¢ World regions may be amalgamated as "Other" up to a
maximum of 5% of the total circulation.

The list of ABC geographic regions can be found in Appendix
3 of the Standard Reporting Standards.

6.3.2 Analysis by industry/business sector
Publishers may use their own headings for type of
industry/business sector or SIC codes.

6.3.3 Analysis by job title OR analysis by primary job function
The analysis must be either of the job title OR the primary job
function of the addressee. If an addressee has no job title

or primary job function that addressee must be classified

as not analysed.

6.3.4 Analysis of the sources and ages of name and address
records supporting free circulation
e This analysis must be of all the copies claimed in a category
of free circulation for the audit issue with the exception of
non-controlled free circulation which must be shown as
‘not analysed’.
e This includes all controlled and free society circulation.

e |f a source is claimed, the source must be available for
audit. If there is no source evidence then those addressees
must be classified as not analysed.

e The publisher may show the type of source documents
used to source non-requested controlled circulation as an
option.

6.3.5 Forward projections of ages of controlled circulation —
optional period certificates only

All controlled circulation must be analysed into age categories

for the mandatory reporting period for the publication,

however for the optional certificates e.g. 6 month certificate,

single issue certificates, the publisher may either:

e Undertake a full analysis of the age of requests on the Audit
Issue.

OR

e Apply the same percentages as used on the most recent
12- month mandatory certificate in order to calculate the
total number of copies for each age band. This is known as
projecting age of requests.”

*This option is only available if the total controlled circulation of
the audit issue on the optional certificate varies by less than
10% from the total controlled circulation on the audit issue of
the mandatory certificate.

e |f a publisher chooses to project age of requests on the
optional certificate, supporting documentation still has to
prove the request is no more than three years old at the
date of the Audit Issue of the optional certificate.

e The certificate will clearly state that the age of request/age
of source analysis has been projected forward.
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e.g. "The age of request/age of source analysis is projected
forward based on the percentages for the audit issue for the
previous mandatory reporting period"

6.4 OPTIONAL TABLES

e A publisher may choose to analyse additional data relating
to the addressees of the audit issue that is relevant to their
advertisers. Examples may be purchasing/ specifying
responsibility, number of employees or company turnover.

* The choice of optional Profile tables will entirely depend on
the demographics and other data held by the publisher.

e There are three main types of table format that can be
produced; single response, multiple response and cross
analysis.

e [f you wish to use a table format that is not covered in these
Reporting Standards please contact your Business
Magazines Account Manager as an alternative format may
be possible if the same audit principles can be applied.

6.4.1 Single response table

e This table may be any analysis where each addressee is
counted once in a table E.g. Company turnover.

® The format of the table will be the same as for the
mandatory tables.

6.4.2 Multiple response table
e This table may be any analysis where an addressee is

Example of a Single Response Table

counted under more than one category within a table.

e All the responses that the addressee has given can be
analysed in this type of table except within regrouped
categories where only one response per individual may be
counted. Examples are job functions, purchasing
responsibilities, areas of interest.

To ensure clarity for the user, the multiple response table
must also include a note stating the number of copies
analysed and the percentage of the analysed issue this
represents. It must also have a note stating that it allows for
multiple responses by the addressee.

The table should also include any additional notes that ABC

considers are required to ensure clarity.
As the audit fee for a Standard Certificate with
Demographics is based on a single response table an

additional fee will be invoiced if multiple response tables
are required.

6.4.3 Cross analysis table (Profile Certificates Only)

e This table allows the cross reference of one demographic
against other demographics.

® The demographic data on each axis do not need to be
published as separate tables in the certificate, but must be
audited separately and are charged accordingly. An example
would be industry by job title, industry by company size.

e To ensure clarity for the user, cross analysis tables must
include a note stating the number of copies analysed and

Example of a Multiple Response Table

Marketing
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the percentage of the analysed issue this represents.
e The table should also include any additional notes ABC
considers necessary to ensure clarity.

6.4.4 Site analysis table (Profile Certificates Only)

e A site analysis can be used to illustrate the number of plants
or establishments that the publication is reaching.

e Site analysis is optional, if sites are not analysed the site
analysis column will not form part of the Profile tables.

e Site analysis is shown on the certificate as an additional
column on the tables selected.

e |f a publisher opts for sites analysis then sites must be
analysed by geographic area, and industry/business sector
as a minimum. Other tables to show site analysis are at the
publishers discretion

e |f site information is to be analysed on a Profile Certificate,
it is necessary to have a coding system that allows it
to be audited.

® The most effective method is to allocate each site a unique
company number. This means that addressees with the
same company number are counted as being at
the same site.

e Copies mailed to home address - if a copy is not addressed
to the addressee’s place of work (e.g. it is sent to a home
address) then that copy must not be included unless there
is auditable data on the place of work. The place of work

Examples of a Cross Analysis Table

will be used to define the site.

e Definition of a site - for ABC purposes, a site is defined as
an establishment or separate business location primarily
engaged in one economic activity at a single location.

For example:
within the motor trade sector a chain with five body shops at
different addresses would constitute five sites.

e The site duplication level must be stated on all tables with a
site analysis shown. If there is site duplication in excess of
5%, a site analysis will not be allowed.

e Site duplication is defined as two or more occurrences of
the same company name at the same address undertaking
the same economic activity. It is also necessary to check
for cases where a company name has changed or a
company has moved.

e The method of calculating the level of site duplication
is as follows:

— Produce an audit issue file listing of all site addresses
with all site level demographics claimed on the profile
certificate.

— The listing should be sorted by country, then by ABC
region, by county, by postcode and finally by
company name alpha.
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SECTION 6 - DEMOGRAPHIC TABLES [cont.]

Demographic Reporting Standards - Version 2 2009

— Test a sample of 100 sites across the entire list.
nth number is to be calculated as follows:

Total number of sites for audit issue
100

= nth number

— Mark each selected site until the end of the list has
been reached. Scan the sites. Select every nth site in
the list starting at a random point within the first 10
sites around each site selected to see if the same
site exists elsewhere.

— Calculating duplication level - The duplication must
then be quantified remembering that two
occurrences of a site is one duplication; three
occurrences are two duplications etc.

e.g. 100 sites checked
5 duplicates found = 5% site duplication on the list..

— The figure stated must be a whole number, decimal
places being rounded down to a whole number.
E.g. tests show 5.7%, enter 5%.

e For all tables showing corporate demographics the site
analysis shows the total number of sites for each
demographic category, therefore each individual copy at a
site must be claimed in the same demographic category as
the site.

e For demographics, which relate to the Company not the
individual (e.g. Industry/Business/Sector, Number of
Employees), the company level demographic must be
applied to all individuals at a site regardless of the
individual’s response.

e This corporate demographic may be proved by an ancillary
source, this is known as secondary sourcing. (for full
requirements see section 6.2.5).

¢ \When the site analysis is prepared the total number of sites
will match the Geographical Analysis.

e For individual-level demographics (e.g. Job Title, Purchasing
Influence):

— Sites may be analysed according to the individuals’
demographic responses.

— The total in the sites column may exceed the total
number of sites, as different categories may occur at
the same site. A footnote must be included to
explain the number of sites. In addition the number
of sites will not be totalled on the certificate.

6.4.5 Additions and deletions table

e This table is based on a full issue by issue analysis. The
table is designed to show if there is continuity or rotation of
supply to addressees.

e The publisher must keep records to show the issue by issue
additions and deletions to and from the mailing list together
with the names and addresses of those additions and
deletions.

e The following definitions will be applied:

— Original record - details of an addressee on the
previous mailing list.

— Current record - details of an addressee on the
mailing list being analysed.

— Addressee - each addressee record consists of up
to five items:-

- Name

- Job title

- Department

- Company name
- Address

— Original item - item forming part of the addressee
record for the previous issue’s mailing list.

— Corrected item - an original item altered because of
an error (e.g. spelling) since the last mailing.

— Changed item - an item removed from a record
since the last mailing, or an item replaced or altered
in substance since the last mailing.

— New item - an item added to a record since the last
mailing.

e If there is an original record with no related current record,
then the original record will constitute a deletion for the
current issue.

e |f there is no original record related to the current record
being checked, then the current record will constitute an
addition only.

e |f any item on an original addressee record has been
changed since the previous mailing (i.e. is not an original
item) then that record will be classified as both an addition
and a deletion when compiling the data for the
Profile unless:

a) The current record contains only original or corrected items.

b) The job title and/or department is/are a new or changed

item but the name is not changed.



TO CHECK YOU ARE USING THE LATEST ABC REPORTING STANDARDS
AND OBTAIN INFORMATION OF RECENT CHANGES, VISIT
WWW.ABC.ORG.UK
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