THE SURVEY’S PUBLICATION PROCESS SUMMARIZED

REVIEW AND APPROVAL

All reports written by Survey scientists in connec-
tion with their official duties must be approved by the
originating Division and the Director.

»

All reports require at least one technical review,
and most have two or more; Water Resources
Division requires at least two.

Reports that contain geologic names or ages re-
quire review by the Survey Geologic Names Unit.
Book reports and maps published by the Survey
require editing within their originating Division.
Abstracts of papers to be presented at scientific
meetings require editing and approval according
to individual Division policy.

Reports for publication outside the Survey are
edited according to individual Division policy.
Open-File reports are not edited but are reviewed
for policy and reproducibility.

You have some latitude as to whether or not your
paper for outside publication has a Survey edit.
Given a choice, however, consider the advantages
of such an edit, because a well-edited report
generally is more acceptable to a publisher and
reader than one that is not.

TYPICAL MANUSCRIPT SEQUENCE

Here is a sequence typical of a Survey manuseript
through the Geologic Division from inception to
publication, complete with hints and admonitions. The
left column shows who does what; the right column
details the action. Because procedures vary among

1. Author assesses
resources for
preparing
MANUSCripts.

Begin by determining what
resources (such as typists
and machines) are avail-
able in your Branch or
(iffice proparing manu-
seripts and what Srm:u-
dures are followed there.

2. Author options for

You presently have several
producing draft.

optiong for preparing a
draft of your report,
depending upon your
resources and inclination.
You ean keyboard the
report vourself on a word
processar or eemputer; or
foll can write the report in
irnn}_:har.ci or dictate it or
raugh-type it for later

keyboarding on a word
processor or computer by
a manuscnpt tymst.

The Survey’s publication process summarized

4. Author assembles
copies to send
to Branch or
Office for tech-
nical review.

Assemble as many comple
copies of the report as
nece for technical
review. A complete copy
generally includes the

ollowing: Front matter
(such as title page and
tents), text, tables, figur
captions, illustrations, an
routing sheet. All te
matter (including tables)
double spaced and pagi-
nated for review and edit
ing. You keep a copy for
yourself.

n-

5. Author sends
copies to Branch
or Office.

or ce, according to
transmittal procedures ar
routing instructions of

Send ché)ies to your Branch

nd




Your Division will submit
your report for Division
and Director’s approval.
Mill copy of reports to be

published by the USGS is
Revise according to review- sent for typesetting and
ers’ comments, and add drafting. Mill copy of
gublisiller’:,dforrsnat, t;;fa not g%régi!('it: tﬁeb% GSlis;led
one already. See that cor-
rections areymade in the returned to you.

machine-readable media by
a skilled typist. Have a
fresh copy printed out.

Proof this copy carefully.
8. Author sends Send report and technical
revised copies review copies to your
and technical Branch or Office chief for
review copies to approval. Use the lists at
Branch or Office e end of this section to
chief. check that the manuscript
and its parts are complete

before you send it to your
Branch or Office chiez
You will want to keep a

copy should questions
arise. Gather and label the
originals of all illustrations
and file them together.

Typical manuscript sequence
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Figure 5. Manuscript review and approval sheet (routing sheet), front and back, used in the GeologiT

Division.
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Reverse

general one. Water Resources Division reports travel  figs. 3 and 4 in section on *“Planning and Manage-

Divisions, Offices, and Branches, the sequence is a for example, comes after Director’s approval. (}ee
a similar path, although the timing differs. Editing, ment for Water Resources Reports” for details). Not
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INSTRUCTIONS FOR TECHNICAL REVIEWERS

A thorough and competent review is essential to maintain the technical quality of Water Resources Division reports. The purpose of
the review is to give a technical evaluation that will improve the report and eliminate errors that may lead to the embarrassment of
the author and the Division. The following g ize critical policies and p d in the report-review p

3 a2

Number of reviewers — At least two technical reviews are mandatory for all interpretive reports. Whenever possible, the reviewers
should be selected on the basis of special knowledge or interest in the subject material of the report. At least one technical reviewer
should be outside the District or Research Project office.

Role of reviewers — The role of the technical reviewer is to ensure the technical adequacy of the report. However, significant edito-
rial discrepancies, particularly in organization, should be identified.

Specific items to consider during review —

® Technical correctness — Is the report technically valid? Are conclusions properly supported by correctly interpreted data?
Are all computations correct? Are assumptions reasonable and clearly stated?

® Readability — Is it written for the intended audience, and with correct grammar, syntax, and a minimum of scientific jargon?
Are illustrations and tables legible and readily understandable?

® Title — Is it explicit and does it reflect the objectives of the report? Generally the title should not exceed 12 words and, if
appropriate, should give the project location and study period.

® Abstract — Does it state the purpose of the report? Is it informative? Does it describe the study and summarize pertinent
results and conclusions? See pages 267—270, WRD Publications Guide (1982), Volume 1.

® Introduction — Does it clearly describe the problem(s) addressed by the report, state the objectives and scope of the report,
present pertinent background information, and acknowledge significant help? See pages 265—266, WRD Publications Guide
(1982), Volume 1. “

® Methods — Were appropriate techniques used in the study? New methods should be described.

® Body of manuscript — Is it organized and p d in a logical seq that contains the basic information, interpretation of
that information, and the results or conclusions of the interpretations?

® Jllustrations and tables — Are all necessary; do they clearly present basic information and emphasize relationships? Illustrations
and tables should be interpreted and referred to in the text, but should be understandable without the text.

® Conclusions or results — Do they summarize the principal findings of the study and answer each of the objectives described in
the introduction? Are they sound and properly documented? No information should be given that was not discussed in the
body of the report. See pages 271—272, WRD Publications Guide (1982), Volume 1.

® References — Are all references cited in text included in this section? Are they cited correctly? Were pertinent references
omitted in preparing the report?

® Policy considerations — See pages 23—24, WRD Publications Guide (1982), Volume 1.

Reverse
surprisingly, your responsibilities as author entail The exact form and wording of these sheets haye
more than just writing the report. Manuscript review  changed slightly through the years, but the contents
and approval sheets are shown by figures 5 and 6. have remained basically the same.
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