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MANUSCRIPT AND ABSTRACT CLEARANCE GUIDELINES

I.
PURPOSE:

These guidelines describe the general procedures for Department clearance of manuscripts and abstracts prepared for outside publication or presentation.

II.
SCOPE:


Department wide.
III.
POLICY:

Criteria:

The purpose of seeking division clearance is to ensure that material meets the following criteria:

· Scientifically valid and statistically sound.

· Contributes to public health practice or governmental best practices.

· Conclusions supported by the findings.

· Written clearly and concisely.

· Conclusions and recommendations not in conflict with official Departmental position.

· Work done ethically and with integrity.

Authority:

The division director or their designee shall provide clearance by signing the clearance form.  Final clearance authority for the Department shall be with the Office of Public Information.
Definitions:
Manuscript:
Article, letter to the editor, editorial, textbook chapter, and similar materials.

Abstract:
Summary of work submitted for presentation at a scientific meeting.

Author: 
The first listed author.

Co-author: 
All authors other than the first listed author.

Manuscript – Clearance Process:
The processes of review and clearance are distinct.  During review, the author, co-authors, and supervisor(s) exchange drafts for comment and constructive critique.  Clearance is an official process initiated by the author.  A manuscript submitted for clearance should represent the best effort of the author, co-authors, and supervisor(s).

Clearance will be done in the following sequence:

1.
Author's supervisor(s).

2.
Statistical review (when indicated).

3.
Division director or designee.

Depending on the content of the work, the author will obtain a statistical review.  Statistical review should be obtained for all manuscripts that include statistical analyses beyond basic descriptive statistics.

Author's Responsibilities:
1.
The author initiates the clearance process by submitting to their supervisor two (2) copies of the manuscript (double-spaced) with a completed clearance form.

2.
The author is responsible for the following parts of the clearance form.

a.
Have co-authors initial over their names on the clearance form or provide a written statement that each co-author has reviewed the manuscript and agrees to its submission.

b.
Indicate the journal to which the manuscript will be submitted.

c.
Have the abstract typed in the proper space on the clearance form.

d.
Have their supervisor(s) signature(s) at the bottom of the clearance form.

3.
During the clearance process, the manuscript may be returned to the author to incorporate editorial or other changes before it is forwarded to the next level.  The author is responsible for revising the manuscript appropriately and returning it to their supervisor.

4.
The author is responsible for preparing the submission letter and submitting the manuscript to the journal after clearance is obtained.

5.
If a manuscript is accepted, the author is responsible for addressing the reviewer's comments, revising the manuscript and resubmitting the manuscript to the journal.  

6.
If a manuscript is rejected, the author is responsible for discussing the journal reviewer's comments with their supervisor(s).  If a manuscript is rewritten with major modifications, it must go through the total clearance protocol a second time before it may be submitted to a journal.

Co-author's responsibilities:

Review the manuscript; initial the clearance form and forward for division review.  Clearance is required even if the principal author is not employed by the Department.

Supervisor's Responsibilities:

1.
Review and provide comments on the manuscript.

2.
Sign the clearance form, if appropriate, and forward the manuscript to the division/center director.

Statistician Responsibilities (if indicated or requested):

For statistical review, a statistician within the Department or with another agency is responsible for reviewing the manuscript, making suggestions on statistical improvements, and returning the manuscript to the author in a timely manner.

Division Director's Responsibilities:

1.
Review each manuscript, ensuring that it meets the previously stated criteria.

2.
Provide comments to the authors.

3.
Sign the clearance form, if appropriate.

4.
Return to the author in a timely manner.

Abstract Clearance Procedures:
All abstracts submitted for presentation or publication must be submitted for clearance.

All abstracts will be cleared following the same procedures as for manuscripts.

If multiple presentations, i.e., submissions of abstracts to more than one scientific meeting are proposed using the same data, then the clearance process must be followed for the initial abstract only.  A notification that the same abstract is being submitted to additional meetings will be sufficient.

Recommended Turnaround Time for Clearance of Manuscripts and Abstracts:

Minimum clearance times are ten (10) business days for each manuscript and five (5) business days for each abstract.

Prepared by:
Approved by:



_____________________________
________________________

Chief, Office of Public Information
Acting Director
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