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PURPOSE

Thi s gui de provides policies and processes to assist CDC* authors in devel opi ng
and preparing manuscripts for publication.

BACKGROUND

Comment s and suggestions solicited fromnenbers of the Excellence in Science
Conmmittee, the Ofice of the CGeneral Counsel, and the Procurenent and G ants
O fice were incorporated in this docunent.

The pl anni ng and devel opnent process of a CDC project and preparation of
manuscri pt(s) for publication should include consideration of these basic
principl es:

e Oigin of idea.

» Devel opnment of outline for the project.

e Design and witing of an approved protocol

* Responsibility for observations and acquisition of data.

e Scientific |eadership in the execution of the study.

e Analysis and critical interpretation of the data (including the review of
literature and eval uati on of evidence).

e Witing the manuscript (drafting, revising, and review ng).
* Responsibility for the final version of the manuscript.
e Ability to defend the content of the publication

*References to CDC al so apply to ATSDR
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A mni mum basis for authorship requires active participation in all of the
fol | owi ng:

« The conception or design of work, data collection, and/or data anal ysis and
interpretation of data.

e Drafting the manuscript or reviewing and revising critical sections. A
critical section is defined as the specific portion of the manuscript for
whi ch a coaut hor clains expert defense responsibility.

e Assunming responsibility for the final version of the manuscript.

CDC recogni zes that no single set of rules governing all aspects of the
assignment of authorship is likely to be devel oped and that authorship

guesti ons associated with each manuscript nmust be answered individually.
Nevertheless, it is useful for CDC to have a set of principles and guidelines
to facilitate and standardi ze deci sion maki ng that invol ves aut horship.

These guidelines in no way replace or supersede official CDC cl earance
procedures (Manual Qui de—&eneral Administration No. CDC 18); nor do they
preclude the formul ati on of nore conpl ex and stringent procedures designed to
nmeet the needs of specific organizational conponents within CDC. Rather, these
gui del i nes shoul d be considered as a ‘universal’ baseline, to be applied in al
contexts within CDC in which authorship of agency-sponsored material is in
guestion. Additional regulations, standards, and revi ew processes can be

devel oped and i npl enented as deened desirabl e by individual conmponents of the
two agenci es.

PROIECT PROTOCOL

A. Devel opnent

Prior to the beginning of a project, the follow ng i ssues shoul d be deci ded
upon and put in witing:

e The nunber of manuscripts that are expected to evolve fromthe project.
« The subjects to be covered.
e The identity of all persons assigned to coauthor the reports.

These itens should be included in the ‘scope of work’ if the project is to
be generated under a grant, cooperative agreenment, or contract.

Resol uti on of these issues calls for discussion anbng partici pants,
agreement in advance, and interimdiscussions to confirmthat origina
assignments are still appropriate or have been revised as needed. For
exanpl e, circunstances during a study may change and contri buti ons of

desi gnat ed coaut hors may be substantially greater or less than originally
anticipated. A final decision on manuscripts, subjects, and the identity
and order of coauthors should be reached before beginning the first draft of
a report.
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B

Quidelines for Flexibility or Special Consideration

If in the course of a project, an individual who was not naned in the

prot ocol makes a major contribution to the project meriting coauthorship
(e.g., would have originally been listed in the Acknow edgnments or Technica
Assi stance sections), she or he should be added, in appropriate rank order
as a coauthor. |If the project was undertaken with CDC funding, it may be
necessary to make nodifications in the contract, cooperative agreenent, or
grant.

V. AUTHORSH P CRI TERI A

A

Description

Being the primary author or a coauthor is both an honor and a
responsibility. Having one's name on a paper inplies acceptance of
responsibility for the facts and the concl usions of the paper. All

coaut hors shoul d be able to defend the design, execution, and concl usi ons of
the study if chall enged. Managers and supervisors are encouraged to give
nore junior nenbers of the investigative teamopportunities to be first

aut hor whenever justifiable and feasible.

G ven the degree of specialization and the conplexity of today's research
nmet hods, each nmenber of the publishing team nust be able to defend their
accredited contribution independently. Collectively, the team nust be able
to explicate and defend the content of the report. |If a collaborator's
contribution is too narrow to neet this description (e.g., involvenent in
study design but not in drafting or revising the report), that person should
be given credit in some manner other than the assignnent of coauthorship
(see Section V).

No one should be listed as an author w thout his or her know edge and
expressed consent. Persons who qualify as coauthors may choose not to be
given credit; for exanple, when it is necessary to protect the
confidentiality of data froma given institution

No person shall be listed as coauthor of a report merely by virtue of his or
her position in the responsible organization. "Wrk done under the
auspices. . .” does not constitute coauthorship--even if the person in
gquestion is Director (Head, Chief, Departnent Chair, etc.) of the

organi zati onal unit responsible for the work.
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The average nunber of authors per comunication is increasing. In part,
this increase is due to the needs of projects for contributions from many
i ndividuals, frequently those with different specialized skills. Wile
mul tiauthorship is not a problemin itself, it raises many issues such as
criteria for inclusion as an author, ability of each author to eval uate and
defend all aspects of a study, sequence of listing of authors, and
separation of various results to increase nunbers of comruni cati ons and
authorship citations. To clarify some of these concerns, consideration
shoul d be given in interdisciplinary studies to preparing brief statenents
of the exact contribution of each author to the work described in each
communi cati on.

B. Quidelines for Flexibility or Special Consideration

To m ni m ze m sunder standi ngs, the coll aborating group should be systemati c,
careful, and open in identifying and assessi ng coaut horshi p expectati ons,
entitlenment, and order of appearance of nanmes of coauthors. The CDC nenbers
of the planning group should be aware that they represent CDC to outside

col I aborators and shoul d be sensitive to agency concerns about conti nuing
productive rel ationships with outside agencies and individuals.

The extension of coauthorship by CDC to non-CDC staff (and vice versa) is
sonmetines a condition determ ning whether the agency will becone involved in
an investigation or will have access to data. Such an agreement is

di scouraged because it may not reflect the effort that is usually needed to
war rant coaut horshi p. However, CDC staff nay sonmetines determ ne that such

an agreenment is in the public interest. |If so, everyone nust understand
that this is an exception to the conditions of authorship otherw se
described in this policy. It should in no way be construed to apply to

ext ensi on of authorship privileges to individuals with supervisory
responsibilities for an author's position in the CDC organi zati on who did
not make contributions to the publication material as described in the

m ni mum condi ti ons for authorship (see Section I1).

Criteria for authorship on studies done under contract should be the sane as
for studies conducted by CDC staff. Contract |anguage should be witten and
revi ewed for adherence to CDC aut horship guidelines. According to
regul ati ons, contractors cannot ‘sponsor’ any work w thout approval froma
CDC empl oyee. Since all work done under contract is the property of the
Federal governnent, scientists working under contract have expressed concern
about potential limtations on their ability to publish the results of their
studies. Contractors should have manuscripts reviewed by CDC staff as part
of a peer review process prior to subm ssion for publication. However,
scientists working under contract have the right to submit manuscripts for
publication wi thout CDC approval if the contract |anguage does not
specifically prohibit such publication. Manuscripts which have not been
subj ected to formal CDC cl earance or approval should have a cl ear discl ainer
to that effect. Authorship issues should be discussed and agreed to before
and during the course of a project to assure that contributions are credited
appropriately. If significant changes occur in contributions by authors
during the course of the project and manuscript preparation, the contract
shoul d be anended to credit authors' contributions accordingly.
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C. Determnation of Primary Author

The primary aut hor should be determ ned by assessing actual contributions in
t he conception, planning, and execution of the study. On occasion, when two
or nore investigators have contributed equally or nearly equally to a
project, the one who actually wites the paper and coordinates the editoria
revi ew process should be listed as the primary author. |If the primary
author fails to produce a draft manuscript within an agreed-upon tine frame
and soneone el se prepares the first draft of the report, the latter

col | aborator should be listed as the primary author

D. Listing of Secondary Authors

1. Criteria

Secondary aut hors should be listed in a sequence generally consi stent
wi th the magnitude and pertinence of their input, as judged by the
col | aborati ng group.

2. Quidelines for Flexibility or Special Consideration

The primary aut hor should remenber that an individual's contribution will
often be judged to be substantially greater by that individual than by
his or her colleagues. |If a collaborator's contributions are not of a
magni t ude that warrants coauthorship credit, such contribution should be
appropriately listed in the Acknow edgnents section (see Section V)

V. CREDIT LINES OTHER THAN AUTHORSH P

A Criteria

Al t hough not |isted as coauthors, individuals who have provi ded speci al
assistance in the study should be given credit.

B. Quidelines for Flexibility or Special Consideration

Persons who have contributed intellectually to the paper but whose
contributions do not justify coauthorship may be listed in an Acknow edgnent
section and their contributions described (e.g., advice,
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critical review of the study proposal, data collection, participation in the
clinical trial, editorial assistance, clerical assistance).

Such persons mnmust have given their perm ssion for the author to include
their names in the Acknow edgnent section. This perm ssion should be
obt ai ned during the early stages of manuscript preparation/review so that
contributors are aware of where and how their nanes w || appear

In journals that accept a Techni cal Assistance byline, the names of those
who provided support or service functions (e.g., laboratory technol ogists,
statistical assistants, photographers, illustrators, conputer operators,
reference |librarians, contractors, and clerical assistants) should be |isted
there. In other journals, these individuals and others who hel ped i n one
way or another, but not to the extent of meriting coauthorship, should be

i ncluded in the Acknow edgnent or other type of credits section

VI. NANUSCRI PT APPROVAL BEFORE PUBLI CATI ON

A. Drafts

Each draft of a manuscript should be shared with all coauthors. Such drafts
shoul d i ncl ude aut horship and other credits to prevent m sunderstandi ngs and
promote tinely resolution of disagreements. |f copyrighted material is

i ncorporated into the manuscript, the material should be properly attributed
and, in some cases, perm ssion to use the copyrighted work may be necessary.

B. FEinal

Al'l coaut hors must approve the manuscript before it is submtted for
cl earance and publication

C. Qiidelines for Flexibility or Special Consideration

If the primary author is from CDC, he or she should obtain a witten
statenment from any outside coauthor that the followi ng conditions have been
met :

« The coaut hor approves the report as he or she has reviewed it.

» The coauthor has obtained all necessary clearance fromhis or her
institution.

If the primary author is not from CDC, then the senior CDC author is
responsi bl e for approval and cl earance through appropriate CDC channel s.
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ETHN CAL CONSI DERATI ONS

Laws, regul ations, policies, and guidelines are insufficient to prevent

i ntentional unethical conduct. However, the failure to carefully consider
et hical principles can cause significant harmto personal and institutiona
credibility and erode public trust. It is particularly inmportant for CDC
aut hors and peer reviewers to consider the follow ng principles:

e Redundant and duplicate publications

Al'l manuscripts are assuned to be primary publications, unless a ful
statenment of prior or partial publication is included when the paper is
submtted to the journal editor

Exceptions to this rule may be publications in another |anguage or country.
Al'l individual circunstances cannot be addressed in these guidelines, but
the prevailing rule is that full detail of prior publication nust be
submtted to the editor, if applicable. (Exception rules have been

fornmul ated by The International Comrittee of Medical Journal Editors,
published in The New Engl and Journal of Medicine, Vol. 324, No. 6, Feb.7
1991, Uniform Requirenments for Manuscripts Submitted to Bionedica

Journal s.)

« Disclosure of potential conflict of interest

Conflict of interest exists when an author or reviewer has ties to
activities that could inappropriately influence objective evaluation of the
scientific nethods and concl usi ons described in the manuscript.

Fi nanci al and personal relationships as well as professional conpetition are
i nportant areas to examine for potential conflicts of interest.

Known or potential conflicts of interest nust be disclosed in a statenent
included in the cover letter to the editor when a paper is submtted for
publication. This letter nust be signed by all authors.

e Plagiarism
Plagiarismis the act of claimng credit for passages, ideas, or quotations
from someone else's work. Careful attention to proper accreditation is an
i ncreasingly stringent requirement in today's el ectronic docunent
envi ronnent .

Plagiarismis included in the Federal definition of reportable scientific
m sconduct .

The Associate Director for Science, Ofice of the Director, is the primry
official responsible for all matters related to scientific m sconduct at CDC

ELECTRONI C PUBLI CATI ONS

CDC agrees with The International Conmittee of Medical Journal Editors who
include in their definition of published material the dissem nation of
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i nformati on through an electronic journal. Therefore, electronic publications
shoul d be included in all considerations as described in Section VII.

COPYRI GHT

Works created by Federal enployees as part of their official duties cannot be
copyrighted in the United States. Upon acceptance of a nmanuscript for
publication, Federal authors should subnmit to journals a notice (suggested
format available fromthe Ofice of the General Counsel) that the work is a
work of the United States governnent and, therefore, there is no copyright to
transfer. If a journal will not accept this notice and requests that an author
sign the journal’s copyright transfer form the journal's form should be
submtted to the Ofice of the General Counsel for review |If there are
mul ti pl e authors, sone of whom are non-Federal, the Federal enployee should
submt to journals a notice (suggested format available fromthe Ofice of the
Ceneral Counsel) that the agency considers the article a work of the United
States government and, thus, they have no copyright to transfer. |In sone
cases, the Federal contribution to the article mght be so insignificant that

t he Federal governnment would not assert that it is a work of the United States.

Al t hough the content of an article authored by Federal enployees may not be
copyrighted, journals typically copyright the format in which the article is
published. This copyright on format may inhibit the agency's ability to freely
copy the article as it appears in the journal. Therefore, if the publication
is of such a nature that wide distribution is sought by the agency (e.g.

gui delines), the authors should seek a license fromthe journal to freely copy
and distribute the article as it was published. This Iicense should be
negotiated prior to publication of the article. The Ofice of the CGenera
Counsel is available to assist in this process.



