
THE SURVEYS PUBLlCATlON 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 a t  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. 

Here is a sequence typical of a Survey manuscript 
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 Begin by determi* whut 
resources for regou~ces (sub 2 s  typim 
PrePanng and &es are a d -  
manuscnpts. able in your d ran& or 

Omce pre aring manu. 
srript. m i  what m e -  
d~raa are fo11cwe8 here. 

2. Author options for You presently have several 
producing draft. opbons for preparing a 

draft of your report, 
depending upon your 
resources and inclination. 
You can keyboard the 
report yourself on a word 
processor or computer; or p can write the report in 
onghand or dictate lt or 

it for later 
g e % n g  on a word 
processor or computer by 
a manuscript typist. 

The Survey's publication process summarized 



after technical 
revlew. 

approval. 
A signature on the routing 

sheet indicates that the 
signer is finished, initials 
indicate that the person 
wants to see the report 
again. Hence the deriva- 
tion of the phrase "sign 
off on the report." 

Revise 9ccording to tom- 
ers' comments, and add 

!i ubliaher's format, if not 
one already. See that cw- 

rections are made in the 
machine-readabIe media by 
a skilled typist. Have a 
fresh copy printed out. 
P m f  thls copy carefully. 

8. Author aeniia 
revised copies 
and techmcal 
d e w  copies to 
Branch or OBce 
chief. 

Send report and technical 
review copies to your 
B m c h  or Office chief for 
a proval. Use the lists at 
t f e  end of this section to 
check that the manuscript 
and its parts are oompllete 
h fore  you send it to our 
B m c h  or M i c e  ch i2  
You will want to keep a 
copy should questions 
anse. Gather and label the 
or= 'nals of all illustrations 
anffile them M t h e r .  

9. Branch ap roves 
and sen& report 
to Division for 
edit. 

When our Branch or Office 
chielhas ap roved the 
report, the Eranch will 
transmit it and the tech- 
nical review copies to the 
next place accordin to 
Divimon procedure.gTh_ls 
copy,xxomes the ''mill 

the primary copy 
ZXeGeport p e d  by 
editors, graphcs special- 
ists, cartographic techni- 
cians. and drafters. 

10. Division edits; If your manuscri t is to be 
author responds. 1 6 ublished as a Formal 

SGS series book re rt 
or map, a Division e&r 
will review the mill copy 
for expression, clarity, 
mechanical condition and 
conformity with US& and 
GPO style, usage, and for- 
mat. You are responsible 
for havin corrections 
made anf for  providing 
fresh printouts. 

ab*-l 

disk, or whenever your 

the presentation of your 
scientific information. 
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Figure 5. Manuscript review and approval sheet (routing sheet), front and back, used in the Geologi 
Division. 
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~uthors -H ELP! Just before sending your report to Branch of Technical Reports, please check the following items: 

F a  ALL Reports: F a  All USGS Boob + Maps: 

- "Mill" copies of text, tables, and all illustrations are up to  - "Author's Check List for Plates, 
date and plainly identified. Figures, and Photographs" (form 9- 

All type is double spaced (Open-File Reports excepted). 151 7) has been filled out and 
attached to each illustration. 

Authors' complete mailing addresses are shown (except for For USGS Boob a d  Maps W i a  Ted :  
USGS authors in USGS reports). 

Cooperative note and acknowledgments are included if Report is described succinctly in 

appropriate. A 50- to 75-word note for "New 
Publications of the Geological 

All references cited in text are shown in the reference Survey" AND 
A 15- to 25-word note for 

All parts of the report are attached, including any Superintendent of Documents. 

oversize plates and tables. 
For All USGS B o o k  

Highly complex maps and cross sections include one up-to- 
date black-and-white "miUn copy and one colored copy. - Title page includes a 5- to 25-word 

Technical reviewers' copies are included. descriptive note (Circulars 
excepted), which is not just a 
restatement of the title. 

Title and authorship on front of this form are correct and 
current. All section headings, illustrations, and 

tables are listed in the Contents 
Complete project number (all nine digits) is shown. section. 

Abstract is included. 
Geographic area of study, if any, is named in title. (If 

report concerns an area that is not named in title, 
please attach explanatory n 0 t e . r  Complete caption for each illustration 

is on a separate page attached to 
Branch chief and all technical reviewers have signed and the illustration. 

dated this form. 

EXPLANATORY FOOTNOTES FOR MANUSCRIPT REVIEW AND APPROVAL SHEET 

Reports listing more than four authors should be accompanied by (I The BTR's give priority treatment to reports 
an explanatory note. (See "Authorship" section in Suggestions with reasonable, legitimate deadlines. 
to Authors.) Except for abstracts and "no edit" outside 

Use abbreviations shown in USGS telephone directories. reports, manuscripts that have deadlines 
should be accompanied by a memo from 

A mail stop and extension number will suffice for authors at  the the author's branch chief requesting 
same center with the servicing BTR. Out-of-town authors priority. "Deadlinen shown here should be 
please note whether phone number is FTS or commercial date by which author must have report 

Branch chief must initial. NOTE: Abstracts are not included back to meet publisher's deadline. 

under "Outside reports"; all abstracts will be edited. 'I If report was unnumbered, show year of 

For USGS publications, show SERIES (Professional Paper, 
release in parentheses. 

Geologic Quadrangle Map, etc.) and, if applicable, show Information required only for in-house USGS 
SUBSERIES (Studies Related to Wilderness, Contributions to publications. May include computers not 
Geochemistry, etc.). Show SCALE for maps  specifically designated as "word 

For journal reports, show name of journaL processors"; please show both the type of 
For chapters in books not published by USGS, show book title, computer and the wp program used in such 

publisher, and volume editor. cases. If no word processor was used, 
For abstracts and other reports prepared for meetings, show enter "None." 

sponsoring organization and name, date, and place of meeting. 
For other types of reports, explain the form of publication as 

Generally, a full signature denotes approval. 

well as possible. 
Initials mean only that the report has b e e  
seen. 

GPO 802 - 4 7 8  

Reverse 

Divisions, Offices, and Branches, the sequence is a for example, comes after Director's approval. ( 
general one. Water Resources Division reports travel figs. 3 and 4 in section on "Planning and 
a similar path, although the timing differs. Editing, ment for Water Resources Reports" for 
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Figure 6. Manuscript review and approval sheet (routing sheet), front and back, used in the Water 
Resources Division. 
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surprisingly, your responsibilities as author entail The exact form and wording of these sheets ha e 
more than just writing the report. Manuscript review changed slightly through the years, but the con ents 
and approval sheets are shown by figures 5 and 6. have remained basically the same. 1 
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