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18 November 2003

Policy and Guidance Memorandum

Subject:  PUBLICATION POLICY AND PROCEDURES
1. PURPOSE. This Memorandum establishes the NOAA Office of Research and Applications policy regarding the publication of papers, books, manuscripts, articles and other written documents for open publication in either peer or non-peered reviewed publications.
2. PROCEDURE. 

a. REVIEW BY BRANCH AND DIVISION CHIEFS. All materials intended for publication will be reviewed first by the employee’s branch and division chiefs to ensure the quality, content, format, and writing style comply with the intended publication guidelines and the content reflects standards indicative of NOAA’s reputation for quality. The branch and division chiefs will also review the manuscript sentences and phrases (1) to ensure clarity, (2) to limit misunderstandings, and (3) to reduce or avoid conflicts/confusion with administrative policies or politically sensitive language. High quality scientific manuscripts do not intentionally embody ‘charged language’ and other politically sensitive phrases in describing rigorous analytical processes and results. NOAA and the Office of Research and Applications would like to continue our tradition of objective scientific analyses and thought by avoiding emotional language in describing our work.
b. OBTAINING RELEASE-FOR-PUBLICATION AUTHORITY. Once the manuscripts are in final form and have been reviewed by the division/branch chiefs, they will be forwarded to the front office for review and the final release-for-publication authority signature by either the Office Director or Deputy Director. The routing slip on the folder must clearly show the manuscript has been reviewed by the branch and division chiefs prior to being forwarded to the front office for review. A front office file copy must accompany the request for review and release-for-publication authority. If neither the Office Director or Deputy Director are available to the give the final release-for-publication authority, the most senior division chief available may sign the coordination sheet and release the manuscript for publication in lieu of the Office Director or Deputy Director.
c. FILE COPY. The file copy of the final manuscript along with the cover sheet, and signed routing slip will be saved for future reference. The cover sheet will contain the signatures of all reviewers. The final (last) signature will be the release-for-publication authorization signed by the Office Director, Deputy Director or senior  Division Chief if neither the Office Director of Deputy director are available. In all cases, at least three people will have reviewed the publication manuscript. (See attached example of cover sheet)
3. SUMMARY OF PUBLICATION CRITERIA BY SUBJECT:

a. Publications from full or part time government employees.

i. All government employees must have their manuscripts approved before final submission for publication.

ii. All government employees must acknowledge their relationship to the government organization to which they are assigned as appropriate for the publication format. This acknowledgement may be in footnotes, on the author line or in short biographies as appropriate for the intended publication.

b. Publications developed under grants awarded or the cooperative institutes.

i. All manuscripts developed under a grant or cooperative institute must include an Acknowledgement that contains a reference to the funding agency and the appropriate disclaimer (See paragraph on disclaimers).
ii. Paragraph b. assumes there are no government employees as primary or secondary authors on the manuscript
c. Publications with full or part time government employees as primary or secondary authors on manuscripts in association with cooperative institutes or grants.
i. All government employees must have their manuscripts approved before final submission for publication.
ii. All government employees must acknowledge their relationship to the government organization to which they are assigned appropriate for the publication format. This may be in footnotes, on the author line or in short biographies as appropriate for the intended publication.

d. Personal publications developed by government employees during non-duty hours whether under grant, commercial development or any other form of payment. This section also applies non-paid, non-profit, or activities that may be considered a hobby.
i. May not use government equipment or resources

ii. May not be developed during regular government duty hours

4. FILE COPY. A file copy of the final version of all papers submitted for publication will be provided when the manuscript is forwarded to front office for signature. A cover sheet on the file copy of the manuscript will provide information about the where the paper will be submitted with appropriate contact information as well as the title of the publication and its abstract.
5. DISCLAIMER NOTICES
a. All publications will carry an Acknowledgement prior to the bibliography or references giving credit to the funding agency, the contract and indicating the statements contained within the manuscript are not of the opinions of the funding agency or the U.S. government, but reflect the authors opinions.

b. Example disclaimers:

Example 1: For Grant or Contract Supported Publications With or Without Government Employees as Authors
ACKNOWLEDGEMENTS
This study was supported and monitored by the Office of Research and Applications of the National Oceanic and Atmospheric Administration (NOAA) under (Grant or Contract) Number XXX-XXX-XX-X.

The views, opinions, and findings contained in this report are those of the author(s) and should not be construed as an official National Oceanic and Atmospheric Administration or U.S. Government position, policy, or decision.

Example 2: For Any Publications With Government Employees As Primary or Secondary Authors
ACKNOWLEDGEMENTS
The views, opinions, and findings contained in this report are those of the author(s) and should not be construed as an official National Oceanic and Atmospheric Administration or U.S. Government position, policy, or decision.

6. COVER SHEET

The cover sheet should contain the signatures of the three manuscript reviewers. The final (last) signature is the release-for-authorization signature. Publications may be sent to the appropriate publisher after the release-for-authorization signature is obtained.

The cover sheet should fit on one page (separate from the manuscript) and contain the following information:


Author(s)


Title


Short Abstract


Certification Statement


Three signature blocks

Example Cover Sheet:
Request for Release of Publication Manuscript
Author(s):

Title:

Short Abstract:

Certification:

I certify that I have read the manuscript named above in its entirety and find it acceptable to release for open publication. I concur that the principles or findings in the paper are representative of quality research, education, or outreach materials worthy of scientific review or useful for educational or outreach purposes in the open literature. I also certify that the appropriate acknowledgement disclaimer has been included in the manuscript to indicate the funding source and that the manuscript content are solely the opinions of the author(s) and do not constitute a statement of policy, decision, or position on behalf of NOAA or the U. S. Government.
__________________________________



DATE: ___________

Branch Chief Signature

__________________________________



DATE:___________

Division Chief Signature

__________________________________



DATE:____________

Office Director or Deputy Director
