Arkansas Water Science Center Manuscript Routing Steps (11/21/13)
See the following list of steps and tasks for review of manuscripts.  The intent is to use this list as a guide.  Some deviation from the order shown below is allowable if it adds to processing efficiency for a specific manuscript.

STEP





TASK

Author



Complete best “solo” effort*

Supervisor


Verify that product is suitable for processing

Report specialist

Thorough overall review (light on technical)

Discipline specialist(s)
Overview of technical issues, geologic names review

Ark. WSC colleague**  
Colleague review

Out of WSC colleague**
Colleague review

Report Specialist

Review revised copy and adequacy of responses
Writer-editor


Editorial/verification review, etc.

Illustrator


Consultation/review of pertinent figures

Center Director

Review, transmit to Region for approval

Region
 (BAO)

Approval

Center Director

Scan

Supervisor


Scan

Author
Make final revisions in consultation with report specialist, supervisor, editor, and illustrator as necessary

Author
Puts final files on ftp site and emails link to report specialist

Report Specialist
Sends to SPN

*Author should consult with the writer-editor, illustrator, and report specialist early in the writing/planning process regarding best ways to format text, tables, illustrations.  Although not currently required, early reviews of outlines and concurrence between authors, supervisors, and report staff will usually result in more efficient report preparation and review.
**These can be done consecutively or simultaneously.  Decision to do these reviews consecutively or simultaneously will be made jointly by author, supervisor, and report specialist.  Discuss outside reviewer with supervisor.  Colleague reviewers should have listed major comments (by number) in a memo to the author.  Authors need to respond by memo to each colleague reviewer, listing a response for each numbered major comment.   
