FSA’s Printing Procedures for 

New Publications
(These procedures do not pertain to OMB forms, technical or training materials)
Writing Standards:

It is mandatory we use the Department’s writing standards, which are: 
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The latest edition of Merriam-Webster’s Collegiate Dictionary for spelling;
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The Associated Press Stylebook for abbreviations, capitalizations, dates, numerals, usage and titles (contact Joe Aiello for a hardcopy of the Stylebook);
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The Chicago Manuel of Style for reports with bibliographies and footnotes; and

[image: image4.png]



For racial and ethnic terms, see page 24 of the Guide to Publishing at the U.S. Department of Education.  Here is the link:  MS WORD [152K] | PDF [722K].
1.  CONCEPT STAGE:  Before a new publication is created, the business owner must receive concept stage approval from the Office of the Secretary (OS) through FSA Communications.  This typically occurs within five business days after OS receives the concept document or 48 hours upon resubmittal.  To receive concept approval, complete the required form and write a memo to the Deputy Director of Public Affairs justifying the purpose for the new material.  Here is the link to the Department’s Directive for Publications and Audiovisual Product Review System (PARPS) and the form required to submit your new publication concept.  The instructions are on pages 12-13 and the actual form titled, Exhibit A – Publication/Audiovisual Approval Request Form, is on pages 14-15. http://connected1.ed.gov/po/om/executive/print/acs_os_1_102.doc.  The completed form and justification should be sent to Joe Aiello of FSA Communications.

2.  OFFICE OF PUBLIC AFFAIRS: FSA Communications will forward your request to OPA for review by the Department’s Concept Clearance Board.  The Board should reach a decision within five business days or 48 hours upon resubmittal.  The Board meets monthly or more frequently as needed.

3. CONCEPT STAGE APPROVAL: OPA will notify FSA Communications regarding the status of the Concept Clearance Approval.  FSA Communications will notify the business owner.

4.  GM APPROVAL: Once concept stage approval is granted, determine the resources needed for publishing your document by defining the total cost of creating and printing your publication.  For assistance identifying the need, contact Vicki Ryce (design creation) and Pat Treichel (printing costs).  After determining the need, send an e-mail to your General Manager requesting their approval to create and print the publication.  The e-mail should contain the total approximate cost of publication and its purpose.

5.  TEXT/CONTENT and LAYOUT/DESIGN: Once approval is received from your General Manager, you can begin making content updates.  For content updates, you might need information from a subject matter expert (SME).  Record on the Certificate of POC Coordination form, the SME’s who provided updated content and the date they provided it.  OPA’s Certification of POC Coordination form is located on FSAnet.  After all text is completed, you can now layout your publication.  Your publication can be designed and laid out by FSA staff, by OPA’s graphics design staff, by a contractor or by GPO.  For design work within FSA, contact Vicki Ryce, 202-377-3221.  Also, to ensure you are using the correct FSA Graphics/Logo Style Guide, click on this link: FSA Graphics/Logo Style Guide.

6.  EDITING:  Once the text has been updated and before layout design work begins, send two double-spaced hard copy documents and your completed POC Coordination form to Joe Aiello of FSA Communications.  FSA Communications will forward this to Jackye Zimmerman, branch chief of the Editorial Policy, Publications and Printing Branch, within the Office of Public Affairs (OPA).  Jackye will assign your document to an editor for review, with a deadline within which to complete the edit.  The editor returns the marked-up copy, perhaps in a conference with you.  Once agreement on the mark-up is reached, you will make the textual changes.  This completes the editing process for your publication.  No changes should be made to the text of your document after this point.
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An electronic copy of your publication.
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Two double-spaced hard copies of your publication.
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OPA’s Certificate of POC Coordination form.

7.  PROOFREADING: Once your publication is complete, send a hard copy to Pat Treichel for your publication to be professionally proofread.  Pat can be contacted on 202-377-3223.  When your document comes back from the proofreader, Pat will notify you.  If any changes need to be made, make them, and return your document to Pat along with FSA’s Request to Print form.
8.  PRINTING: Pat will walk you though the process as your job goes to CFO, OPA’s printing section and GPO.  Pat will assist you with any required forms.  Once GPO receives bids and selects the printing vendor, the vendor will provide proofs that, if necessary, come back to ED for approval before printing.  This is the last chance to make any necessary corrections.  Once the proofs are approved, the printer will print your job and deliver it to the specified location.
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