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IX. Production: Getting the Issue to Press 
Beyond the depth and scope of the ideas a manuscript presents, manuscripts are 

judged on their clarity. Accepted manuscripts are generally well-written and well-
structured papers whose content will be of interest to a wide segment of the ASA 
readership. 

A. COMMUNICATING WITH AUTHORS DURING THE PRODUCTION PROCESS 

It is important that the editor communicates regularly with the authors of accepted 
manuscripts during the publication process. The editor should make sure that authors are 
clearly aware of the production schedule, the issue in which their article will appear, and 
the editor’s and authors’ responsibilities in making this happen. The editor should be 
aware of the authors’ travel schedules, as travel can interfere with an author’s 
responsibilities. It is useful to have on hand some standardized letters and forms to 
streamline this communication. Appendix Q shows some examples. 
 

B. ASA STYLE AND REFERENCE LIST FORMAT  

ASA publications require a common style. The format for references must ensure that 
authors acknowledge prior works so that readers can easily recover these same sources. 
Editors can most easily achieve these objectives by becoming familiar with and adhering 
to ASA style as represented in the official ASA Style Guide. A copy of the style guide is 
provided to every incoming editor of ASA publications. 

For guidance on style and usage matters not covered in the ASA Style Guide, editors 
should refer to The Chicago Manual of Style (most recent edition), published by the 
University of Chicago Press. Another excellent reference source for usage guidance and 
spelling is the Merriam-Webster Collegiate Dictionary (again, refer to the most recent 
edition), which is available online or in hardcover. When there is uncertainty regarding 
the spelling of a word in text, editors should select the first spelling presented in the 
dictionary. 

C. PREPARING MANUSCRIPTS FOR PRESS  

Although the editorial office does not undertake major revisions or rewriting of 
manuscripts, it is ASA policy to edit manuscripts and book reviews accepted for 
publication thoroughly in accordance with the accepted rules of correct grammar, usage, 
spelling, and punctuation. In addition, ASA style includes deleting redundant words and 
phrases and Americanizing all spelling. Sections of a manuscript that are unclear should 
be highlighted in editing for rewriting by the author. This is generally done by the 
publication’s managing editor or by the publisher’s copyeditors.  

The editorial office returns all edited manuscripts to authors (either in hard copy or 
electronic form) for a final review before the articles are typeset. Authors should be 
instructed at this time to examine their manuscripts carefully for clarity and consistency 

http://www.asanet.org/documents/journals/pdfs/editors/Appendix_Q_Author_Communication.pdf
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and to ensure that none of the editing changes have altered the meaning they intended. 
Editors should keep in mind that most printers and publishers will require a “clean” 
manuscript file for typesetting, so the electronic file must be made as perfect as possible. 
Many editors require authors to prepare the final electronic copy, which is then proofed 
by the managing editor prior to typesetting. The ASA Executive Office does not require 
that editors send final typeset proofs to authors.  

For details on manuscript preparation that are not covered here or in the ASA Style 
Guide, see The Chicago Manual of Style. Appendix R presents a checklist of things to be done 
before an issue goes to press. 
 

D. RELATIONS WITH THE PUBLISHER  

ASA journals and other serial publications are produced by an external publisher, so 
manuscripts must be sent to production on a regular schedule. Allow enough lead time 
for journal issues to be published on time. The publisher will guide editors on setting the 
production schedule for each issue. It is important that editors understand early in their 
editorship their specific responsibilities and the lead times the publisher, so editors are 
wise to develop their relationship with the publisher during the first weeks of their 
editorship.  

At this time, most ASA journal offices work directly with the publisher in preparing 
journal issues for press. Here are some steps that are generally followed: 
1. Final version is copyedited: This can be done by the journal’s managing editor or by 

the publisher’s copyeditors electronically in a word-processing program (e.g., with 
“track changes” turned on to show the editing on screen and on the printed page). 

2. Copyedited version is sent to the author for approval or final changes: The author 
can make changes in the editing at this point. The editor should stress that only under 
special circumstances will any further changes be allowed later in the production 
process. Editors usually ask authors to return a “clean” file to the editorial office. 

3. The author-approved copyedited version is prepared to send to the publisher for 
typesetting: Generally this is the responsibility of the publication’s managing editor 
and involves checking to make sure that all changes were made in the word-
processing file itself and carefully proofreading to make sure that no errors have crept 
into the file. Running the spell-check function at this point is a good idea, as is 
checking to make sure that all citations in the text appear in the reference list, and vice 
versa.  
 In addition, footnotes are generally placed at the end of the file. Also, attention 
should be paid to special characters throughout the manuscript to ensure that they 
appear correctly in the typeset copy. For example, en-dashes are used instead of 
hyphens for minus signs and ranges of numbers. “Symbol” font is used for Greek 
characters. Spaces should be entered around equal signs and other mathematical 
operators. Em-dashes should be entered where required. On these details, editors 
should be guided by the publisher, and can also refer to The Chicago Manual of Style. 
Files generally can be sent electronically to the printer or publisher’s FTP site. 

http://www.asanet.org/documents/journals/pdfs/editors/Appendix_R_Checklist.pdf
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4. Artwork: All art must be submitted electronically, be compatible with the publisher’s 
production system, and be high resolution. On this, again, editors should consult with 
the publisher. 

5. Specify the order each article is to appear in the issue: The publisher will create the 
table of contents based on the editor’s list when all articles are typeset. 

6. Changes to standing pages: Any changes to “standing pages” (i.e., those that give post 
office information, subscription rates, and so on, generally on the inside front cover of 
journal issues), must first be cleared with the ASA Executive Office. (ASA’s second 
class mailing permit depends on the inclusion of correct information in each issue of 
every journal.) In addition, a “Statement of Ownership” form must appear in one issue 
during a volume year. The publisher will see that this is published in the appropriate 
issue. 

7. Notice to contributors: Once or more each year, a “notice to contributors” should be 
published. This notice details the steps an author should take to submit a manuscript 
to the journal. See Appendix J for an example.  

8. Index, acknowledgments, errata: At the end of each volume year, many ASA journals 
publish a list of the names of those individuals who have reviewed manuscripts 
during the previous year, thanking them for their contributions. In addition, a volume 
index should appear in the last issue of the volume year. Some publications print 
errata for the entire volume in the last issue as well. 

E. TRANSFER OF COPYRIGHT AND REPRINT PERMISSIONS 

Each article submitted to an ASA publication remains the property of the author(s) 
until a formal transfer of copyright is made. Thus, all authors whose articles are accepted 
for publication in ASA journals are required to sign a transfer of copyright to ASA as a 
condition of publication. Authors (and co-authors) return these contracts to the editorial 
offices, and editors must have these signed forms in their possession before the article 
goes to press. 

When an article is accepted for publication, the editor must send two copies of the 
transfer of copyright agreement to the author(s)—one to be sent to the publisher before 
publication and one for the author to keep.  No journal issue is permitted to be printed 
without all transfer of copyright agreements signed and in the possession of the publisher. 
(See Section VI, A, 3, for more on copyright and refer to Appendix K for a copy of the ASA 
copyright transfer form.) 

Reprint permissions for published articles are handled by the publishing partner 
(SAGE or Wiley) unless the article was published prior to 1999.  While the ASA allows 
reproduction of its copyrighted material for teaching and research purposes without 
permission and without fee, that policy does not extend to electronic reproduction or 
distribution, or to reprinting an ASA article in a volume to be published and sold. See 
Appendix S for details on ASA policy and procedures as they apply to reprint 
permissions. 
 

http://www.asanet.org/documents/journals/pdfs/editors/Appendix_J_Notice_to_Contributors.pdf
http://www.asanet.org/documents/journals/pdfs/editors/Appendix%20K_Transfer_of_Copyright_Form.pdf
http://www.asanet.org/documents/journals/pdfs/editors/Appendix_S1_Policies_on_Reprint_Permissions.pdf
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F. VOLUNTARY PAGE CHARGES 

The publications policy of the ASA includes a system of voluntary page charges 
solicited from authors of articles appearing in ASA publications. This policy is designed to 
help ASA offset mounting publication costs. ASA requests a rate of $20 per standard 
published page (approximately 6” x 9”) to be paid entirely at the discretion of the author(s) 
and presumably out of funds provided for this purpose in research grants. ASA also 
encourages authors unable to pay the page charge to make a voluntary contribution of 
any amount toward publication costs. 

Voluntary Page Charge forms (see Appendix T) should be sent to authors by the 
editorial offices once an article has been accepted for publication. Forms should be 
returned by authors directly to the Executive Office.  

The editor should not raise the question of payment of voluntary page charges until 
after an article has been accepted for publication. Payment or nonpayment has no bearing 
whatsoever on the editorial process or the publication schedule. This is a matter between 
the author(s) and the Executive Office, so the editor will not even be informed of the 
outcome. 

http://www.asanet.org/documents/journals/pdfs/editors/Appendix_T_Voluntary_Page_Charge_Form.pdf

