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Memorandum April 23, 1999
To: Dr. Mike Martin
From: Larry Halsey, 1998-99 Chair, IT-PAC
Vernon Parmenter, 1999-2000 Chair, IT-PAC
Re: Recommendation of the Information Technologies Policy Advisory Committee

Documents in queue for the UF/IFAS electronic (edis) publication collection appear to be experiencing
unnecessary delays. The Agronomy Department has assumed greater responsibility for editorial accuracy for
its publications, and has established an internal departmental protocol for its authors. The protocol has been
developed with the input of both EMS and IT offices. The department expedites the processing of its
documents and is satisfied with the accelerated time in placing them in the edis system for print and
web-based access. Nancy Byrd, Administrative Assistant in Agronomy provides the attached departmental
guidelines.

IT-PAC recommends that the Publication Steering Committee adopt the streamlined process developed by
Agronomy Department as a standard for departments within IFAS. We recognize that a long-term change in
the development of a publication preparation data base manager will accelerate document writing and
processing for electronic presentation. This recommendation may alleviate the time delays in the interim.

The Information Technologies Policy Advisory Committee, with Ashley Woods and Dr. Fedro Zazueta
participating, unanimously endorsed this recommendation yesterday, April 22, in its meeting. Ashley Woods
offers EMS assistance to departments who do not have in-house staff to carry out this process

AGRONOMY DEPARTMENT
Plan of Work - REVISED/NEW* PUBLICATIONS

Extension Specialist writes/revises publication.

Peers (usually internally within the department) review publication for technical accuracy.
Information Specialist (department) prepares/tags publication.

Information Specialist (department) reviews publication for consistency of abbreviations, grammar,
spelling, etc.

The author(s) and Extension Coordinator review the tagged publication.

Information Specialist (department) revises publication as appropriate, in consultation with author.
The author(s) approves publication via a signature on the Transmittal Form.

Department Chair and appropriate Center Director approve the publication via a signature on the
Transmittal Form.

9. Simultaneously
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o The department submits a disk containing the publication to IT. Email between IT and the
department documents delivery and receipt of disk.

Z The department delivers the transmittal form and hard copy of publication to Dr.
App=s office for approval and forwarding to EMS. EMS confirms receipt of the
signed transmittal form via email. NOTE: The department does not release
(approve) documents until this confirmation is received. (This step insures EMS
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awareness of the transaction. Unless there is a compelling reason for
withholding approval pending receipt by EMS, this step could be eliminated)

1. IT notifies Information Specialist (department) via email when the document is placed in the review
area.

2. Information Specialist (department) reviews publication and approves document for release if
appropriate. She/he notifies IT via email of document approval.

3. Z
If there is a problem with the publication, the department makes the correction and resubmits the
publication (disk) to IT. The department notifies IT via e-mail of the problem, the correction and the
date the corrected version is sent to them. IT notifies Information Specialist (department) when they
place the revised document in the review area. Repeat Step 11.

o For problems that require IT correction, the Information Specialist (department) describes the
problem via email to IT. IT corrects and places the document in review. Repeat Steps 10 and 11.

1. When the publication is in EDIS, IT notifies Information Specialist (department) via email.
2. EMS requests e-mail notification when documents go online so the publication folder can be "closed
out."

NOTE: All e-mail between a department and IT must contain the department publication number, the
DLN (digital library number) and the publication title.

*New Publications

If time permits, a formatted copy of the new publication is sent to EMS for editing. After editing,
EMS faxes a copy of the new publication with comments and suggestions to the department. The
Information Specialist (department), Extension Coordinator and author review the suggested
corrections/changes. The new publication is revised as appropriate and Step 7 is initiated.

If time does not permit editing by EMS, the new publication is carefully reviewed by the
Information Specialist and the Extension Coordinator.
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