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REVIEW AND 

AUTHORIZATION RECORD 
INSTRUCTIONS 

ARC 310 is used for Ames scientific and technical publications (as defined in NPG 2200.2A, “Guidelines for 
Documentation, Approval, and Dissemination of NASA Scientific and Technical Information”) – namely, NASA 
formal series reports (Technical Papers (TP), Technical Memoranda (TM), Special Publications (SP), 
Conference Publications (CP), Contractor Reports (CR)). This form is also used for non-NASA documents 
(Journal Articles (JA), Meeting/Conference Papers (MP), Posters (PS) and Websites (WS)).  
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 JA – Journal Article 

 MP – Meeting/Conference Paper 

 PS - Poster 
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Security 
Classification  

   Unclassified 

   Confidential  

   Secret 

       
Specify name of journal or the society, date, and location of Meeting/Conference. 

REVIEWERS APPROVAL 

Manuscript satisfies Criteria for Publication Numbers 1 and 2 below. (Peer review not required for non-NASA 
customer reviews.) 

               
Signature  Date 

               
Signature  Date 

MANAGEMENT APPROVAL OF PUBLICATION (Branch Chief or Responsible Manager) 

Manuscript satisfies Criteria for Publication Numbers 1-4 below, and 53.ARC.9.2.1. 

               
Signature  Date 
CRITERIA FOR PUBLICATION 

To achieve the highest practicable standards in the documentation of scientific and technical information resulting from 
NASA or NASA-sponsored endeavors, each proposed publication, in conformance with the type of publication and as 
appropriate to its nature, must be subjected to scientific, technical, and editorial reviews. These reviews are to ensure that: 
1. Scientific and technical coverage of the subject is complete and accurate and the text and figures are adequate for a 
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clear understanding by the scientific, technical, or professional audience addressed. 
2. Information contained in the publication is of sufficient scientific and technical merit to warrant release. 
3. Scientific or technical content results from NASA or NASA-sponsored effort. 
4. Papers containing security-classified or proprietary information are appropriately identified and marked. 

 
PUBLICATIONS OFFICE REQUIREMENTS 
The Editorial Support Office (Code JIL) provides support for manuscript editing and arranges for manuscript 
preparation, graphics preparation and printing/binding for NASA formal series reports, external publications and 
miscellaneous documents. 
 
To publish a NASA TM (Technical Memorandum), CP (Conference Publication), or a journal article or meeting 
paper, bring the required Forms ARC 310 and NASA 1676 (Document Availability Authorization) with the 
manuscript to Bldg. 241, Room 102. The NASA editor will provide a NASA STI regulatory number and 
information to help the author locate editing and manuscript preparation services. To publish a TP (Technical 
Publication), SP (Special Publication), (CR) Contractor Report, or other miscellaneous documents such as an 
annual report, a Service Request (ARC 73) is required along with the ARC 310 and NF 1676. The Editorial 
Support Office will arrange for editing, manuscript preparation, graphics and final preparation for 
printing/binding. 
 
If the author is unable to reach anyone at Ext. 4-6512, the document and required forms can be taken to the 
Documentation Development Division Take-In Desk in the lobby of Bldg. 241. Someone will contact the author 
within 48 hours. The required forms are available ofn the Ames Internet at http://server—
mpo.arc.nasa.gov/Forms/AEFS/AEFSServices.html 
AUTHOR’S INSTRUCTIONS TO PUBLICATIONS OFFICE (Check required services below) 

 Format according to publisher’s requirements and/or NASA standards: 
? References, equations, figures and tables must be mentioned in order and consistent throughout the 

document. 
? Place references in proper format. 

 Light edit: In addition to the items under format, correct grammar and punctuation 
? Check spelling and subjective agreement. 
? Check figures and tables for proper titles, labels, and units of measurement. 

 Substantive Edit: In addition to the above, rearrange syntax and improve readability. 
? Suggest rearrangement of paragraphs, sections, figures, tables, etc., if necessary. 

Additional requirements:        

AUTHOR APPROVAL OF EDITING 

Manuscript has been edited according to my instructions and is ready for final formatting. 

               
Signature  Date 
AUTHOR APPROVAL OF PROOF COPY 

Manuscript is correct and may be printed and distributed. 

               
Signature  Date 
DISTRIBUTION OF PRINTED DOCUMENT 
NASA Formal Series Reports: 
 Copies received from Repro:        
  Date 
 Author’s Copies:       
 Center for Aerospace Information (CASI): 2 
  If color in document or if not 
  8 1/2 x 11 inches in size (15 copies) 

Journal Articles or Meeting/Conference Papers: 
 Copies received from Reprop:        
   Date 
 Author’s Copies:       
 Original and/or copies required by Journal or 
  Meeting/Conference:        
 CASI:  2 
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 NASA field installation libraries:  7 
 JIL file copy 1 
 Commercial Technology Office 1 
  (MS 202A-3) 

 JIL Library 1 
 JIL file copy 1 
 Commercial Technology Office 1 
  (MS 202A-3) 

 


