Revised November 6, 2016



        Research Laboratory: Shelly Peyton
Peyton Lab Manuscript Writing Guide

1. With Prof. Peyton, map out a general figure outline, alongside a map of the story for the paper.

· This step is critical for determining whether or not there is a complete story, ready for manuscript preparation.  This may be a step students can skip once they have experience writing papers, but for first 1-2 manuscript preparations, this must be done in collaboration with Prof. Peyton.  Check with Prof. Peyton on the necessity of this step before automatically progressing to step 2. 
· At this meeting, discuss a preliminary author order for your manuscript, and make sure you have discussed all the proposed figures with your co-authors.
2. At an all-member (graduate students + postdocs + PI) group meeting (which you schedule), present all figures and a detailed outline.

· The point here is to clearly state the point of the paper and then to outline figures that support that point.  The members of the group will be evaluating this.  Did you convince us of your point; do the figures presented lead us to conclude you are right at your point?
· Make certain to all co-authors that may not be members of the Peyton lab to this meeting. Although it is ideal for all Peyton lab members to be present at this meeting, it is absolutely necessary for all proposed co-authors to attend, so prioritize their engagement above the lab if necessary.
Though it takes creativity and experience, it’s possible that reporting results of your experiments out of chronological order may actually lead to a much more impactful, clear, and compelling story. Keep this in mind. Also know what specifically you want to teach the scientific community. Do not leave group meeting until you have a clear plan. It’s possible that you may need to do additional experiments and clean up figures before getting approved to go on to Step 3.  It’s also possible that you will have to repeat Step 2 before moving on to Step 3.
3. Write and rewrite the manuscript (likely 2 or more iterations, on your own), then give a hardcopy to Prof. Peyton. 
· This is to make sure the ideas from 2 above are accurately conveyed in the paper.
· The better form your first draft is in for this step, the easier the editing and revisions will be.  Take care with this first draft!

· If this is your first paper you should discuss a general outline for the introduction and the discussion with Prof. Peyton before you begin. Crafting these two sections is often the most difficult step for young writers and takes effort and patience.

· Make sure to include co-authors in this manuscript preparation step. All co-authors need to have seen this draft to give broad comments before Prof. Peyton reviews it.
While in Step 2 the entire group focused on the contents and the experiments of the manuscript, in Step 3 you and Prof. Peyton will focus on the flow and format of the paper.  At this point, Prof. Peyton will give broad comments about story outline and figures, but no grammatical editing. 
4. Rewrite the manuscript based on your comments from Prof. Peyton, then give a hardcopy to two readers (fellow graduate students or postdocs in Peyton lab), as well as Carey Dougan (lab manager who will serve as a third reader).
· Before you pass along your manuscript to reviewers, give the document to your student/post-doc co-authors for another round of revision.

· These editorial readers should act like reviewers and focus both on flow as well as grammar and sentence structure. Although it is critical to fix grammatical errors at this point, don’t forget to be the scientific reviewer. 

· At this point, the draft should flow without any major sentence structure or grammatical errors.

Rewrite it then with this feedback in mind before proceeding to Step 5. 
5. Write a draft based on the readers’ feedback. Seriously discuss whether it’s good enough for the rest of the group and Prof. Peyton to read it.

· If your readers request a second draft to polish the first edits, double check the flow, and create a better document, please provide it to them. It is possible that several iterations of editing will transpire before moving onto step 6. This is critical for the next and final stage of the process. 

· Make sure to consult with co-authors (students and postdocs, not necessarily PIs) on the preparation of this final version. 
All supporting information should be written, references complete, figures spotless, and major spelling or grammatical errors fixed. If there are major arguments between the author and the readers that can’t be solved easily, plan a meeting with the author, the reviewer in question, and Prof. Peyton to discuss. Finally, as stated in group meeting, the quality of this draft will be the responsibility of the author and the two readers. 
6. If there is agreement between the author and the reviewers that the draft is good enough to be submitted, give a hardcopy to Prof. Peyton to read. 

· This step should be treated as if it will be the FINAL VERSION to be submitted to the journal, NOT a version of the paper for Prof. Peyton to edit.
Make any corrections suggested, then send out to the group.
7. If there is agreement between the author and reviewers that the draft is good enough to be submitted, give a hardcopy to the rest of the group and Prof. Peyton. Agree on a date when everyone can meet. 

· Make certain to include co-authors that may not be members of the Peyton lab to this meeting.

· By this point, you have an excellent draft; however, this is the most important part of the process since it should be the final step.  Everyone has read the paper and now we meet to read it aloud and fix it line by line.  At the end of this, if you have done a good job on steps 1-6, you have a paper, which is ready for submission.  If you did not do well with steps 1-6, then this part is much more difficult, and everyone is frustrated.  
This final step will likely take around four hours for everyone to discuss the full paper and prepare it for final submission. Even if the manuscript seems perfect, this meeting is critical because it is the only time when the whole group has a chance to hear it be read out loud and to discuss it. Give the group 7 days to read the paper before this final meeting, so they have plenty of time to adequately read the manuscript and prepare for this final walkthrough.

8. Submit paper

· After step 7, you should be ready to make final changes and submit the paper.  You should first make all the line-by-line changes, then print out the paper, and read through it again line-by-line to make any last minute error fixing.  

· Prof. Peyton (and potentially will be in charge of writing a cover letter and providing a list of recommended reviewers.
· Submit.

9. Revisions.

· In all but extremely rare instances, revisions will be required by the journal office before acceptance.

· Carefully read through the revisions requested by the journal reviewers.  In most instances, these reviewers are commenting on ways to improve the manuscript, so treat the reviewers as colleagues, not combatants.
· Prepare a response to reviewers, and a plan for any experiments required, and discuss with Prof. Peyton before re-submission.  It is possible that Steps 4-8 will need to be repeated before re-submission.  Make sure to consult with co-authors during this preparation.
