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1. Purpose

This procedure establishes Division requirements for the publication and/or presentation of the results of research by Code AU civil service and resident contractor personnel.  These Division requirements shall be followed in addition to the requirements of the Ames Research Center Export Control Program and those specified in APR 7100.1.

2. Scope

This procedure applies to all publications and/or presentations where the author or coauthor is a member of the Flight Vehicle Research & Technology Division.

3. Definitions and Acronyms

	3.1. 
	Abstract
	Summary of a proposed publication or presentation

	3.2. 
	Conference Presentation
	Oral presentation of scientific and technical findings to audiences at professional society meetings

	3.3. 
	NASA              Publication
	Report published by a NASA center.  As part of the NASA Scientific and Technical Information (STI) Report Series, it can be a Technical Publication (TP), Technical Memorandum (TM), Contractor Report (CR), Conference Publication (CP), Special Publication (SP), or Technical Translation (TT)

	3.4. 
	Non-NASA     Publication
	A technical paper, article, abstract of any technical report, or book reporting on NASA research submitted by a NASA employee, contractor, or grantee for publication through a non-NASA channel (e.g., professional society journals and conferences or symposia proceedings)

	3.5. 
	Task Plan Manager
	Person responsible for preparing and executing the Task Plan 

	3.6. 
	Author
	Person responsible for the publication and/or presentation of the results of research and distributing the products to the customer

	3.7. 
	Products
	Reports, technical papers, and conference presentations resulting from theoretical analysis and aeronautical and flight research data

	3.8. 
	Customers
	NASA Program Offices, U.S. aerospace companies, the U.S. Department of Defense, and other Government agencies.

	3.9. 
	Branch Chief
	The Branch Chief or his delegated representative.

	3.10. 
	Division Chief
	The Division Chief or his delegated representative.


4. Responsibilities

4.1
The Author shall:

4.1.1
Ensure that the research products are disseminated in compliance with the Ames Research Center Export Control Program, APR 7100.1, and the additional requirements imposed by this procedure. 

4.1.2
Prepare an abstract, NASA Form 1676 and form ARC 1676A. 

4.1.3
Draft the manuscript for a publication or materials for a presentation. 

4.1.4
For a publication, ensure that a NASA Form 1676, ARC form 1676A and ARC Form 310 are completed in accordance with the instructions on the forms. For a NASA Publication, the author must also submit a completed SF 298. 

4.1.5
For a conference presentation, ensure that the NASA Form 1676 and the ARC form 1676A are completed in accordance with the instructions on the form. 

4.1.6
Schedule and conduct a rehearsal for a conference presentation. 

4.1.7 
Distribute the products to the customer.

4.2
The Branch Chief shall: 

4.2.1
Review abstracts and draft manuscripts for technical accuracy and subject coverage.

4.2.2 Initial the NASA Form 1676 for papers and presentations. 

4.2.3 Sign the ARC 310 Form for papers. For NASA authored papers provide the RTOP and Job Order/WBS numbers.

4.3
The Division Chief shall:

4.3.1 Review abstracts and draft manuscripts for technical accuracy and subject coverage. 

4.3.2 Sign the NASA Form 1676 for papers and presentations.

4.4
The Internal Reviewers, which include the Division Chief, Branch Chief, and technical peers, shall: 

4.4.1
Review the draft manuscript for accuracy and technical coverage of subject. 

4.4.2 Sign the ARC 310 Form. 

4.5 The AU Division Export Control Reviewer shall sign the NASA Form 1676 and initial the ARC 1676A form if the abstract or draft manuscript is approved. 

5. Procedure

The Author shall comply with the requirements of the Ames Research Center Export Control Program and APR 7100.1 when preparing material for the publication and/or presentation of results of research conducted by Code AU civil service or resident contractor personnel.  In addition, the Author shall also comply with the following division-level requirements.

5.1
For abstracts:

5.1.1. Author submits completed abstract and NASA Form 1676 and form ARC 1676A.  For papers that are not NASA reports or are for outside organizations such as the AHS or AIAA, NASA Form 1676 must be completed and approved prior to submitting the abstract to the society. 

5.1.1 If approved, Branch Chief initials the NASA Form 1676.

5.1.2 If approved, Division Chief signs the NASA Form 1676.

5.1.3 If approved, AU Division Export Control Reviewer signs the NASA Form 1676, initials the ARC 1676A form, and retains a copy of the forms.

5.1.4 If approved, the abstract with NASA Form 1676 and the ARC 1676A forms are forwarded to the appropriate NASA Program Office for approval and signature.  The Program Office returns the document to the author.

5.1.5 The AU Division Export Control Reviewer shall obtain Patent Counsel signature on NASA Form 1676.

5.2 For publications: 

5.2.1 The Author completes the draft manuscript.

5.2.2 The Author submits the draft manuscript along with form ARC 310, NASA Form 1676, and the ARC 1676A form.  The draft manuscript must be reviewed by two peer reviewers, the Branch Chief, and the Division Chief for accuracy and technical coverage of subject per ARC 310.

5.2.3 If approved, Branch Chief initials NASA Form 1676 and signs form ARC 310. 

5.2.4 If approved, Division Chief signs NASA Form 1676. 

5.2.5 If approved, AU Division Export Control Reviewer signs the NASA Form 1676, initials the ARC 1676A form, and retains a copy of the forms.

5.2.6 If approved, the manuscript with NASA Form 1676 is forwarded to the appropriate NASA Program Office for approval and signature.  The Program Office returns the document to the author. 

5.2.7 The AU Division Export Control Reviewer shall obtain Patent Counsel signature on NASA Form 1676. 

5.2.8 If the ARC Publications Office’s services are required, the author also submits the final paper with the form ARC 310.  For a NASA Publication, the author must also submit a completed SF 298.
5.2.9 The AU Division Export Control Reviewer shall send a copy of the approved NASA Form 1676 to the ARC Publications Office.  If the ARC Publications Office’s services are required, the author also submits the final paper with the form ARC 310.  For a NASA Publication, the author must also submit a completed SF 298. 

5.2.10 The completed ARC 310, NASA Form 1676, and the ARC 1676A form shall be retained in the Branch Office files.  

5.3 For conference presentations:

5.3.1 The Author shall schedule and conduct a rehearsal after the NASA Form 1676 has the required signatures.  If a written publication accompanies the presentation, the ARC 310 shall be completed and signed prior to the rehearsal.  Rehearsal attendees shall include Division management and the Author’s Branch management.

5.3.2 The Author shall, as a minimum, obtain rehearsal review results from Division management and the Author’s Branch management.

5.3.3 The Author shall prepare the final version of the presentation, incorporating comments and suggestions from the rehearsal as appropriate.

6. Metrics

None required by this procedure.

7. Records

The records required by this procedure are identified in the table below and in accordance with APD1440.1shall:

7.1. Be collected by the Branch Chief

7.2. Be indexed as listed in the table below

7.3. Be accessed via request to the Branch Chief.

7.4. Be filed and stored as hard copies in the Branch Office files

7.5. Be retained at a minimum as listed in the table below

7.6. Be maintained in an office environment

7.7. At the end of their retention period, be disposed of as listed in the table below

	Record Identification
	Indexing
	Disposition
	Retention

	ARC 310
	By Title and Author
	Trashed
	3 Years

	NASA 1676
	By Title and Author
	Trashed
	3 Years

	ARC 1676A
	By Title 
	Trashed
	3 Years


8. Form(s)

Forms applicable to this document:

	Form Number
	Title

	ARC 310 
	Review and Authorization Form for Papers to be Published

	NASA 1676
	NASA Scientific and Technical Document Availability Authorization (DAA)

	ARC 1676A
	Export Control Public Domain Declaration (PDD)

	SF 298
	Report Documentation Page
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