
Format
Apply template and global 

style

Edit 1
Check structure and 

substance

Edit 2
Undertake detailed edit (eg 

for grammar and 
consistency)

Layout
Finalise formatting

Design
Prepare document for 

designer

Proofing
Proofread page proofs

(hard copy)

Verification
Final check

Index

Final document
For print or web publishing

Author queries
Discuss changes and queries 

with author

Author review and 
approvals

Discuss further changes (if 
necessary)

Simple designs
(eg in Word)

Complex designs
(requiring graphic designer)

Liaise with designer

Biotext publication management process
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