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Authorship Policies

• Authorship of scientific papers is one of the most 

contentious issues in research ethics

– Honorary authorship – named author who has not 

made a significant contribution

– Ghost authorship – failure to name someone who made 

a significant contribution

– Big-team Science and many multiple authors

– Handling disputes and dissenting opinions

Coles et al., 2023; Resnick et al  2016 Copyright 2024 ICTR Team Science Core



Collaboration Planning Intervention

Copyright 2024 ICTR Team Science Core(Rolland et al., 2020)



International Committee of Medical Journal 
Editors (ICMJE)

• Substantial contributions to the conception or design of the work; 
or the acquisition, analysis, or interpretation of data for the work; 

AND

• Drafting the work or revising it critically for important intellectual 
content; 

• AND

• Final approval of the version to be published; 

AND

• Agreement to be accountable for all aspects of the work in 
ensuring that questions related to the accuracy or integrity of any 
part of the work are appropriately investigated and resolved.

Coles et al., 2023; Resnick et al  2016 Copyright 2024 ICTR Team Science Core
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Zhang San: Conceptualization, Methodology, Software

Priya Singh: Data Curation, Writing-Original draft preparation

Wang Wu: Visualization, Investigation

Jan Jansen: Supervision

Ajay Kumar: Software, Validation

Sun Qi: Writing – Reviewing  and Editing

Reproduced from Brand et al. (2015) Learned Publishing 28(2) 

(https://www.elsevier.com/researcher/author/policies-and-guidelines/credit-author-statement)

Contributor Roles 

Taxonomy

(CRediT)

This Photo by Unknown Author is licensed under CC BY-SA-NC Copyright 2024 ICTR Team Science Core

https://www.editage.co.kr/insights/how-journals-are-using-credit-to-capture-author-contributions-in-editorial-manager
https://creativecommons.org/licenses/by-nc-sa/3.0/


Example: Promoting Equity, Inclusion, and 
Efficiency

• CHARM

– Multi-disciplinary, Multi-Institutional genomics 

implementation study

– 75 members

– 10 institutions

– Multiple time zones
“Halfway through the study, discussions about 

manuscript planning revealed variations in expectations 

regarding authorship and manuscript development.”

Lewis et al. (2023)
Copyright 2024 ICTR Team Science Core



• Virtual Small Group Meetings

– What does authorship mean to you? Why is it important?

– What has been your experience in the past?

– What challenges have you experienced?

– What processes may help to address challenges that arise?

• Large Group Meetings

• Shared Drafts of Authorship Guidelines

Example: Promoting Equity, Inclusion, and 
Efficiency

Lewis et al. (2023)
Copyright 2024 ICTR Team Science Core



1. Clarify roles and 

responsibilities of authors

2. Articulate values and 

principles

3. Establish infrastructure to 

support manuscript 

development

Example: Promoting Equity, Inclusion, and 
Efficiency

Lewis et al. (2023)
Copyright 2024 ICTR Team Science Core



1. Clarify roles and 

responsibilities of authors

2. Articulate values and 

principles

3. Establish infrastructure to 

support manuscript 

development

Example: Promoting Equity, Inclusion, and 
Efficiency

Lewis et al. (2023)

Equity

• Distribute authorship among those guiding key 

aspects of study

• Encourage junior members to be first author with 

seniors as mentors

• Lead authors are expected to identify second and 

third authors and up to two more senior authors

Inclusion

• Consider who has been active on project related to 

the manuscript when nominating as coauthor

• Ensure larger team is aware of manuscript(s) in 

progress

Efficiency

• Be realistic about capacity of team leaders to lead 

papers

• Be realistic about your own capacity to commit to a 

project

• Commit to full engagement in manuscript 

development

Copyright 2024 ICTR Team Science Core



Activity: Developing an Authorship Policy

• Describe your team’s approach to authorship

• Does your team have an official policy?

• What factors are important for your team in determining 

authorship?

• Has your team experienced conflict related to authorship?

• How was it resolved?

Copyright 2024 ICTR Team Science Core



How can we improve?

Questions?

Copyright 2024 ICTR Team Science Core
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Resources

• CAIRIBU Collaborative Science Tools

• CAIRIBU Collaborative Planning Template

• Elsevier Contributor Roles Taxonomy (CRediT) Statement

https://cairibu.urology.wisc.edu/collaborative-science/
https://cairibu.urology.wisc.edu/wp-content/uploads/sites/1064/2023/08/Collaboration-Planning-Handout-with-templates.pdf
https://www.elsevier.com/researcher/author/policies-and-guidelines/credit-author-statement
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How to format your manuscript for the best results

Marie Fleisner, Editorial Specialist

Marshfield Clinic Research Institute

Manuscript Manufacturing 



Marshfield Clinic Research Institute

• Writing your manuscript can be as 
difficult and time consuming as 
conducting your study.

• But simply writing your paper isn’t 
enough. You want your paper to 
stand out.

• Careful preparation is key to avoiding 
some common mistakes that can 
prevent your paper from being 
published.

• Identifying the proper target journal 
is key; AND…

• Following the Journal’s author 
guidelines is essential.

Preparing Your Manuscript for 
Submission

18



General Structure of a Scientific Manuscript

• Title Page

• Abstract
• Keywords

• Introduction

• Materials and Methods

• Results

• Discussion

• Limitations

• Conclusion

• Reference List

– Appendices

• Tables & Figures

Structure and Style



Marshfield Clinic Research Institute

Identifying a Suitable Journal
A. Use keywords from your article in Google or PubMed to 
first identify some journals or use Journals from your 
reference list

B. Go to the journal’s website and read the "Aims and 
Scope" sections. Read some articles in the journal. 

C. Search the Web of Science Master List 
(https://mjl.clarivate.com/home) or use available 
publisher services such as Elsevier’s Journal Finder 
(https://journalfinder.elsevier.com/) where you can search 
by abstract or keywords.

D. Use Think. Check. Submit. 
(https://thinkchecksubmit.org/), a simple checklist 
researchers can use to assess the credentials of a journal or 
publisher.

E. Start with what you have read. You should already be familiar 
with published studies similar to yours.

https://mjl.clarivate.com/home
https://journalfinder.elsevier.com/
https://thinkchecksubmit.org/


Marshfield Clinic Research Institute

Identifying a Suitable Journal
Additional factors to consider:

A. The topics the journal publishes. 

A. Is the scope and topic narrowly defined with a specific focus or 

broad and general?

B.  Is the content research-based and analytical with the aim of 

creating new knowledge? 

B. The journal's target audience. ...

C. The types of articles the journal publishes. ...

D. Length restrictions for articles. ...

E. The reputation of the journal. Consider the prestige of the 

authors that publish in the journal and whether your research is of a 

similar level.

F. Time to publication:

A. Does the journal usually publish articles quickly? 

B. Is the “time to publication” important for you?

C. Do you need the paper for a grant or for tenure?



Marshfield Clinic Research Institute

Identifying a suitable journal – Impact Factor
1. Don’t start “too high”

• Don’t be dazzled by the Impact Factor

• These journals receive thousands of 
submissions and are very competitive, so your 
research must meet their standards

2. However, avoid starting “too low”

• Submitting to a low or no-impact-factor journal 
may get easy acceptance, but if your work is 
important, it may not receive the long-term 
recognition it deserves

3. Open Access Journals/Fees

• Open access allows anyone to read your article, 
free of charge, online, which can make your 
article more likely to be read and cited.

• Be sure you have the funds to pay

• Fees can range from<$1,000 to >$10,000



Marshfield Clinic Research Institute

Beware of Predators Tips for Identifying Predators

• Beware of unsolicited emails 

• Consult with the medical reference librarians

• Carefully review the journal’s website and 
editorial board; if possible, try to contact an 
editor

• Look for the peer review process and 
publication timelines

• Search for the journal on PubMed, Medline, 
Scopus, Web of Science.

• Sources for identifying an appropriate 
journal:

• Journal/Author/Name Estimator (JANE) 
http:www.biosemantics.org/jane/

• Scimago Journal & Country Rank (SJR) 
scimagojr.com/journalrank.php
• Directory of Open Access Journals (DOAJ)

       https://doaj.org

With the increased launching of publications 
and publishers, it can be difficult to 
distinguish between a predatory journal and 
a legitimate open-access journal.

Predatory is defined as ““those that 
unprofessionally abuse the author-pays 
publishing model for their own profit”(Beall 
2012).

https://doaj.org/


Marshfield Clinic Research Institute

Format and Style

Go to the of the section of the Journal’s website called 
“Author Instructions” or “Guide for Authors.” This will give 
you the specific details for manuscript preparation and 
formatting.

a. Most author instructions are very detailed and will 
tell very specifically what the requirements are, 
including manuscript components and word count.

b. Tip: Downloading a sample article from the journal 
will be helpful in formatting the paper.

• House style is how a paper is laid out-the section 
headings, word count and referencing convention 
used.

• Author instructions will provide for any word limits for 
the specific manuscript type (case report, original 
research, review, etc.) as well as for types of 
manuscripts not accepted. (For example, some 
journals do not publish case reports.

*If unsure, send a query 
to the journal editor or 
editorial office. Editorial 
staff will be able to answer 
your questions, saving you 
time by ensuring your 
manuscript is the right fit 
for the journal.



Marshfield Clinic Research Institute

Format and Style

• Read examples of articles in the journals you are considering to be sure your 
article is a good fit.

• Read and follow the author guidelines.

• Types of articles accepted (don’t submit a case report if the journal doesn’t 

accept case reports)

• Word count (if the word limit is 2000 words and you submit a 5000 word paper, 

your paper will be rejected)

• Language/Tense—past, present, future

• Third vs first person

• Referencing convention (AMA vs Chicago vs APA vs Vancouver)

• Format your references in the journal’s designated style. 

• Many journals use the ICMJE style guidelines for manuscript preparation. 
(http://www.icmje.org/manuscript_1prepare.html ) This is a good site that 
gives basic manuscript preparation information.

• Reference/bibliography software can be a benefit (i.e., Endnote, RefWorks, 
Mendeley, etc.)

• Assistance from an editorial specialist (at MCRI, it’s free!)

http://www.icmje.org/manuscript_1prepare.html


Marshfield Clinic Research Institute

Step 2: Format and Style
Units of Measure: Generally, units of measure (length, height, weight, volume, 
etc.) should be reported in metric units, unless otherwise specified by the journal. 

Numbers: General rule is when using a number <10, it should be spelled out (three 
instead of 3.) However, if referring to an age…a 3-year-old child… or a unit of 
measure…3 years, 3 inches…then the numeral is used. A numeral should never begin 
a sentence; the sentence should be rewritten so the number doesn’t come first. If 
this is not possible, then the number should be spelled out. A number containing a 
decimal or fraction should be a numeral (not spelled out) such as 1.5.

Abbreviations/Acronyms: Some abbreviations/acronyms are universally known 
(such as DNA, RNA, URL, COVID-19); however, most acronyms must be spelled out 
at their first use. Some authors, due to their field of expertise, may believe that an 
acronym is known by everyone, but it’s really not. 

• The spelled-out abbreviation followed by the abbreviation in parenthesis -- methicillin-
resistant Staphylococcus aureus (MRSA)-- should be used on first mention, and then the 
acronym used after that. 

• An acronym must be used at least three times; if only used twice, spell it out each time. 



Marshfield Clinic Research Institute

Step 2: Format and Style

Past vs present tense. Results should be described in past tense (you’ve done 
these experiments, but your results are not yet accepted “facts”). Results from 
published papers should be described in the present tense (based upon the 
assumption that published results are “facts”). 

Third vs first person. There has been a shift in academic writing from a focus on 
the passive voice (it was done, it was suggested…) to the active voice (we 
interviewed, the authors suggested…). When using the passive voice, it is better to 
say “It is possible to ..” than to say “One could ...”. Using the impersonal pronoun 
“one” often seems noncommittal and dry.

Punctuation. Pay attention to punctuation, it can change the meaning of what 
you’re trying to say. For example: 

I find inspiration in cooking my family and my dog.

I find inspiration in cooking, my family, and my dog.

“A woman, without her man, is nothing”   OR

 “A woman: without her, man is nothing”



Marshfield Clinic Research Institute

Step 2: Format and Style

Data. Data is the plural of “datum”; In a scientific paper it is never singular. So in a 
sentence you would say, “Data were collected” – not “Data was collected.”

However…there are some journals (e.g., the IEEE Computer Society) that allow usage 
of data as either a mass noun or plural based on author preference.

Repetition of ideas (winding sentences) Academic writing needs to be clear and 
concise. It’s important to maintain a balance between restating key points to 
highlight critical messages for the reader and becoming overly repetitive.

Improper Capitalization. Be sure to know what should be capitalized and what 
should not. Proper nouns are always capitalized (of course); directions that are 
names, such as North, South, East, and West when used as sections of the country 
but not when used as descriptions, such as “I was driving in the western part of the 
state”. Titles of people, such a “President Lincoln”, but not when referring to a 
position, such as “Dr. Smith is the president of the university.”



Marshfield Clinic Research Institute

Plagiarism

o One of the most common writing errors is plagiarism. 

o Plagiarism is when text, ideas, concepts, and images are copied “as is” from 
previously published work without properly crediting the source. 

o Writing that is presented as original, without proper citations is unethical and is 
considered a copyright infringement by the journal.

o Even if this was done inadvertently – failing to cite your sources, 
paraphrasing, or quoting someone without credit – plagiarism is a serious 
offence and could result in manuscript rejection, penalties, and 
sometimes even legal action. 

o Even quoting your own previous studies without properly citing the 
source is considered plagiarism. To eliminate this, researchers must check 
their work and ensure that all required citations have been noted.

o Plagiarism checking software: Grammarly, Duplichecker. iThenticate, but it 
costs.



Marshfield Clinic Research Institute

Creating an Effective Title

Your Title Matters

• It is the first thing a reader will 
see. More people will read the title 
than any other part of your 
publication. 

• The title will be reproduced in the 
table of contents. 

• It will be used by librarians and by 
most abstracting services. 

• Readers use the title to decide 
whether to read further.



Marshfield Clinic Research Institute

Bowman D, Kinnan S. Creating effective titles for your 
scientific publications. Video Gie. 2018;3(9):261.



Marshfield Clinic Research Institute

Creating an Effective Title

Titles should: 

• Describe contents clearly and precisely, 
so readers can decide whether to read 
the report

• Reflect the tone of your article

• Provide key words for indexing

Titles should NOT:

• Include wasted words such as "studies 
on," "an investigation of" 

• Use abbreviations and jargon 

• Attempt to attract attention with humor 
or puns

Humorous or “Punny” Titles

• Medical marijuana: Can't 
we all just get a bong?

• Gut Microbiome to Brain 
Signaling: What Happens 
in Vagus…

• Carbon monoxide: to 
boldly go where NO has 
gone before

• A Lucky Catch: Fishhook 
Injury of the Tongue



Marshfield Clinic Research Institute

Abstract: A succinct summary of the entire paper 
Recent surveys indicate that more 
than 80% of researchers only ever 
read abstracts. 

Guidelines for an effective abstract:

• State the main objectives. (What did 
you investigate? Why?) 

• Describe the methods. (What did you 
do?) 

• Summarize the most important 
results. (What did you find out?) 

• State major conclusions and 
significance. (What do your results 
mean? So what?)

• Stay within the word limit set by the 
journal!



• Tables and figures should summarize results, not present 
large amounts of raw data. 

• Tables should not duplicate results already described in the 
text.

• Tables should be sequentially numbered. Each table 
should have a title that describes the point of the table. If 
necessary to interpret the table, specific descriptions about 
what a result represents or how the results were obtained 
can be described in a legend below the table.

• Figures should be sequentially numbered. Each figure 
should have a title that describes the point of the table. If 
necessary to interpret the figure, specific descriptions 
about what a result represents or how the results were 
obtained can be described immediately following the title.

Note: Ensure that each table and figure is cited 
appropriately within the text.

Tables and Figures: 



Proper formatting may not increase the probability of final acceptance of your 
manuscript, but it will increase the probability that your paper will make it 
through the first round of editorial checks and potentially make it into the hands 
of an editor/reviewer 

Editorial reasons for rejection:

• Manuscript does not fall within the journal’s aim and scope

• Doesn’t conform to the journal’s style and conventions

• Inadequate style, grammar, punctuation, or English

• Sentence structure is clumsy and awkward; does not flow

• Paper is not properly contextualized

• Presentation is messy, with sloppy proofreading

• Writing is incomprehensible

An improperly formatted and error‐laden paper is likely to be returned or even 
rejected more quickly than a better‐prepared manuscript.

Formatting Your Paper – in summary
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Crafting the story for a manuscript
Nasia Safdar, MD, PhD

ICTR Faculty Director for Networks, UW SMPH
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Professor, Infectious Diseases
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Myth about scientific communication

38

"The most effective mentors 

are the ones who provide 

copious written corrections on 

mentee writing."​

Scientific Communication Advances Research Excellence



Understanding how language works

Language is learned through repetition and imitation of 
peers and seniors. This happens gradually, over time.

All modes of language reinforce the others (speaking, 
listening, writing, reading).

Acquiring ANY new style of language takes time and 
practice.

39Scientific Communication Advances Research Excellence



The landscape: Scientific style

What’s visible

40Scientific Communication Advances Research Excellence



The landscape: Scientific style
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Vocabulary Grammar/syntax

SentencesSpelling

PunctuationParagraphs

Scientific Communication Advances Research Excellence



The landscape: Scientific style
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What’s invisible

Scientific Communication Advances Research Excellence



The landscape: Scientific style

43

Cohesion Disciplinary style

Argumentation Rhetorical style

Voice

Scientific Communication Advances Research Excellence



Language 
professional

The landscape: Scientific style
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Vocabulary Grammar/syntax

Sentences
Spelling

PunctuationParagraphs

Disciplinary
expert

Scientific Communication Advances Research Excellence



The landscape: Scientific style

45

Cohesion

Disciplinary style

Argumentation Rhetorical style

Voice

Language 
professional

Disciplinary
expert
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Mentor’s tree

© Can Stock Photo / Anterovium
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Mentor’s tree

© Can Stock Photo / Anterovium
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Mentee’s tree?
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Defining the Core Elements of 
the approach to manuscript 

writing

48Scientific Communication Advances Research Excellence



Creating a storyline

• It is a set of a few key sentences, not a composed prose paragraph.

• It is not an actual communication to an actual reader or audience. It is the 
template for one or more finished communications.

• The narrative we’ll be creating here should be simple, everyday language and 
should be in first person singular (‘I’).

Scientific Communication Advances Research Excellence 49



Benefits of this exercise

• Leads us through an important cognitive-developmental process

• Is applicable to all forms of scientific reporting, including to the public

• Eliminates vagueness

• Makes one’s thinking process transparent before you write a full draft, 

• Can be introduced at any time; doesn’t depend on having results. 

• Can also be used for critical reading, analyzing writing, or creating outlines.

50Scientific Communication Advances Research Excellence



The problem, in a nutshell…

We don’t truly understand where we’re 

headed before we start to write.

51Scientific Communication Advances Research Excellence



Standard elements of a research report

Background
Gap in Knowledge
Purpose
Approach/Methods
Results
Conclusion
Significance
Implications
Next Steps

52Scientific Communication Advances Research Excellence



CORE elements of the storyline

53

Background
Gap in Knowledge
Purpose
Approach/Methods
Results
Conclusion
Significance
Implications
Next Steps

1
2
3

Scientific Communication Advances Research Excellence



The key to an airtight research report

Starting with the approach can help us 
isolate the other elements.

54

3. Gap in Knowledge

2. Purpose/hypothesis

1. Approach

Scientific Communication Advances Research Excellence



1 What did the writer do?

The writer should say in ONE SENTENCE              what THEY did, 
generally.

This is the Approach. 

• For early-stage researchers reporting on their own project, first person singular—
”I”—should be used in the core elements. This can be changed to ‘we’ later if 
desired.

.

55Scientific Communication Advances Research Excellence



2 What was THEIR goal in doing that?

Say in ONE SENTENCE what the DESIRED OUTCOME OR GOAL was for 
doing that.

This is the Purpose statement.

• What was the writer supposed to accomplish by doing that? They should stay very 
close to what they did.

• Purpose statements will have in order to or just to, sometimes aim, seek, or goal. 

56Scientific Communication Advances Research Excellence



3 What PROBLEM did achieving THIS 
   outcome solve?

Say in ONE SENTENCE what problem or unmet need was supposed to 
be solved with this outcome.

This is the Gap in Knowledge statement.

• Stay very close to your purpose.

• Gaps in knowledge should have negative phrases like not yet understood, is yet 
to be described, unclear, etc.

57Scientific Communication Advances Research Excellence



Example A

1 Approach (what I did): 

I cultured C diff from stool specimens collected from participants 
over a 2 year period in the university hospital

58Scientific Communication Advances Research Excellence



Example A

1 Approach (what I did): 

I cultured C diff from stool specimens collected from participants 
over a 2 year period in the university hospital

2 Purpose (my goal): I did this in order to determine the frequency 
of positivity for C diff in human stool specimens. 

59Scientific Communication Advances Research Excellence



Example A

1 Approach (what I did): 

I cultured C diff from stool specimens collected from participants 
over a 2 year period in the university hospital

2 Purpose (my goal): I did this in order to determine the frequency 
of positivity for C diff in human stool specimens. 

3 Gap in Knowledge: 

Until now, what percent of human stool specimens from 
hospitalized patients contain C diff is unknown. 

60Scientific Communication Advances Research Excellence



Standard elements blocks of a research report

Background
Gap in Knowledge
Purpose
Approach/Methods
Results
Conclusion
Significance
Implications
Next Steps

61Scientific Communication Advances Research Excellence



Use the core elements as inspiration for Significance and 
Implications

For Significance      Purpose

• Purpose:  I did this in order to order to identify percent positivity of C diff in stool specimens

• Significance: The significance of this work is that we now know what percent of stool 
specimens have C diff. 

For Implications     Gap in Knowledge

• Gap in Knowledge:  We don’t completely understand percent positivity of C diff in stool 
specimens

• Implications: Now that we understand this, we can develop interventions to reduce the 
positivity of C diff in stools. 

62

LOOK TO

LOOK TO
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Summarizing the ‘core elements’ method

1. To get started, work from the Approach and stay close to it.

2. Identify core elements—no more than 1 sentence for each.

3. Use plain language.

4. Use linguistic cues to help signal the elements and use very similar phrasing in 
the gap and purpose.

5. Repeat these steps to get to 2-3 key messages for the paper

63Scientific Communication Advances Research Excellence
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www.SCOAREresources.com

http://www.scoareresources.com/


Draft, Submit, Revise: A Manuscript 
Writing Series

Session will be recorded. Please keep yourself on mute and videos off. Please ask questions in the chat.

Thank you! 

Next up, our IN-PERSON Edit Like A Reviewer Sessions

May 8th 1:30-3:00 PM at UW Madison SPOTS STILL AVAILABLE

 May 9th 8:30-10:00 AM at UW Madison CLOSED

May 22nd 8:30-10:00 AM at MCRI SPOTS STILL AVAILABLE

Email Jen Merems at merems@wisc.edu to get a spot

Last zoom session, Wednesday June 5th 12-1:00PM Navigating Submissions

mailto:merems@wisc.edu
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