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1.0 Objective 
 

• To establish an efficient and effective system in the production and distribution of S&T Post
 
2.0 Scope 

 

• The procedure covers the production and distribution processes of S&T Post
 

3.0 Definition of Terms 
 

Associate Editor – assists the Editor

Design – the overall look of a page or the entire magazine

Distribution – the process of disseminating the copies o

Editor-in-Chief – reviews the

Executive Editor – Division Chief of CRPD who approves the entire issue and endorses to 

Publication Director 

Layout – the process of arranging the articles, photos, images and sp

Production – the process of publishing the S&T Post magazine from concept to bound copy 

Proof – the “blueprint” or draft look of the finalized copy produced by the printing press

Proofread – the process of reviewing the revised copy for typographical and other errors 

on theedited draft copy

Publication Director– Director of STII who gives final approval to the entire issue and its 

financial documents 
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• Draft layout copies 

• Proof copy/copies 
 
5.0 References 
 
 
 
6.0 Procedure 
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Hold story conference 

Articles, photos ok? 

Edit materials 

Produce article/photos 

Execute layout & design 

Layout & design, articles, photos ok?

Start 

A 
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  PERSON(S) RESPONSIBLE  DETAILS

N 

Layout & design, articles, photos ok? 

N 

Editorial team 
 
 
Sr. SRS/Editor-in-Chief 
 
 
 
 
Writers 
Photographers 
 
 
Sr. SRS/Editor-in-Chief 
 
 
SRS II/Layout artist 
Supvg. SRS/Art Director 
 
Editorial team 
Chief SRS/Executive 
Editor 
Director/Publication 
Director 
 
 

 
• Discuss theme, main features,  

cover, and other details
• Managing editor 

of publication
 
 
 
 

• Editor assigns writers to produce 
articles not yet available

• For photos not yet available, editor 
and/or writer coordinates with 
photographer for pictorials

 
 
 
 
 

• Editorial team reviews draft layout 
according to assigned sections

• Layout artist executes changes
• Executive Editor reviews final

for approval and endorsement to 
Publication Director
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DETAILS 

theme, main features,  
cover, and other details 
Managing editor prepares timetable 
of publication 

Editor assigns writers to produce 
articles not yet available 
For photos not yet available, editor 
and/or writer coordinates with 
photographer for pictorials 

Editorial team reviews draft layout 
according to assigned sections 
Layout artist executes changes 
Executive Editor reviews final draft 
for approval and endorsement to 
Publication Director 
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Review printer’s proof 

Endorse finalized copy  
for approval and printing 

Proof ok? 

Package S&T Post 
for distribution 

Inspect S&T Post 
upon delivery 

Y 

A 

Y N 

N 

Delivered copies 
ok? 

Y 

End 

Printer 
addresses 

requirements 
and re-deliver

Layout 
artist/ 
Printer 

executes 
changes

Approve printing  
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Editorial team 
Chief SRS/Executive 
Editor 
Director/Publication 
Director 
 
 
Sr. SRS/Editor-in-Chief 
Info Ofcr III/Assoc. editor 
Info Ofcr II/proofreader 
SRS II/Layout artist 
Info Ofcr III/Managing 
editor 
 
 
Editorial team 
 
 
 
 
 
 
 
 
 
 
Printing Machine 
Operator II/Circulation 
manager 

 
• Managing editor coordinates with 

printing press
• Approved copy forwarded by artist to 

printing press
after one day. 

 
 
 
 
 

• If proof is ok, editor or assigned staff 
approves copy for printing. If not, 
editing/changes are forwarded to 
either artist or printing press. 
 

• Delivery after required number of 
days in PR. 

• Inspect delivery with Technical 
Working Group
 
 

• If delivered copy is OK, forward to 
circulation manager. If not, prepare 
report to Property.

 
 

• Prepare forms/documents needed for 
S&T Post distribution to DOST 
execs, offices, subscribers

• Distribute via personal 
delivery 

addresses 
requirements 

deliver 

Layout 
artist/ 
Printer 

executes 
changes 
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Managing editor coordinates with 
printing press for forwarding of file. 
Approved copy forwarded by artist to 
printing press. Proof copy delivered 
after one day.  

If proof is ok, editor or assigned staff 
approves copy for printing. If not, 
editing/changes are forwarded to 
either artist or printing press.  

Delivery after required number of 
 

delivery with Technical 
Working Group 

If delivered copy is OK, forward to 
circulation manager. If not, prepare 
report to Property. 

Prepare forms/documents needed for 
istribution to DOST 

execs, offices, subscribers.  
Distribute via personal or courier 


