
 

 
Publications Standards and Public Release of Findings 

 

Introduction 

Center-produced publications play a key role in the dissemination of health policy research and 
recommendations to Duke-Margolis’ many audiences. These include: Duke University faculty 
whose work intersects with the field of health policy, the global academic health policy 
community, policy makers and implementers at the global, national, state and local level, 
private sector entities including large health systems, pharmaceutical companies and insurers, 
nongovernmental organizations, the global news media, donors, prospective donors and 
funding organizations.  
 
For the purposes of this document, publications are defined as any document – printed or 
electronic – shared with external audiences and identified as a product of the Center. The goals 
of these standards are to provide guidelines and resources that will help Duke-Margolis project the 
highest level of professionalism, including: 

• Document Structure  
• Consistency 
• Sponsor branding or co-branding 
• Research Independence and Conflict of Interest 
• Theme-specific graphics 
• Readability 
• Consistent guidelines for internal and external acknowledgement 
• Publication approval 
• Public release 

 
Publications Philosophy 

Publications are part of an integrated strategy for disseminating public policy research.  Publications 
should be tailored to the target audience.  They must have a clear communication objective (answering 
the question:  What would you like an audience member to do as a result of reading this publication?) 
and a clear plan or mechanism for distribution. 

Publications are created for the benefit of the reader and should be formatted and presented in ways 
that meet the readers’ needs.  Thus, in addition to standard academic papers, opinion pieces, and 
commentaries, we should strive to think about presentation of findings in reader-friendly formats using 
the least amount of technical language appropriate to the topic. 

Duke-Margolis upholds the highest quality standards in all written and verbal communication, as 
appropriate for a world-class university.  The Center’s communications function is committed to 
assisting all members and staff in producing documents that meet this standard. 
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Appearance and Document Types 

Microsoft Word document templates will be created for the following document types with theme-
specific graphic treatments for Healthcare Delivery & Payment Reform, Biomedical Innovation & 
Evidence Development, and Education & Workforce Development. 

A co-branded cover sheet will also be provided for those instances in which there are multiple partners 
and primary branding of Duke-Margolis is not appropriate. 

Events 
• Invitations (all event invitations must be sent via Constant Contact) 
• Agenda 
• Backgrounders (Issue Briefs) 
• Discussion Guides 
• Speaker Bios 
• Summaries 

 
Business Development & Stewardship 

• Concept Proposals (1-3 pages) 
• Full Proposals (depends on Funder Requirements) 
• Grant Reporting (Project Narrative) 

 
Project Deliverables 

• White Papers 
• Research Reports 
• Policy Briefs 

Other 
• Topical issue briefs 
• Reliable resources for public data and analysis 
• PowerPoint 
• Report Cover Pages 

 

Standards 

Structure 

The majority of publications benefit from structural planning.  The following tips and guidelines can help 
teams plan deliverables in which structure supports your communications objectives. 

• Consider where your problem statement belongs in your document structure.  Many policy 
writers begin with the problem statement, which can distract from your messages or findings.  
Explicitly call out your problem statement with a subheading, box, or other structural element. 
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• Define the three to five most important messages for the publication.  These messages will help 
organize the document and should define the document’s sections, as well as serving as the top 
level of your outline/organizational hierarchy. 

• Organize subordinate points under these messages – think about hierarchy. 
o Consider what is essential to your narrative – if an example is attractive but not 

essential, consider the use of sidebars or boxes to avoid interrupting the narrative flow.     
• Considering common organizational principles when planning the document.  Examples include: 

o Timeline (chronological or reverse chronological) 
o Geographic (considering a topic region by region) 
o Lens (economic, scientific, behavioral, stakeholder) 

All documents that are heavy on text must have a consistent hierarchy of headings, segments, and 
document navigation (e.g. tables of contents, cross-references). 

Consider using hyperlinks for external references, in lieu of or in addition to footnotes. 

Required Elements 

All documents produced at Duke-Margolis must conform to the following guidelines with regard to 
required elements: 

• All figures must be clearly labeled (axes, units and, time frames covered) and must cite a source 
if not derived from original research. 

• Copyright statement (in footer or acknowledgements): © YEAR Robert J. Margolis, MD, Center 
for Health Policy, Duke University. 

• Acknowledgement of support. 
• Required disclaimers. 

Acknowledgement of support 

Support can take the form of financial support, expertise, or review.  Sample acknowledgement 
language is below: 

The Duke-Margolis Center for Health Policy thanks [SPONSOR] for financial support for this project.   

[SPONSOR] and the Duke-Margolis Center for Health Policy thank [ORGANIZATION] for support of this 
project, including [SPECIFICS, e.g. data, expertise, survey dissemination, etc.].  In particular 
[INDIVIDUALS] were generous with their time and expertise. 

It is the responsibility of the research team lead to obtain approval for acknowledgements from project 
funders. 

Documents that require disclaimers should use the following language: 

The views expressed herein are those of the authors and do not necessarily represent the views of the 
funding organizations, nor does mention of specific projects or organizations imply endorsement by the 
Duke-Margolis Center for Health Policy or Duke University.  The Center’s Statement on Research 
Independence and Conflict of Interest may be viewed on our web site. 

FDA-sponsored project documents should use the following language: 
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While this project is supported through a cooperative agreement with the U.S. Food and Drug 
Administration, the views expressed herein are those of the [select one:  panelists, planning board 
members, stakeholders] and do not necessarily reflect the official policies of the Department of Health 
and Human Services, nor does mention of specific projects or organizations imply endorsements by the 
U.S. Government or other organizations. 

It is the responsibility of the research team lead (PI or co-PI) to obtain approval for these statements 
from project funders. 

File Formats 

Publications should be distributed in hard copy or electronically as an Adobe .pdf document.  Any 
documents posted on the web must be compliant with the Americans with Disabilities Act, Section 504.  
(Compliant settings are standard in Adobe Acrobat Pro DC, which is available at a discount to Duke 
University units.  Visit http://software.duke.edu and place an order for Adobe Acrobat Pro DC.) 

Editorial Standards 

Duke-Margolis follows Duke University editorial standards, with a few exceptions, as outlined in the 
Style Guide. 

Center publications should strive for a professional, authoritative tone, avoid unnecessary jargon, and 
use as few words as possible to express ideas and findings. 

Duke-Margolis does not follow a particular citation style, preferring to let scholars and researchers use 
the citation style appropriate to their field.  AMA or APA can be chosen if no preferred style is an 
obvious choice.  Please ensure that you use one citation style consistently. 

Tips for Clear Writing: 

• Remember the three Cs:  Clarity, Conciseness, Cohesion. 
• Pay attention to first reference and subsequent references, particularly when using acronyms.  

Use acronyms only when absolutely necessary. 
• Avoid repetition in word choice and expression (e.g. “very unique”, “somewhat uncertain”). 
• Avoid jargon, define discipline-specific terminology. 
• Old information should precede new information. 
• Avoid indirect statements and passive voice. 
• Avoid split infinitives. 
• Check subject-verb agreement. 
• When specifying complex series, use an Oxford Comma. 
• Follow the standard rules for commas. 
• Avoid bias in language and word choice (e.g. chair or chairperson, not chairman; low-resource or 

other appropriate term, not third world). 
• Distinguish between descriptive and inferential statistics and provide parameters necessary for 

the reader to interpret statistical results. 
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Quality Assurance Process 

Writing under pressure for publication leads to errors and omissions.  Following a solid Quality 
Assurance (QA) process is essential to avoiding embarrassing errors and omissions.  The following steps 
are strongly suggested as essential to the Duke-Margolis quality assurance process: 

• Choose an appropriate template for your publication (consult with communications if needed); 
• Plan your document structure and organization and get feedback prior to writing your first draft; 
• Define the figures or graphics needed and their place in the document structure. Assess graphic 

design needs and contact communications to discuss options. 
• Write your draft. 
• Get feedback from your internal project team and external sponsors/advisors (as appropriate). 
• Revise your draft, paying attention to internal consistency, references, and definitions. 
• Add figures, check references and formatting. 
• When approximately 80-90 percent complete, send to Communications to edit for style, clarity, 

editorial consistency. 
• Route to PI/Director/Deputy Director. 
• Route to sponsor (asking an entire board or other large group for feedback is not recommended. 
• Create accessible .pdf document and introductory text for web site. 

QA Checklist 

• Spelling and grammar check. 
• Define terms. 
• Check section headings and hierarchy. 
• Check acronyms, first and second mentions. 
• Check figures, figure references, and labels. 
• Check references and ensure consistent citation style is used. 
• Check acknowledgements (advisors and funding). 
• Check disclaimers. 
• Include copyright statement (© YEAR Robert J. Margolis, MD, Center for Health Policy, Duke 

University) 

Process for Public Release of Information 

For peer-reviewed publications, Duke-Margolis policy is to follow the policy of the journal.  Please 
provide Duke-Margolis Communications with your notice of acceptance and embargo information or the 
contact information for the journal’s media relations staff as far in advance of publication as possible.  
She is available to discuss media strategy and messaging in advance of public release of information. 

Releasing Duke-Margolis publications or summaries to the public should follow the following process: 

• Provide notice to Duke-Margolis Communications as early as possible for inclusion in the Center 
editorial calendar. 

• Ensure that the document has been through the complete quality assurance process, as noted 
above. 

• Provide the final, edited document to Duke-Margolis Communications along with: 
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o Desired date of release (please ensure that principals are available for media interviews 
on this date). 

o Any individuals to be quoted in a news release or web story 
o Any required reviewers of the release 
o Any potential author conflicts of interest 
o Any particular media targets 

• The final release will be provided in advance of release to the media to: 
o Center leadership 
o Other Duke stakeholders 
o Appropriate external stakeholders 

 


