
Is the publication for external distribution? 
(print and/or online) 

NO

IMSA PUBLICATION APPROVAL PROCESS         

Get sign-off from client or supervisor. 

Is this an institutional publication? * 
ie;

Admissions Viewbook 
Annual Report 

IMSA360 Magazine 
Employee Recruitment Publication 

YES

NO
Share draft and get approval of final 
proof from client department head. 

If new publication, share with Brenda 
Sotern. 

1). Publication author 
shares 1st graphic 
design layout proof with 
client department head, 
then with President. 
2). Get approval  
of final proof from client 
department head. 

YES

1). Publication author 
shares edited document 
(prior to design phase) 
with President. 
2). Share 1st graphic 
design layout proof with 
client department head, 
then with President. 
3). Get approval of final 
proof from client 
department head. 

* A print or online venue that: 
-Builds stakeholder awareness and understanding of IMSA's work and value to the state of Illinois 
and beyond. 
-Positions IMSA for widespread positive recognition, support and influence. 
-Positions IMSA as a teaching and learning laboratory for imagination and inquiry. 
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YES

1). Share draft 
copy with client 
department head 
to get edits or 
initial approval. If 
new publication or 
if document 
contains a high 
volume of new or 
updated text, 
share draft copy 
with Brenda Sotern.

 2). Does the 
document contain 
a high volume of 
text?

YES

YES

NO


