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WikiDefWikiDef

A checklist is a type of A checklist is a type of 
informational job aid used to informational job aid used to 
reduce failure by compensating reduce failure by compensating 
for potential limits of human for potential limits of human 
memory and attentionmemory and attention..
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OverviewOverview

BackgroundBackground
Why do we need  checklists?Why do we need  checklists?
Who is the checklist for?Who is the checklist for?
What does it cover?What does it cover?



 DIMC Checklist R Turner

PurposePurpose
 To provide all necessary author To provide all necessary author 

requirements and pre-editing requirements and pre-editing 
measures that will ensure an measures that will ensure an 
efficient editing process and efficient editing process and 
maximize chances of publication.maximize chances of publication.

 Authors and editors must follow the Authors and editors must follow the 
same rulessame rules
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Please, after Please, after URUR....  
Uniform requirements for manuscripts 
submitted to biomedical journals – an 
excellent general guide to the writing and 
submission of manuscripts.
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Formatting, not just for fun..Formatting, not just for fun..

Often receive an 
image created and 
saved as an image in 
another program – 
can’t edit!
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Formatting, not just for fun..Formatting, not just for fun..

If the artwork is too small to read, or cannot 
be adjusted by editors, will journals 
accept it, as it is?  Of course not!
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Formatting and style Formatting and style ((contcont’’dd))
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Cover LetterCover Letter
 Full papers require a cover letter, submitted Full papers require a cover letter, submitted 

togethertogether with with  the manuscript, figures etcthe manuscript, figures etc..
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Title PageTitle Page
 Title (short and Title (short and sweetsweet, , with resultswith results))
 AAllll authors  authors correctcorrect names and associations names and associations
 Corresponding author –Corresponding author – d detailed contact etailed contact 

information –information –  intinternationalernational    phone/fax; phone/fax; 
email email 

 Key words – Key words – format format according to target according to target 
journaljournal

 Conflict of Interest statementConflict of Interest statement**
 Running title - ≤ 40 characters Running title - ≤ 40 characters withwith spaces spaces
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Conflict of Interest (CoI,Conflict of Interest (CoI,  利益相反利益相反) ) 

Is increasingly important, strict

Is still unknown or unclear to authors

Committee on Publication Ethics (COPE)

www.publicationethics.org
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CoI (CoI (利益相反利益相反)) cont’d cont’d
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Methods Methods （方法） （方法） EthicsEthics
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CONSORT (Consolidated CONSORT (Consolidated 
standards of reporting trials)standards of reporting trials)

 Intended to improve reporting of Intended to improve reporting of 
randomized scientific trials through randomized scientific trials through 
uniformityuniformity

 Has study design flowchartHas study design flowchart

 Has paper design checklist Has paper design checklist 
 Title, abstracts, introduction, methods, results, Title, abstracts, introduction, methods, results, 

discussion discussion etcetc
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CONSORTCONSORT (cont’d) (cont’d)

If it’s a registered clinical trial, then the 
registration number should be included for 
reference.
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Approved and authorized?Approved and authorized?
 Have all authors Have all authors actuallyactually read and approved  read and approved 

the textthe text!!??
 Has the head of Has the head of the the department also read department also read 

and approved it?and approved it?
 Prevent Prevent unauthorized / unethical researchunauthorized / unethical research  

reaching editorsreaching editors
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Publication ethicsPublication ethics
 Duplicate publicationDuplicate publication
 PlagiarismPlagiarism
 SelfSelf--plagiarismplagiarism
 Ghost writers Ghost writers 

Many journals now require more 
detailed information such as Authorship 
Disclosure forms – check journal!
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Acknowledgement Acknowledgement （謝辞） （謝辞） 
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Acknowledgement Acknowledgement （謝辞）（謝辞）

Funding sourceFunding source, of , of 
course must be course must be 
acknowledgedacknowledged**

*or any other  
donations
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SStudy tudy llimitationsimitations
 Negative points of the studyNegative points of the study
 How this may have affected the resultsHow this may have affected the results
 What could be improved – ideas for What could be improved – ideas for 

future study design / further researchfuture study design / further research
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Re-editingRe-editing
 RRe-editing e-editing requirementsrequirements

 Reviewers’ comments numberedReviewers’ comments numbered
 Authors’ responses to those comments Authors’ responses to those comments alsoalso  

numberednumbered
 Changes Changes highlightedhighlighted in text, and indicated  in text, and indicated 

according to page, line etc.according to page, line etc.
 Same formatting as original textSame formatting as original text  
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Non-full papers Non-full papers 
 Presentations / abstracts Presentations / abstracts forfor presentations presentations
 AbstractsAbstracts
 Letters to editorsLetters to editors
 Recommendation lettersRecommendation letters
 Resumes / CVsResumes / CVs
 PostersPosters
 Slides Slides 
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Non-full paperNon-full papers forms form
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Sorry, but..Sorry, but..

 Do not accept:Do not accept:
• Manuscript tManuscript translationranslation  workwork
• MMachine translationsachine translations
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ConclusionConclusion
 DIMC checklist created for authors AND DIMC checklist created for authors AND 

editors (and journal editors, reviewers…)editors (and journal editors, reviewers…)
 CCheck journal!heck journal!
 Facilitates efficient, Facilitates efficient, effectiveeffective service service
 Peace of mind for Peace of mind for authorsauthors
 Editors life easier!Editors life easier!
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Further informationFurther information
 www.tokyo-med.ac.jp/dimcwww.tokyo-med.ac.jp/dimc//

 www.ronbun.jp/www.ronbun.jp/

 www.consort-statement.org/home/www.consort-statement.org/home/

 www.icmje.org/www.icmje.org/

 www.ease.org.ukwww.ease.org.uk

http://www.tokyo-med.ac.jp/dimc/
http://www.tokyo-med.ac.jp/dimc/
http://www.ronbun.jp/
http://www.consort-statement.org/home/
http://www.icmje.org/
http://www.ease.org.uk/
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WikiDefWikiDef

A checklist is a type of A checklist is a type of 
informational job aid used to informational job aid used to 
reduce failure by compensating reduce failure by compensating 
for potential limits of human for potential limits of human 
memory and attentionmemory and attention..


