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ACTION  DEADLINE COMMENTS  

Formally invite first authors and 
complete ‘Invited Author’ forms  Immediately  

First authors should ensure that the Invited 
Author Form is completed for each author of 
multi-author papers. Send copies to the 
Managing Editor who will send ‘Instructions 
for Authors’ and Copyright forms to authors.  

All authors to send a short 
personal biography and 
photograph  

As soon as possible  Send to the Managing Editor  

Receive preliminary abstracts 
from authors   

Check for any overlaps or other problems. 
Send copies of abstracts to Managing Editor 
and Principal Editor  

Receive completed mss from 
authors   

Check for completeness including final 
abstract, figures, captions, acknowledgements 
and references  

Send each ms to an independent 
referee, Principal and Managing 
Editors  

Immediately  Send as soon as individual mss are received  

Receive referee comments   Ensure you will be available to act quickly as 
soon as comments arrive  

Provide pictures, ideas, visuals 
for cover design  As soon as possible  

You may have a design idea of your own or 
draw inspiration from your authors. Contact 
the Managing Editor with your ideas  

Return mss to authors  As soon as possible  

Send comments from yourself, the independent 
referee and the Principal Editor. Ensure the 
style of the ms adheres to the ‘Instructions to 
Authors’ and that symbols or acronyms are 
used consistently. Check technicalities of 
artwork with the managing Editor and request 
any changes  

Receive final versions of mss   

Check that recommended actions have been 
carried out, and make any final editorial 
changes. Check the page count: send to 
Managing Editor as they are ready  

Set the order in which articles 
will appear  As soon as possible  Inform the Managing Editor  

Complete your one-page 
introduction with abstract  As soon as possible  Send to Managing and Principal Editors  

All mss to be with Managing 
Editor   Send as soon as individual mss are received.  
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