TO:

Guest Editors

FROM:
Craig Stern

DATE:

January, 2007
SUBJ:

INSTRUCTIONS FOR GUEST EDITORS
Thank you for agreeing to act as a Guest Editor for an upcoming issue of California Pharmacist journal. We appreciate your interest and commitment.

Journal Structure:

Each journal has been assigned a master topic by the Editorial Review Committee.  The journal is divided into departments for ease of reading and to assist searching for topics of interest to the reader.  The journal departments are: Introduction to Content, Clinical Knowledge, Business Models, and Professional Development.

Guest Editor Assignments:

You have been identified as an expert in the area addressed in a specific issue of the journal.  You have purview over the Clinical Knowledge articles. The schedule of articles, deadlines for article submissions, and deadlines for publication are listed on the current Schedule of Articles attached to this memo/email. Your responsibility is the following:

· Determine 3 to 4 topics for articles that match the master topic.  For example, if your master topic is Collaborative Practice, determine topics for several articles that will help our readers to understand the fundamentals and issues surrounding the master topic.

· Identify and assign authors for each of the articles.

· Communicate the topics and authors to the ERC member (“mentor”) assigned to monitor this issue. Your ERC mentor will follow your progress and assist you when necessary.

· Monitor the progress of the authors toward deadlines. These deadlines are fixed and require your intervention with authors to ensure that the articles are submitted on time.
· Assist with peer review of all articles.

· All authors are requested to have 3-4 content experts available to review their article before submission

· If possible, identify potential peer reviewers who can peer review submissions.  Give these contacts to your ERC mentor.

· Take a bow

Deadlines for your issue include:

· Call for Authors:
· First-Draft without peer review: 
· Draft for peer review:

· Re-write after peer review:

· Final draft for publication:

Again, thank you for your interest and participation in the ERC process.  We thank you in advance for your hard work.  Please communicate with your ERC mentor or to me if you require assistance or advice.  Good luck!  

Your signature below constitutes your agreement to uphold the assigned deadlines. You will be compensated in the amount of $500.00 when all work is complete and received according to the above-mentioned deadlines.

Name of Guest Editor- Please Print
________________________________________________________________________

Name of Guest Editor- Signature
PAGE  
1

