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· Make sure your paper “fits” the journal’s subject matter and guidelines.  Read trough a couple issues of the journal as well as the Guidelines for Contributors.

· Send a brief pre-submission query if you have any questions not answered by the Guidelines for Contributors or if you are uncertain about the suitability of your article for the journal.

· Don’t just send an unrevised conference paper.

· Be sure to proof read very carefully before sending your manuscript.

· You must tell us if your submission has already been published elsewhere, or if it is simultaneously under consideration at another journal.

· Contact the journal if you have not received an acknowledgment of receipt of your manuscript after 3 weeks; contact the journal if you haven’t been given a decision by 6 months.

· Understand that a request for revisions is absolutely NOT a rejection.  It’s an acknowledgement that we see potential in your piece.  

· If you find yourself upset by a request for revisions, have a trusted friend or colleague read the letter for to pull out the letter’s basic points.   

· If you choose to undertake requested revisions, do so seriously.  Hastily or carelessly made revisions may simply result in a second request for revisions or an outright rejection.  If you choose not to make a requested change, you should explain your reasons for doing so in a cover letter sent with your revision.

· Know that a two-year time frame is typical: beginning with a conference abstract and paper to revising the conference paper to submitting it to a journal to revising it for publication to seeing the article in print. 

· Realize that if you are close to a promotion or tenure decision, you probably cannot force the piece through to publication.  Please do not have your review committee call or contact us if we have not yet accepted your article.  

· Have in mind one or two back up journals to send your article to if your first choice rejects it.
