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Email etiquette

Why is it so important
to keep to "netiquette”?
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M=t
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l. Subject line

“Ms. No. 201302098, The Journal of Cell Biology”
"Manuscript EMBOJ-2013-86897"
‘Receipt of New PNAS MS#2013-18132"

"JOCES/2014/153650 Acknowledgement of
Manuscript Submission”

"JBC/2013/524785 Acknowledgment of Manuscript”



l. Subject line

"JOCES/2014/153650 - Manuscript Decision”
"“PNAS MS# 2013-18132 Decision Notification”
“Final Decision made for 2013-18132"
"JBC/2013/524785 - Revision Acknowledgment”
"JBC/2013/524785 - Supplemental Data Guidelines”

“JOCES/2014/153650 - Source Files Reminder”



I1. Salutation

Bad examples Good examples
"Dear Sir” "Dear Dr. Kim,"
“Dear Madam/” “Dear Dr. Mathers/”

“To whom it may
concern,’

“Dear David/

"Dr. Timothy Reed/



lll. Body of text

No commenting on the weather
No asking how they spent their summer
Straight to the point but polite

Thank them about anything you can find



V. Complimentary close

Bad examples
 Thanks,

e Cheers,

Good examples

Yours sincerely,
Sincerely yours,

Sincerely,

Best wishes,
With best wishes,

Best regards,



V. Signature line

Diedra Howson-Barker Anne Nielsen, Ph.D.
—————————————————————————————— Editor, The EMBO Journal
Editorial Assistant, The Journal of  ----------------- e -

Cell Biology
The Rockefeller University Press Francis Barr
1114 First Avenue, 3rd Floor Monitoring Editor

New York, NY 10065 o ____

Phone: (212)327-8581 inder M. Verma
Fax: (212)327‘8576 Editor-in-Chief
Email: dhowson@rockefeller.edu



mailto:dhowson@rockefeller.edu

V. Signature line

PNAS Editorial Office The Editorial Office

(p) 202.334.2679 e

(f) 202.334.2739 Journal of Cell Science

(e) pnas@nas.edu The Company of Biologists Ltd

Bidder Building

140 Cowley Road
Cambridge, CB4 00|
Phone:44 (0)1223 424430
Fax:44 (0)1223 424781
Jcs@biologists.com
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Which voice?

Active voice ? Passive voice

We ask...

We must suspend...
We appreciate...
We have reviewed...
You have not sent...
The journal requires...



4. A STEP BY STEP GUIDE
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Stages of consideration

. Notification of receipt

X 4+EX

ll. Rejection without review
AE ™ AHE
1. Rejection with review
LE 2 AA
A Without invitation to resubmit £10 HA
B With invitation to resubmit &1 7|3

IV. Acceptance

A
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l. Notification of receipt

“Thank you for the submission of your
manuscript entitled “[manuscript title]" to
[Journal] in the [manuscript type] format.

“Thank you for submitting your manuscript
to [Journal] and my apologies for the
delay in responding to you.”



l. Notification of receipt

"It was received on July 16, 2016, and the
manuscript reference number is 201612345.
Please use this number on all
correspondence about the manuscript that
you send to our editorial staff

“We have received your manuscript entitled:
“[title]”. It has been given the number # and
has been assigned to: [Editor details].”



l. Notification of receipt

“To check the status of your submission, click
here: http://website.org. You also can login
to the [Journal] manuscript-tracking system
(http://trackms.org) with the user name and
password that you created.”

“You may check on the status of your
manuscript at any time by clicking the link
below and selecting the "Check Status” link."


http://xpt.rupress.org/?z=58W7Ij6s5s7h
http://xpt.rupress.org/?r=1

l. Notification of receipt

"A copy of the PDF file that we will be
using for review of the manuscript is
attached to this email for your reference.
If it does not meet with your approval,
please contact me.”

"We will contact you again as soon as we
have further news about the manuscript.”



ll. Rejection by triage
triaged] 2|ot HZ

“Thank you for submitting your manuscript
to [Journall.

| have read your study carefully and
discussed the work with other members
of the editorial team. | am afraid that we
have decided not to pursue publication
of this manuscript.”



ll. Rejection by triage

“Thank you for submitting your manuscript
entitled “[title]” to [Journal].

As part of our normal reviewing procedure, the
manuscript was first evaluated by a member of
the Editorial Board, whose comments are
appended below.

You will see that, in this Board member’s opinion,
the manuscript is not suitable for publication
in [Journal]”



ll. Rejection by triage

‘I am therefore sorry to say that we have
decided not to send your manuscript out for
peer-review.

[Journal] is only able to publish a small
percentage of the many manuscripts submitted,
and we can only subject those manuscripts to
external review that contribute major
conceptual advances.

Thank you for giving us the opportunity to
consider this manuscript. | regret that we have
to disappoint you on this occasion.”’



ll. Rejection by triage

£1 g2to| 0|

A. Mismatch with journal
A2l =X

B. Unimportant, unoriginal topic
S QO] AL SEHOIX] B2 XA

C. Poor study design and methods
CIXFQIOILE 7 BE =2 =X



ll. Rejection by triage

A. Mismatch with journal
“The work is more appropriate for a specialized journal”

"The paper did not get a high enough priority”
“The results are of narrow interest “

“The findings of the study do not fit the interest of the
readership of our Journal”



ll. Rejection by triage

A. Mismatch with journal
“The submission is outside the scope of the journal”

"As our journal must address a wide and diverse
audience of cell biologists, we must give priority to
manuscripts that provide fundamental mechanistic
insights that will be appealing to the cell biological
community in general. We have thus decided not to
subject the manuscript to a lengthy external review.



ll. Rejection by triage

B. Unimportant, unoriginal topic

“The study does not contribute substantially to current
knowledge”

“The work is performed well but does not provide a sufficient
advance to justify publication in the [Journal]. It seems
more suitable for more specialized journals.”

“Previous work has shown [previous findings]. Your paper
extends this work by demonstrating [finding(s)]. But given
the results that have already been published, such (a)
finding(s), while of some interest to the field, is/are not

unanticipated.”



ll. Rejection by triage

B. Unimportant, unoriginal topic

“The field has advanced to the point where the work is
no longer appropriate for [Journal]”

"We have come to the view that papers describing [new
components of signal transduction pathways] are no
longer appropriate, and that for us to consider such a
paper, there would need to be some mechanistic
insight”

“The clinical implications of the study are weak”



ll. Rejection by triage

C. Poor study design and methods
“The article is poorly organized”

“There are major methodological weaknesses”
"The study is descriptive”
“The manuscript lacks important controls”

“The study is interesting but too preliminary”



lll. Rejection after review

Two ways of rejection
A. Without an invitation to resubmit

B. With a clear invitation to resubmit



lll. Rejection after review

A. Without an invitation to resubmit

"Our review of your manuscript entitled [title] is
now complete. | regret to say we have
decided against publication in [Journal]."

“We apologize that we cannot be more
positive.”

‘| am sorry that our response on this occasion
Is negative, but | thank you for your interest
in [Journal]”



lll. Rejection after review

A. Without an invitation to resubmit

"“We hope you find the referees’
suggestions helpful, and we hope you
will consider [Journal] for future papers.”

"We hope that the reviewers’ comments
will help you prepare the manuscript for
another journal’



lll. Rejection after review

B. With a clear invitation to resubmit
“The paper is not acceptable in its present form”

“Should you choose to resubmit, we require that the
manuscr;pt. to be re-submitted within a [reasonable
period of time] to be considered as a revision.”

"As you can see, although two of three reviewers raised
some issues concerning the manuscript, overall the
reviewers' comments were favorable. Assuming you
can address their concerns in a satisfactory manner,
we hope to be able to make a final decision on a
revised manuscript without re-review.”



lll. Rejection after review

B. With a clear invitation to resubmit

"As you will see, the reviewers raise a number of
criticisms that prevent me from accepting the
paper at this stage.

They suggest, however, that a revised version might
prove acceptable following the substantial
revisions that they have requested.”

“If you think that you can deal satisfactorily with the
criticisms on revision, | would be pleased to see a
revised manuscript. We would then return it to
the reviewers'”



lll. Rejection after review

B. With a clear invitation to resubmit

“The reviewers appreciated the attention to an
important problem. However, on the basis of the
reviews, we will not be able to accept this
manuscript for publication in our Journal.

Yet we would be willing to review again a much-
revised version, given that the reviewers'
commented have been satisfactorily addressed.”

‘I look forward to receiving your revised
manuscript.’



lll. Rejection after review

B. With a clear invitation to resubmit

"However, we cannot promise publication
at that time.”

"Unfortunately, we cannot guarantee that
your revised paper will be chosen for
publication; this would be solely based
on how satisfactorily you have addressed
the reviewer comments.”



Opening for a revised version

‘I should be grateful if you would also provide a point-
by-point response detailing how you have dealt with
the points raised by the reviewers in the 'Response to
Reviewers' box. Please attend to all of the reviewers'
comments. If you do not agree with any of their
criticisms or suggestions please explain clearly why
this is so."

“In order to promote timely publication, we require that
the revision be completed within 90 days from the
date of this message. Manuscripts received after this
time will be considered as new submissions.”



IV. Acceptance

‘| am pleased to inform you that gqur |
manuscript is acceptable for publication”

‘I am happy to tell you that your manuscript
has been accepted for publication in
[Journal], pending post-acceptance checks.

“If we require anything further from you in
terms of source files, we will be in touch
shortly. Otherwise, you will receive proofs in
due course.’



Stages of production

 Production issues

. Request for payment of publication fees
== AME g5

. Request for source files or for revisions
A= e A B 80 IHE =& =8 28

1. Galley proofs

A
u™da 59l

IV. Giving due dates and reminders
OrZ7|ot SX|2F ==
« Ethical issues

V. Cases of suspected plagiarism
HEO[Y A



l. Request for payment

‘I am hap

oy to tell you that your manuscript

has been accepted for publication in

[Journal’

We require that all authors pay publication

charges,

as detailed here:

www.journal.org/site/PubCharges.

We inform all authors at the initial receipt of
the submission that manuscripts are
reviewed and papers are published with the
implicit understanding that you will pay all
publication charges”



http://www.journal.org/site/PubCharges

l. Request for payment

“To cover the cost of printing, we require
authors to pay a standard page printing
charge of 200,000 KRW per ten journal
nages and an additional charge of 50,000
KRW for every page exceeding this limit.
~or more details on our pricing please refer
to our website.”

“Therefore, we ask that you pay the
publication fee of [value] by July 13, 2016:"



l. Request for payment

“Payment can be made by any of the following
methods:”

"Please note that the publication of your paper in our
Journal can only proceed once we confirm that your
payment of the publication fees have gone through'”

“We advise prompt payment as we are unable to
publish accepted articles until payment has been
received.”’

“Your payment regarding publication charges is
overdue.”



ll. Request for source files
or for revisions

‘| am contactin% you regarding your recent online submission
to [Journal]. Dr. [Editor] indicated that there is a problem
with the [manuscript].

According to our guidelines, the abstract must be limited to
250 words, the reference list should not exceed 30
references, and the figures and tables should follow the
reference section.

Yet we have found that you have not conformed to these
guidelines set out on our website. For more information,
please see http:.//www.journal.org/#manuscriptprep).

Accordingly, please go through the manuscript, make the
necessaral changes, and re-upload your revised manuscript
within 10 days”



http://www.journal.org/

ll. Request for source files
or for revisions

‘| am contacting you regarding your recently
accepted article referenced above.

We have not yet received the source files for
your paper and would appreciate it if you
could upload the final versions of these files
via our online submission system
iImmediately

[i.e. a single Word file of the main text, tables
and legends, which must be editable text
only (not embedded pictures), and a
separate file for each figure].



ll. Request for source files
or for revisions

"Please supply a revised figure(s) and legend(s) by
[date]”

"Please make the necessary changes and re-upload
your manuscript at http://submit.ms.org.”

“Before uploading the revised manuscript, please
ensure that you have heeded to all instructions
outlined in our Manuscript preparation
guidelines
(http://journal.org/site/author/ms.xhtml).”



http://submit.jbc.org/
http://journal.org/site/author/ms_prep.xhtml

ll. Request for source files
or for revisions

"Please see our Manuscript preparation guidelines for
further information
(http://journal.org/site/author/ms prep.xhtml).”

"For more information, please see
http://www.journal.org/guidelines).”

‘It you require help improving your files, please
contact the Editorial Office at: editorial@journal.com”

‘It we require anything further from you in terms of
source files, we will be in touch shortly. Otherwise,
you will receive proofs in due course.”


http://journal.org/site/author/ms_prep.xhtml
http://www.journal.org/guidelines
mailto:editorial@biologists.com

lll. Galley proofs

"We are pleased to send you the PDF page
proofs of your article ahead of the
compilation of the [month] issue of
[Journal]”

"As corresponding author, you must proof the
editing, mark any corrections, and approve
the galley proof.

"We would appreciate the return of the
corrected proofs within 48 hours'”



lll. Galley proofs

“The PDF page proofs of your submitted article
were sent for you to correct and approve on
[date].

In accordance with the policies of the Journal, we
asked for the proofs to be due back within 48
hours. Yet we still have not heard back from you.

Your article is subjected to appear in the [month]
Issue. So if we do not receive the corrections
within 24 hours, the editorial committee will
proceed with the publishing accordingly.”




IV. Giving due dates and
reminders

Giving due dates
"We would appreciate a reply by [date].

"We would appreciate your addition
of/changes to this information to the
manuscript by [date].”

"We hope to receive the requested files by
[date]”



IV. Giving due dates and
reminders

Giving due dates

"We look forward to hearing from you by
[date]”

“We would be grateful for an explanation by
[date]”

"Please provide me with a full and prompt
response within 30 days.’



IV. Giving due dates and
reminders

Gentle reminders

“We are waiting for your reply on our previous
manuscript revision request.”

"Before we can continue with the production there
are few minor modifications we would like you
to make to your figures.”

"Until we have heard from you, we cannot proceed
further with the review/publication of your paper.”



IV. Giving due dates and

reminders

Not-so-gentle reminders

‘It you do not answer by December 31, the
editorial committee will proceed with the
publishing accordingly.”

‘It we do not receive a sa.tisfacto.(?/ response within
the allotted time, we will consider that you wish
to withdraw your paper from consideration”

"Until this matter is resolved, we cannot proceed
further with the review/publication of your paper”



IV. Giving due dates and

reminders

Not-so-gentle reminders

“In order to promote timely publication, we require
that the revision be completed within 90 days
from the date of this messla%e. Manuscripts

received after this time will be considered as
new submissions.’

"It no satisfactory answer is provided, we must
withdraw the paper from
consideration/publication. Therefore, we

recommend you give this matter your close and
Immediate attention.”



IV. Giving due dates and
reminders

Not-so-gentle reminders
“If we do not receive the manuscript with the

requested changes by July 13, 2016, we will

consider that you have chosen not to proceed
with the publication of your paper in our Journal.
If this is not the case, we advise that the

submission is made promptly.”

"Omissions of data have led us to suspend the
review of your manuscript. If we are to reinstate

consideration of your paper, we require an
acceptable response by [date]”



Generic closures

“Thank you for your cooperation and understandings.”

"Please do not hesitate to contact us if you have any
questions.”

"Please let me know if you have any questions.”

“Thank you for your attention to these details in the
preparation of your submission.

We look forward to receiving your manuscript for
review by our Editorial Board."



V. Dealing with suspected
plagiarism

“A serious issue has led us to suspend the review
of your manuscript.”

“In reviewin% your manuscript, we discovered
sections that seem to be unoriginal, having
appeared in the following previously published

work: (details)”

‘It has come to our attention that your
submitted/published manuscript appears to
contain substantial overlap with [title] published
in [Journal].”



V. Dealing with suspected
plagiarism

“The overlap goes beyond the normal occurrence of standard
phrases in your field. Specifically, [section] of your paper
contains a significant amount of textual overlap with
[previous work]. Moreover, this previous work has not been
cited in your submission. For this reason your paper cannot
be considered for publication.”

"Republishing previously published material without proper
attribution in an original research article is not an
acceptable practice.

“Since it is our policy to publish new and ori%nal work, we
cannot proceed further with the review/publication of your

paper.”



V. Dealing with suspected
plagiarism

"Our journal does, however, require an explanation from you.
It a satisfactory answer cannot be provided, we must
withdraw the paper from consideration.”

“Unless a legitimate explanation is received for the large
amount of textual overlap between the submitted paper
and the abovementioneclowork, this paper will not be
reconsidered for publication.”

“We further inform you that [Journal] uses CrossCheck
powered by iThenticate software to check the originality of
manuscripts. For more information on CrossCheck, visit
their website at [web].”
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Sample Correspondence for an Editorial Office

Upcoming Events

The CSE Editorial Policy Committee, in collaboration with the Committee on
ol slran b AEs Ll Publication Ethics (COPE), has developed sample correspondence that relates to
specific situations that journal editors may face. These drafts are suggestions that we
hope you will find useful. Feel free to copy and modify them to fit your own needs.
We will be adding to this list throughout the year. Please send comments

to CSE@councilscienceeditors.org.

. Manuscript Overlap (before publication)

° Manuscript Overlap (after publication)

° Figure Duplication

*  Request for Original Data

. Request for a Revised Figure

. Addition or Deletion of Author before Publication

° Addition or Deletion of Author after Publication

http://www.councilscienceeditors.org/resource-library/editorial-
policies/sample-correspondence-for-an-editorial-office/
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Publishing Ethics Resource Kit (PERK)

The Publishing Ethics Resource Kit (PERK) is an online resource to support journal editors in handling publishing ethics issues. Itis a
single point of access for information and guidelines on publishing ethics, PERK provides flowcharts to guide editors through processes
required to deal with different forms of publishing ethics abuse. Furthermore, it includes form letters to adapt and use for various
situations, PERK Q&A information and much more. For more information on this resource kit and how it works, please see Why PERK?

and How PERK works.

* More resources for editors are available from COPE » (Committee on Publication Ethics), including an eLearning program on how to

handle and prevent misconduct.

* Read more about Elsevier & COPE.

* On the Elsevier ]’ul]]ixl]iu‘,"I Campus in the Ethics in Rese

rch & Publication » section young researchers are offered advice on how to
avoid misconduct and recommended reading about research and publication ethics. The program is a collaboration of an independent

panel of experts in research and publishing ethics and Elsevier.

* Read more about Elsevier's policies on: Article withdrawal, sharing articles, patient consent and research data.

Read more about the guidance on possible 'Corrections to the record'

Decision Trees Form letters

General guidelines (all decision trees) A, To author
A1, To author regarding a published article
1 Authorship complaints A2, To author regarding suspected plagiarism in a submitted article
2 Plagiarism complaints A3. To author regarding an article retraction
3 Multiple, duplicate, concurrent publication/Simultaneous

submission B. To complainant re: Author

4 Research results misappropriation o
C. To institution

5 Allegations of research errors and fraud htt p S ://WWW_ e | SeVi e r.CO m/?a = 5 2 9 64
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