Special Issue (SI) potential editor negotiates with editor a timeline and topic.

A special issue is a collection of papers, organized and edited by the special issue editor, on a topic of critical importance to the CMOT community.  A special issue often has between 4 and 6 papers.  In extraordinary circumstances a double issue is possible.  Papers are assumed to be 25 to 35 pages in length - everything included - double spaced.

If you are interested in doing a special issue, you should contact the editor Kathleen Carley, and discuss whether the topic and timeline you wish to propose are acceptable.  For accepted special issues the following procedures should be followed.

Special Issue editor or editors provides Kathleen Carley kathleen.carley@cs.cmu.edu with this information:

1. Due date for first drafts

2. Due date for R&R’s

3. First decision on each paper

4. Final decision on papers

5. The order of the papers (including forward) in which the papers are to be published.

6. List of reviewers names and university/work and country

7. An overview or forward paper (this is optional) that describes purpose of special issue and places the papers in context to each other (usually written by special issue editor(s))
8. Final papers must be entered in to the CMOT on-line system.
9. Topic area or title of special issue 

10. correct spelling and contact information for special issue editor/editors

The following steps can all be done electronically.

1. Call for papers goes out (often with 3-9 months to respond on part of authors).  This is done by sending out mass email.  These emails are sent by special issue editor and editor (Carley).  Some special issue editors also make flyers and hand them out at conferences.  If the period is long, then after 6-9 months another call is often sent out 3-5 months before the end.  Note:  this may be the call for sending papers to a conference or workshop.
2. Special issue is often comprised of both solicited and unsolicited papers.  If the special issue is associated with a workshop then only papers from the workshop are included.
3. All papers are reviewed by –1-3 people (one or more of which can be the special issue editor or editors).

4. Copies of reviews are sent to Melissa Anderson, editor (Carley) and to special issue editor.  These can be sent as a set – but there needs to be one per paper.
5. Special issue editor sends papers to reviewers, reads reviews and decides what to do with papers:

1) accept
2) revise and resubmit - minor revision

3) revise and resubmit - major revision

4) Note: transfesr - excellent papers for CMOT that do not fit the special issue are not to be transferred to the editor for consideration for a general issue.

5) reject

6. SI editor also checks paper format, notes grammatical changes needed, and checks format of references.

7. Letters to authors, with the decision, are sent out by SI editor.  This can be done through the CMOT on-line submission form.
8. Revised papers are resubmitted - second round of reviews usually is not done for special issue - but can be in hard cases for papers with major revision.  SI editor handles this – from within CMOT on-line system.
9. SI editor makes decision and submits these.  Note, there is no production editor.
10. SI editor writes a forward for the special issue - usually 1-5 Pages (this is optional but generally done).  This forward is sent to Kathleen Carley and Rolan Profugo along with the final packet.
11. Note steps 1-10 can be done outside of the CMOT on-line paper system or within it.

12. Dr. Carley sets up the SI in the CMOT web-site and informs the SI editor.

13. SI editor determines the order in which the papers will appear in the volume.  This ordering should be put in a word document and sent with the final packet to Dr. Carley
14. The final versions of the papers can be submitted in either of the following ways:

Special issue editor collects this information for each paper and includes it in the final packet.  This final packet should be sent using email by the special issue editor to Kathleen Carley ( kathleen.carley@cs.cmu.edu ) and Rolan Profugo (RolanJeffrey.Profugo@springer.com )
1) An electronic version of each paper Special Issue Manuscript in .doc, .docx or .tex file format.   PDFs are not acceptable.  Figures can be included in the .doc or .txt.  However, the Production Department prefers it to be sent in a .ps, .eps, .gif or .jpg file format.  Authors should be advised that Springer still has problems with word 2007.
2) A short bio for each author (less than 150 words each). Include author's email ids.
3) A list of 4-7 key words per manuscript.

4) The Contact Information of the Corresponding Author for each manuscript.  This can be sent as a single list with all authors and contact information.
5) After the Author has been registered, the manuscript will be uploaded inside the system on his/her behalf. That way, the Editor will experience no difficulties and the Production Department's requisite will be satisfied.
6) All the special issue material can be sent in a single email.  Both Profugo and Carley can accept a .zip file.

Or

The following steps are taken:
1)  SI special editor informs the authors of the SI key that they need to note when they submit their articles that they need to submit the final version, bio, and keywords  

2) Submits to Kathleen Carley ( Kathleen.carley@cs.cmu.edu ) and Rolan Profugo (RolanJeffrey.Profugo@springer.com ) a list of the corresponding authors and their emails and the order in which the SI editor wants the papers to appear in the journal.
3) The SI editor uploads the SI forward.
4) Each author uploads their manuscript, bio and key words into the CMOT system – and notes that the paper is part of the appropriate special issue.

