
Checklist for Guest Editors

p Formally invite authors and solicit abstracts. Specify article length and deadline.

p Send list of invited authors to the MRS Bulletin Editorial Office including:
p name
p title or topic
p mailing address
p street address (for express delivery of galley proofs)
p telephone number
p fax number
p e-mail address
p supplementary material for the Web
p Guest Editor to receive manuscripts
p author deadline
p planned length of manuscripts

p Collect preliminary abstracts from authors and send a copy to the MRS Bulletin Editorial Office.

p One to two months before the final deadline, acquire from authors:
p author information form (with current address, phone, fax, e-mail
p final abstract (100–150 words)
p clean version of manuscript (suitable for scanning)
p disk of manuscript (MS Word preferred)
p reproduction-quality original figures
p authors’ topical keyword form for each article
p signed copyright form
p photo of each author
p brief biography of each author

p By the final deadline, select a color photo (slides are preferred) for the cover.

p By the final deadline, send to the MRS Bulletin Editorial Office:
p photo of each author
p biography of each author
p signed copyright form for each article
p final abstract (100–150 words)
p typed copy of each manuscript
p disk of each manuscript
p original figures for each manuscript
p cover photo (color, if possible)
p one photocopy of all manuscripts and figures
p topical keyword form for each article
p additional/supplementary information, URLs for the website
p your introduction
p order in which articles should be published


