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OK Folks.  Above are the annual report writing, figure-preparing, reviewing assignments from your illustrious chapter editor.  And if you think the assignments look painful, read further to get the schedule.  The annual meeting is 2-3 April and the annual report is due to Rita on 15 April.  I am leaving this place for two months on May 1, and truly need the last two weeks of April to deal with other issues.  So, in contrast to our efforts of the past, we’re going to make the deadline for Rita.  So here’s what I recommend for each of you Lead Authors:





27 March (Friday) 		-  Have draft finished; pass it to initial reviewers


31 March (Wednesday)	-  Reviewers get drafts back to lead authors


2-3 April (Thursday, Friday)	-  Absorb comments from Annual meeting


8 April (Wednesday)		-  Corrected drafts (with figs) to Butler


10 April (Friday)		-  Chapter distributed to all by Butler


13 April (Monday)		-  Comments and final figures to Butler by end of day


15 April  (Wednesday)	-  Chapter to Rita





(Note that I have not listed myself as an “intial” reviewer in any subsection, because I’d like to see a lot of the trivial issues worked out before the drafts come to me.  In the end, I’ll be getting my two cents in on everything.)  YOU ONLY HAVE TWO WEEKS TO GET THE INITIAL DRAFTS DONE!  Lead authors are responsible for their subsections and deadlines.  Initial reviewers can include more than those listed if you, but those listed are a minimum.





Miscellanea: 





Write the text using Microsoft Word, Times-Roman Font, 12 point


Preferably, set figure widths at 3.25 inches for one-column figures or 6.75 inches for two-column figures.  In general, try to avoid two-column figures. 


Figures are to go into separate files.  Send me .EPS files of the figures and files from the programs used to generate them (i.e., two files for each figure). 


Stick with the numbering system in the above table.  It can always be changed later, but this will work for now.  Number the figures according to section, e.g. Figure 5.2.1(1) and 5.2.1(2) etc.  These definitely will be changed before it goes to Rita, but this is the best way to track them for now.


Call or e-mail me if you have questions, otherwise, “Gentlemen – Start your keyboards!”





Final Note:  This will only work if everyone stays on schedule, so – no slouchers!





Butler
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