Proposed File Management for Open Monograph Press
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This table of file management functions for OMP is intended to complement the software functionality presented in the figures that form part of the document Open Monograph Press Modules http://pkp.sfu.ca/node/1600  The modules reference a good number of additional documents (e.g., contracts, copyright permissions, etc.) that will form part of the press system.
	
	Prospectus
	Monograph
	Edited Volume

	Document Type
	A prospectus outlines the book (monograph or edited volume) and is accompanied by one or more chapters
	A monograph or authored book, with one or more authors, responsible for having written the whole of the text.
	An edited volume or collection of chapters by chapter authors, with an overall volume editor or editors responsible for the book as a whole (and likely author of introduction).

	Incubation
	See Monograph and Edited Volume
	Press editor helps author(s) set up site (open to identified colleagues and/or public), with prospectus, blog, and author guidelines, to which drafts of chapters, bibliography, source materials for others to consult. In consultation with press editor, author decides to submit prospectus, with chapters, or full manuscript for press review.
	Press editor helps volume editor sets up site (open to chapter authors, colleagues, and/or public), with prospectus, blog, and author guidelines, with chapter author invited to submit drafts of chapters, bibliography, source materials, etc. for others to consult. In consultation with press editor, volume editor decides to submit prospectus, with chapters, or full manuscript for press review.

	Submission
	Author or volume editor indicates prospectus plus sample chapters are being submitted for review, and uploads prospectus and one or more chapters, indicating contact author/editor  
	Author indicates a monograph is being submitted for review and uploads a single monograph file, along with prospectus, and metadata, indicating contact author (if co-authors are involved).
	Volume editor indicates an edited volume is being submitted for review and uploads a single file, along with prospectus, and metadata including editor contact, as well as chapter titles, author names, and contact author email for reach chapter, thereby registering authors in OMP (for use with copyediting and proofreading).

	Review
	Press editor invites review of prospectus and chapters, with questions including option to later  review complete book. 
	Press editor uses prospectus in inviting review of the monograph, based on a set of guiding questions for reviewers.
	Press editor uses prospectus in inviting review of edited volume based on a set of guiding questions for reviewers.

	Editor decision
	Press editor makes suggestions based on reviews and sends along suggestions to contact author/editor, re invitation to submit full text when completed.
	Press editor makes decision ands sends along suggestions, based on reviews, to contact author, who if invited revises and resubmits monograph manuscript.
	Press editor makes decision and sends along suggestions, based on reviews, to the volume editor, who distributes suggestions to relevant chapter authors, as well as, if invited, reassembles chapters and resubmits volume as a single file.  

	Copyediting
	N/A
	1. Single file copyedited and sent to author for review before copyeditor makes final pass and sends on to layout editor. 

2. Preface or other additional materials are added at this time for copyediting, requiring additional workflow management tracks.
	1. Copyeditor breaks edited volume into chapter files and copyedits each chapter, uploading the copyedited chapter file to a copyediting workspace version of the table of contents (generated by metadata entered by volume editor). 

2. Preface or other additional materials are added at this time for copyediting, requiring additional workflow management tracks, with volume editor the contact person.

3. Copyeditor notifies chapter authors of copyediting changes and author queries, with authors uploading their revised version to the system, as they were registered (or have copyeditor do so). 

4. Copyeditor does a final pass for each chapter, which, when all are complete, are made available to the layout editor as distinct chapter files (including preface, etc).

	Layout
	N/A
	Layout editors prepares galleys and incorporates front matter, illustrations, index, etc. for the book as a whole, which is sent to the indexer. 
	1. Layout editors prepares galleys and incorporates front matter, illustrations, index, etc. for the book as a whole, which is sent to the indexer. 

2. Prepares galleys as well for individual chapters, uploading them following a similar table of contents workspace provided for copyediting.

	Proofreading
	N/A
	Proofreader works with master file in all publishable formats. Author works with PDF galleys.  Typo and layout issues reported to layout editor.
	Proofreader works with master file in all publishable formats.

Chapter authors are notified to proof individual chapters in galley PDFs.
Typo and layout issues reported to layout editor.

	Publication
	N/A
	Layout editor publishes monograph in all formats. Publication site includes capacity for linking to reviews, related projects, citation records, as well ability to continue author blog and access incubation materials.
	Layout editor publishes edited volume in all formats, along with separate chapter downloads. Publication site includes capacity for linking to reviews, related projects, citation records, as well ability to continue author blog and access incubation materials.


