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1. 	When a proposal is submitted, it is initially reviewed by the Publications Editor to make sure it addresses all of the required elements and includes CVs. If pieces are missing or elements not fleshed out, the Publications Editor contacts the proposer, requests missing info, and/or offers suggestions for fleshing out.
2. 	When it is deemed complete, the Publications Editor sends the proposal to Publications Board members via the listserv. A link to an evaluation form in GoogleDocs is provided and the deadline for the Board to complete their reviews is typically two weeks. 
3. 	Once all of the Board members’ reviews are received, the Publications Editor shares via the listserv Board members’ feedback, specifically a general summation of the feedback and the direction the assessment appears to be moving in, and to see if, as a result, there is further discussion by the Board. 
4. 	Based on any subsequent feedback received from the Publications Board, the Publications Editor would then conclude the discussion via the list and apprise Board members of the decision before contacting the proposer. 
5. 	The Publications Editor emails the proposer about next steps. Proposal review is typically an iterative process; many decisions lead to revise and resubmit. The Publications Editor provides a high-level summary of feedback and also includes anonymized Board reviews to the proposer so that they can make improvements accordingly. The Publications Editor and proposer mutually agree on a date for resubmitting a revised proposal. 
6. 	When the revised proposal is submitted, the Publications Editor initially reviews it to determine if requested revisions have been addressed (or an explanation provided for those changes they may not agree with and did not make). If requested revisions were minor, the Publications Editor may make a decision about accepting the revised proposal. For major revisions, the revised proposal is shared with the Publications Board and the review process repeats itself. 
Either way, the Publications Editor notifies the Publications Board when a proposal is accepted or rejected. 
7. 	When a proposal is accepted, a Publications Board member volunteers to serve as a shepherd. (The shepherd serves as the liaison between the author and the Publications Board and is a sounding board for any author concerns throughout the writing process or if the author needs someone to provide preliminary feedback on content.)
	The Publications Editor contacts the proposer to let them know the good news, apprises them of who will be serving as their Publications Board shepherd, and gives them a heads up that a publishing agreement is forthcoming from the SAA office.
The SAA office manages the business aspect of issuing the publishing agreement. 
8. 	If the proposal is rejected, the Publications Editor contacts the proposer to let them know.
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