Associate Editor(AE) is
notified when
manuscripts and
completed
anonymous review
forms have arrived.

Confirm that the article
is ready to proceed to
final editing/formatting
by EC and EA.

Associate Editor Duties

Creative Works

AE reviews materials,
and recommends a
publication decision
on the Editor Review
Form (ERF).

AE is notified when
revised, accepted
manuscripts are ready
for review to ensure
that the author made
the necessary
changes.

For accepted
manuscripts, AE will
add additional editor
comments pointing
out “areas that need
to be addressed” on
the ERF.

AE submits ERF. Editor
in Chief (EC) reviews
pub decision. EC and
Editorial Assistant (EA)
manage direct
correspondence with
the authors.
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