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MEMORANDUM
TO:		Robert Stoldal, Chairman
Board of Museums and History

Myron Freedman, Acting Administrator
Division of Museums and History

FROM:		Catherine Magee, Director
Nevada Historical Society

DATE:		9 September 2020

RE:	Request to approve pending contract for William Rowley as Editor-in-Chief for the Nevada Historical Society Quarterly for two 2020 publications and four 2021 publications

Project Description
The contract is to act as Editor-in-Chief for the Nevada Historical Society Quarterly publication for 2020 and 2021 which, payment for two issues in 2020 and four issues in 2021. Each year the amount paid is not to exceed $24,000 in any calendar year.  See Scope of work following this memo.

Hourly wage $25.00

Funding Sources
Budget Account 5035 Nevada Historical Society Quarterly Category 37 and Board Approved Special Project Category 48

Approval:



Robert Stoldal, Chairman                                                  Date




	
[bookmark: _GoBack]Myron Freedman, Acting Administrator                                 Date












Scope of work for the Contract Managing Editor of the Nevada Historical Society Quarterly
· Advertise calls for submissions, including hanging fliers, e-mailing fliers and meeting with people in the field including Professors and students on UNR’s campus.
· Create a timeline for the publication of issues and communicate deadlines to authors, reviewers and other editors
· Determine when special issues are warranted and work with an author pool for the special topic
· Communicate and delegate tasks to the associate, assistant and book review editors on all topics and inquiries
· Coordinate the work of copy editors, layout editors and printers when needed 
· Communicate with potential authors and encouraging submissions
· Work with authors throughout the entire process from submission to publication including:
1. Initial read through of submission and accepting or rejecting the paper
2. If accepted, make editorial suggestions to the author (over the last year I have found most people don’t write for a wide-spread audience; I encourage ways to make their papers more readable and interesting to a wider audience not just historians)
3. Once edits have been made, find peer reviewers for the paper and furnish peer reviewers with a guideline for review
4. Liaise between the peer reviewers and authors (it’s a double-blind process); this includes making certain that authors make edits suggested by reviewers- which means I give the paper a final read through and make the final acceptance decision
5. Liaise between copy editor and author for any final content/wording changes
6. Assist authors with images and permission to use images
· Communicate with copy editor and proofreader about formatting specifications
· Determine if formatting changes are needed and implement them
· Continue double-blind peer review process begun in early 2019
· Compile finalized papers into a folder to send to the layout editors when all have been copy- edited












· Communicate with layout editors regarding layout specifications, color pages, cover images, and adding in text or images last minute to fill in blank pages within a 4-page signature (the smallest printing signature our printers work with).
· Proofread the proofs along with a volunteer proofreader; proof reading is a detail-oriented task that requires looking over the entire publication with focused eyes. For the past few issues we have had to undergo 4 to 5 rounds of proofing before the publication is ready for print.
· Sign-off on the final proofs and ask the layout editors to send it to the printers
· Sign-off on the printer’s final proof before directing them to print the issue
· Liaise with printers for any questions/issues or concerns that arise, for example- for color pages what type of paper we want to use, for a color cover what type of print we want to go with to avoid smearing, etc.
· Determine how many copies are sent to authors and with assistance have them mailed to authors
· Manage other tasks that arise concerning the publication of the journal
· Suggest potential speakers for public programs at NHS from paper submissions
· Meet with NHS staff as requested for communication on status or progress of publication
Hourly wage $25.00

Not to exceed $24,000[endnoteRef:1] in any calendar year (number of hours per issue varies depending on the page number and other factors)  [1: ] 

This current proposal is to manage the publication for the 2020 and 2021 years which, includes the production of 6-issues of the NHS Quarterly; one remaining issue in 2020 and four issues in 2021. The work duration and number of issues needs to be flexible and depends on funding and NHS staff availability.

	
Funding Sources
Budget Account 5035 Nevada Historical Society Quarterly Category 37 and Board Approved Special Project Category 48
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