Templates for corresponding with reviewers and authors
Inform author that you will be the guest editor for their manuscript:

Dear Author,

I would like to inform you that I will be acting as guest editor for the manuscript that you submitted for publication in the SVEPM special edition of PVM. Your paper has now been entered into the review process and I will contact you when the reviews have been completed. I look forward to discussing your paper with you at the upcoming conference in March. I would also like to inform you that final acceptance of your manuscript is subject to approval by the PVM editor-in-chief.

Best wishes,

Teresa

Contact reviewer:
Some letters that we have sent in previous years are below. You can cut and paste your reviewer names and the paper titles into this letter and it makes it a quick process. I was able to send out all of my invitations to my reviewers in less than 10 minutes.

The subject heading for the email is ‘Special Edition of PVM 2012’.
Dear  James,

I am contacting you on behalf of the SVEPM organising committee regarding the Special Issue of Preventive Veterinary Medicine 2012 in which we will be publishing 15 papers presented at the upcoming SVEPM conference.

You have been recommended to review one of the manuscripts for this publication:  ‘Farmer attitudes and behavioural responses to introduction of premovement testing for bovine tuberculosis in great britain’ for which I shall be the editor.
If you would be able to help us with this review, you would have until 21 February to return your review of the manuscript to us.

I would be grateful if you would let me know your response within the next few days. If you agree then I shall send you the manuscript as well as instructions for reviewing the manuscript.
Kind regards,
OR
Dear Bill,

I am contacting you on behalf of the Society for Veterinary Epidemiology and Preventive Medicine (SVEPM) organising committee regarding a Special Issue of the scientific journal Preventive Veterinary Medicine associated with the SVEPM 2012 conference. We have received 15 paper submissions for the Special Issue based on papers that will be presented at the upcoming SVEPM 2012 conference in Glasgow, Scotland. Further information about the Society and the 2012 conference can be found on: www.svepm.org.uk. 

We felt that given your particular area of research you might be willing to review the manuscript for which I have appended the abstract below. 

If you agree to assist us with this request, I would like you to return your review to me within 3 weeks from receipt of the manuscript. Also please consider any possible conflicts of interest that you might have in your decision. It is important for us to have the reviews returned in a timely fashion, since we have to publish the Special Issue prior to the SVEPM 2013 conference, and it usually takes an extended period to get all manuscripts to a stage that will be acceptable for publication.

I would be grateful if you could let me know within the next few days whether you are able to help us. If you agree then I shall send you the manuscript as well as instructions for reviewing it.

Kind regards,
(and then copy in the abstract below)
Sending manuscript and guidelines to reviewer:
Dear Soren,

Thank you for agreeing to review this manuscript. The paper and guidelines for reviewers are attached. I would be grateful if you could return your review to me by 21 Feb. Could you please send your review as a separate word document and not as notations on the manuscript?
Thanks again,

Remind reviewers a week before review is due (approx 14 Feb 2012):
Hi all,

This is just a gentle reminder that I hope to get your paper reviews back next week.

Thanks very much for all of your help!!

Best wishes,

Chasing up reviewer

Dear Chris,

Thank you for helping with the PVM special issue this year.

I would be grateful if you could send your review to me as soon as possible.

Thank you again,

Best wishes,

And…

Dear Chris,

I am now very behind with your review. Could you please send it to me by Friday otherwise I will need to find another reviewer which will even further delay the manuscript.

Thanks very much!!

Teresa

Letter to reviewer after receiving reviews from all reviewers

Dear Chris,

Thank you so much for your review. This is extremely helpful.

Thank you again and I will send you a copy of the feedback to the author with my comments and those of the other reviewer later today.

Best wishes,

Informing author of review

Dear Clara, 

We've now received feedback from two experienced referees, which I have included with this email. 

Each of the Reviewers' concerns must be addressed and resolved (comments made both in the manuscript and also in the separate Reviewers' comments file).  Given the timelines associated with the special edition, I would need the revised document to reach me by 1 June.  Please contact me if you have any queries.

Kind regards,

Chasing up author for revision

Dear author,

Please email to me your revised manuscript as soon as possible. Any delays might result in a delay of publication of the special edition or the omission of your manuscript from the special edition altogether.

Kind regards,

Informing reviewer of author’s revision

Dear Chris,

Thank you for your help with reviewing a manuscript for this year’s Special edition of PVM.  Attached is a copy of the feedback from yourself and another reviewer and me that was sent to the author (title.doc).

The author has now submitted a revised manuscript showing track changes (title.doc) and a version with track changes accepted  (title.doc) and a reply to reviewers (answer to comments.doc).  Would you mind having a look at the revision and letting me know any final comments you might have by 1 July?  I have also attached a copy of the revision with my suggested grammatical corrections which I will be sending to the author for her acceptance (comments.doc).

If I don’t receive any comments from you by 1 july, I will assume you are happy with the revision.

Thanks again for all of your help and I hope you have had a good summer!!

Requesting conflict of interest statement
Dear author,

Could you please ensure you have a conflict of interest statement inserted in your manuscript after the acknowledgement and before the references. 

Authors need to disclose any financial and personal relationships with other people or organisations that could inappropriately influence (bias) your work. Examples of potential conflicts of interest include employment, consultancies, stock ownership, honoraria, paid expert  testimony, patent applications/registrations, and grants or other funding. If there is no conflict to declare, the wording "None " under the heading is sufficient.

Authors can refer to the Guide for Authors on the journals’ homepage for further information.
Confirm all tables and figures are in correct format, if they are not communicate with author

Please see elsevier’s guide for authors to submit the figures in the correct format (ie figure captions and figures in separate files with each figure on a separate page (I have copied a section of the guide below). 
  
http://www.elsevier.com/wps/find/journaldescription.cws_home/503315/authorinstructions 
Illustrations 
1. All illustrations (line drawings and photographs) should be submitted as separate files, preferably in TIFF or EPS format.
2. Illustrations should be numbered according to their sequence in the text. References should be made in the text to each illustration.
3. Illustrations should be designed with the format of the page of the journal in mind. Illustrations should be of such a size as to allow a reduction of 50%.
4. Lettering should be big enough to allow a reduction of 50% without becoming illegible. Any lettering should be in English. Use the same kind of lettering throughout and follow the style of the journal.
5. If a scale should be given, use bar scales on all illustrations instead of numerical scales that must be changed with reduction.
6. Each illustration should have a caption. The captions to all illustrations should be typed on a separate sheet of the manuscript.
7. Explanations should be given in the figure legend(s). Drawn text in the illustrations should be kept to a minimum.
8. Photographs are only acceptable if they have good contrast and intensity. 
9. If you submit usable colour figures, Elsevier would ensure that these figures appeared free-of-charge in colour in the electronic version of your accepted paper, regardless of whether or not these illustrations are reproduced in colour in the printed version. Colour illustrations can only be included in print if the additional cost of reproduction is contributed by the author: you would receive information regarding the costs from Elsevier after receipt of your accepted article.
Please note that because of technical complications which may arise by converting colour figures to 'grey scale' (for the printed version, should you not opt for colour in print), you should submit in addition usable black and white figures corresponding to all colour illustrations. 
10. Advice on the preparation of illustrations can be found at the following URL: http://www.elsevier.com/artworkinstructions   
 
Also confirm all tables and figures are NOT in colour, if they are communicate with author

In 2011, Colour for  Preventive Veterinary Medicine is charged at Euro 200 for the first figure in an article and Euro 100 any subsequent colour figures in the same article. Please note that figures appear free of charge on ScienceDirect.

Please ensure that your legends and titles correspond to either colour or grey-scale, whichever you have chosen.

