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Planning worksheet

Rationale:
· Why are you proposing to start a new journal? 
· How are you going to ensure the long-term viability of the journal?  
· What other journals exist in this scholarly/research areas? 
· Is there a niche for a new journal? Will your journal be viable?






Title/scope: 
· Does your proposed title clearly reflect the scope of the journal? Is the title attractive?  
· Is the proposed title unique and unlikely to be confused with another journal or other entity? 
· Does the proposed title have a nice acronym and is the acronym unique?  Is the title similar enough to an existing journal to cause confusion (Do your homework!)   
· Does the scope capture the goals for your journal? 
· Is it focused enough so that the journal has a clear direction and broad enough to ensure it will be attractive to a significant group of authors and readers? 
· Is the scope clear and concise? 
· Consider having a short concise statement of the scope for places such as the home page of the journal and a more detailed description of the scope for the instructions for authors.
· Which area(s) of research does the Journal cover within the entire research field? For clarity, make a bullet list of research areas of special interest to the Journal.
· How does it differ from other journals in the area? Again, the Open Access aspect may be valid.
· Is the Journal intended as a specialist or multidisciplinary journal? In the latter case, stress the suitability of Open Access for such an approach.
· Is it of importance to state if there is a society or association behind the Journal?
· Which target audiences do the Journal aim to reach? Stress why Open Access is instrumental in fulfilling this goal. 
· Which types of articles does the Journal accept, e.g. Original articles, Review articles, Short communications, Letter to the Editor etc.?


Editorial board and governance structure: 
· Who will be the members of editorial board and/or editorial team? How will they be recruited?
· How will the leadership of the journal be organized and what role(s) will the various members play?
· What type of governance structure will the journal have?
· How many layers of editors does the Journal require? Deputy editor, section editor, regional editor, managing editor, associate editor, book review editor, editorial advisory board, editorial board – the choice is yours! 
· Do the board members reflect the diversity of the Journal’s scope and/or represent different parts of the world satisfactorily?
· What is expected of the board members and how long will they serve?
· Is it possible to meet physically with the board members on a regular basis to discuss editorial policy, or is a virtual meeting sufficient. Who pays for travel and accommodation?
· Will any of the board members expect to be paid?
· Are key editors able/willing to use the online submission and publication system which the Journal will apply?
How can you keep board members committed?


Content/Format/style and layout issues: 
· What sections will be included in the journal and what types of articles or other material will be solicited? 
· Which style guide and reference format will be used for the journal?  
· What will the layout look like? 
· Which file format(s) will article and other material be published?


Journal Documentation
· What will you include in your instructions for authors?
· How will you organize your reviewer form? What will be the rating categories. Will you include fixed choice rating items or just open-ended questions?
· What documentation will you provide for your reviewers, for your review/section editors?
 



Options for web hosting, journal/peer-review management, backup/archiving and web development.
· Where will your journal be hosted?
· What will you use for a domain name? (use your institution or publisher’s domain  or purchase one specifically for the journal) 
· How will you handle backup and archiving?
· Who will do your web development and provide support?
 










Developing a Business plan:
· What Resources will you need?
· Start up costs/resources
· Fixed costs to maintain the journal
· Incremental costs per manuscript published
· What are your potential sources of support?[footnoteRef:1] [1:  From the Open Directory OA Journal Business Models] 

· Advertising
· Endowment
· Fund-raising
· Institutional subsidies
· Membership dues
· Priced editions
· Publication fees
· Volunteer effort


Selecting a partner (or not)
· Have you considered potential partners? 
· If so, what would the relationship entail?
· Who would own the journal and how would the financial responsibility be handled?
· What do you want tasks to do yourself and what do you want to contract out?
· What financial resources are available for the journal?
· What time resources are available for the journal?
· What skills and competencies exist amongst the team that will publish the journal?
· Which skills and competencies are lacking but can be acquired?
· How much control do you wish to have over your journal?
· How professional do you wish your journal to be and to what extent can you meet this standard?
· What experiences does a partner have that will benefit your journal?
· Does a potential partner have experience related to your academic field?
· Can a potential partner provide references to attest to the quality of their work? 
· Will a potential partner be available when you need support?
 


Considerations when creating a budget

· What are your financial goals for the journal? (break-even, generate a small profit, etc.)
· Do you expect to carry out all activities in-house or to outsource some activities to partners?
· What does the short-term vs. Long-term financial picture look like? (a 3-5 year budget)
· What is your growth plan for the journal? (Wow many submissions and published articles do you plan/expect?)


Ensuring impact

· What specific marketing goals do you wish to set for your journal?
· Within what timeframe will these goals be attained?
· How will you attain them?
· What marketing channels are available to you based on your budget?
· Does the marketing opportunity fit with your specific marketing goals?
· Where is your potential audience?
· What is your budget?
· What are your journal’s unique selling points in relation to alternative journals and publishing outlets?
· Do you wish to attract readers outside of academia?
· What message will appeal to your key audience(s)?
· How can readers find your journal? What entry points exist?
· How can you measure the visibility and impact of your journal?




Journal peer-review process:  
· How will the review process be organized?  Will the structure include multiple review/section editors
· What will be the review criteria?  What will the review form include?
· Who will be the reviewers? 
· What  will the criteria/standards be for becoming a reviewer?
· How will they be recruited?

Some questions that should be answered before setting up OJS:

· What review process is applicable for the journal?
· Single or double-blind?
· How many reviewers does the paper require?
· Should the revised version go back to the reviewer/s?
· How much time should be allowed for reviewing/revising?
· Should reviewers be notified of the final decision?
· Are standard letters to be preferred or does the journal require personalized letters to authors/reviewers? 











Preparing for launching the journal
· Develop a timeline and task list for the launch. Consider using a Gantt chart or other project management tools
· How will you obtaining initial content for initiating a journal.
· How will you recruit an initial pool of reviewers?
· What is your strategy for marketing and publicizing the launch of the journal?


Maintaining and sustaining the journal
· How will you manage the peer-review process?
· The review process be structured
· The flow of manuscripts through the review process be monitored
· The revision process for accepted manuscripts
· What other types of material will you solicit and how will it be processed?
· How will manuscript preparation be handled?
· Copy-editing
· Formatting and typesetting
· Formatting and preparing figures and tables
· Preparing metadata and, optionally, an archival version in XML
· How will the publication process be handled?
· Integration into the journal
· Notification of readers
· Archiving and distribution of metadata
· Maintenance processes
· Maintaining a reviewer pool
· Record-keeping and handling requests for information
· Documentation 
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