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B  Charge to LRPP Committee 

In 1996, the EXEC of ASIH charged the LRPP to develop an ASIH Policy and Procedures  Manual that would clearly outline the responsibilities of each officer and committee in the society and provide detailed information on term of appointments and operating procedures. Although the  constitution and bylaws define the officers, BOFG, and (in part) the standing committee structure of the society, the specifics relating to duties, timing of transitions of office and function existed largely  as oral tradition. Whereas this worked fairly well in the past, the society and its volunteer bureaucracy have grown sufficiently large that it was now deemed appropriate to establish a written  procedure statement. 


This document was developed to address these specific issues: 

°  For all ASIH committees, to develop a statement that clearly outlines the purposes of each       committee, operating procedures and specific time lines. 

° For all ASIH officers, to develop a statement that clearly outlines operating procedures and specific time lines for their office. 

° To develop a synoptic history of constitutional and bylaws changes in the last 20 years related to duties and timing of actions of officers and committees. (Unless otherwise stated, any historical review in this document extends to 1980 but not before.) ° To develop a detailed recommendation on terms of officers and committee members and the timing of transitions functions relevant to the calendar year, the society fiscal year, and the annual meeting. 

° To review the committee structure of ASIH and as appropriate make recommendations for change, including the consideration of "sunset" rules for ad hoc committees. 

° To develop a detailed recommendation to the EXEC on matters that should be handled as they occur vs. matters that should await BOFG consideration 


The present document constitutes our response to these charges. The document was approved by the BOFG and ratified by the ANBM at the ASIH meetings in Guelph, Ontario, July, 1998. The provisions of this Manual became effective January 1, 1999. We expect this document to be evolutionary, as society functions change to reflect circumstances, opportunities and technologies.  Therefore we, and future, members of LRPP will continue to depend upon suggestions from all members to make this manual most useful. 

Submitted July, 1999, for the Long Range Planning and Policy Committee by 

Robert Karl Johnson 

Grice Marine Laboratory University of Charleston, SC 

205 Fort Johnson Road Charleston, SC 29412 

Telephone: 843-406-4017 Fax: 843-406-4001 

Email: johnsonr@ cofc. edu 

Members of the 1998-1999 Long Range Planning and Policy Committee

Larry G. Allen (1996-1999) 

Kassi Cole (1998-2000) 

Maureen A. Donnelly (1998-2000) 

David Greenfield (1998-2000) 

Robert K. Johnson (1995-1998, Chair) 

Deanna J. Stouder (1995-1998) 

Joseph Travis (1995-1998)


C   Implementation, Use and Amendment of ASIH Procedures Manual 


     1  Implementation and Amendment

The final draft version of the Manual was approved by the BOFG and ratified by the ANBM at the ASIH meetings in Guelph, Ontario, July, 1998. The provisions of this Manual became effective  January 1, 1999. 

The manual includes three classes of items:


1  Procedures and policies mandated by the ASIH Constitution and/ or Bylaws. An attempt has been  made to clearly identify policies that are established as "code" and therefore binding.


 2  Procedures and policies that have been adopted as standard operating procedure by the various cognizant ASIH officers and committees, by the EXEC, and/ or the BOFG, but which are not explicitly mandated by the constitution or bylaws. The bulk of the manual falls into this category. 


3  Procedures and policies that are presented as recommendations, not code, but for the most part reflect current and often long-standing practice. An attempt has been made to clearly identify procedures that are to be regarded as recommendations. Any officer or committee may choose to act in a manner different from that recommended but it is strongly suggested that contact be made with the SECR if this involves substantive departure. In most cases the SECR will alert EXEC of the proposed variance. Clearly any action on behalf of ASIH is ultimately subject to review by the BOFG. 


This manual may be amended by recommendation of any officer or committee subject to review by EXEC and approval by simple majority vote of BOFG. Amendments may also be initiated by individual members through the EXEC and BOFG review and approval process. Minor editorial changes not involving changed meaning or added function require only approval by EXEC or the SECR. A record of such changes shall be accumulated by the SECR and made available to the BOFG for review.  


Once approved, maintenance and emendation of the manual are charged to the SECR. It is anticipated that current "hard" copy will be maintained by the SECR and by the Chair of the LRPP. It is recommended that a  current electronic copy be maintained by the SECR on the ASIH website for access by all interested persons.  


 Sunset Rule for Rules:  Six months after the adoption of this manual by the BOFG, i. e. January 1, 1999, any previously adopted resolution or rule or procedure not treated in or at variance with this manual shall be null and void. Resurrection after the six month period shall be treated as consideration of a new proposal. This "Sunset Rule" does not apply to items specified in the constitution or bylaws of the society. The purpose of this "Sunset Rule" is to ameliorate debate over priority for "rules" that may best be treated as "leges oblita". This "Sunset" period ended January 1, 1999. 


    2 Use: Abbreviations and Terms 

Use of abbreviations: All society offices and committees are identified by four letter abbreviations (e. g., EDIT for Editor; RFAC for Raney Fund Award Committee). These abbreviations are defined in the Table of Contents and throughout the manual. In the interest of saving space, these abbreviations have been used in reference to a given office, committee or representative, throughout the manual. 

Ex officio, proxy: Use of the term ex officio in this manual means membership by virtue of office. In each case the membership indicated is full membership, with voting and all other privileges and responsibilities of membership included. Restricted membership is specifically indicated, as in "non-voting." In most cases parliamentary rules (Robert's Rules of Order) forbid voting by proxy and that is the assumption made in this manual. The rationale for this denial is that those who vote should have been present and privy to all substantive discussion of an issue. 


[D]  ASIH Constitution 
Article I: Name 

     The name of this Society shall be ``THE AMERICAN SOCIETY OF ICHTHYOLOGISTS AND HERPETOLOGISTS. The Society is incorporated in the District of Columbia (22 November 1949). 

Article II: Object 

     Section 1. The object of this Society shall be to advance the science of the study of fishes, 

amphibians, and reptiles. 

Section 2. The Society shall be operated as a nonprofit corporation. 

Article III: Membership 

     Section 1. Membership shall be open to persons interested in the object of the Society. 

     Section 2. The membership of the Society shall consist of the following classes: 

           a Active members who pay annual dues in the following categories: Student, Foreign, 

Regular, Associate, and Sustaining. 

          b Honorary Foreign Members shall be elected by the Board of Governors from among the ichthyologists and herpetologists located outside of Canada, Mexico, and the United States, who 

have attained distinction as investigators. The Honorary Foreign Members shall be equally divided between ichthyologists and herpetologists. 

     Section 3. Nomination to membership shall be upon recommendation of one member. 

     Section 4. 

           a Distinguished Fellows shall be elected by the Board of Governors from among North American members of the Society who have attained distinction as investigators and/ or have made 

noteworthy contributions to the Society. 

           b Nominees for Distinguished Fellows shall have been a member of the Society for a period of 20 years or more. 

           c The number of Distinguished Fellows shall not exceed 20 at any one time and not more than six shall be elected in any one year. They shall be equally divided among ichthyologists and 

herpetologists. 

           d Distinguished Fellows shall be nominated by petition which shall be signed by ten or more members of the Society. This petition shall list the scientific achievements and services 

rendered by the nominee. The petition shall be addressed to the Secretary at least two months before the annual meeting. 

           e Distinguished Fellows shall be listed on the inside front cover of COPEIA. 

Article IV: Officers 

     Section 1. The officers of the Society shall be: A President, who shall assume the duties of this 

office for a one-year term immediately following a term as President-Elect. A President-Elect, who shall serve a one-year term; the office shall alternate annually between an ichthyologist and 

herpetologist; the President-Elect shall be ineligible for another term until two years shall have elapsed from the end of a term as President. A Treasurer, and a Secretary, who shall be elected 

annually but who may serve unlimited consecutive terms. An Editor, five Divisional Editors, an Index Editor, and two Book Review Editors (one in ichthyology and one in herpetology). 

     Section 2. The Officers shall be elected at the annual general meeting from among regular, associate, sustaining, and life members. The slate of nominees shall be furnished by the Nominating 

Committee at the Board of Governors meeting. Additional nominations may be presented from the floor at the annual business meeting. All nominations shall be accompanied by a brief statement of 

qualifications and a written statement of willingness to serve from the nominee. The term of office shall commence on 1 January following the annual meeting at which the officers were elected. In the 

event of a tie in election for any office, the Executive Committee shall determine the winner. 

     Section 3. The officers named in Section 1 shall discharge the duties usually assigned to their respective offices (see Bylaws). 

     Section 4. In the event of death or incapacitation of the President during the term of office, the President-Elect will become President. If the position of President-Elect becomes vacant, the person 

who received the second highest number of votes in the election will become President-Elect. If necessary, the Executive Committee shall make the determination that a President or President-Elect 

is incapacitated to the extent that required duties of the office are not likely to be performed. 

     Section 5. A vacancy in either the Secretaryship or Treasurership occurring in the interval of the meetings of the Society may be filled, until the next annual meeting, by appointment by the 

President. 

     Section 6. 

           a The Executive Committee shall consist of the President, President-Elect, immediate 

Past-President, prior Past-President, Secretary, Treasurer, Editor, Chair of the Long Range Planning and Policy Committee, and Chair of the Endowment and Finance Committee. 

           b Each ASIH President will serve a total of four years on the Executive Committee, as President-Elect, President, immediate Past-President, and prior Past-President, in that sequence. 

     Section 7. Between the annual meetings the business of the society shall be conducted by the officers, acting within their individual responsibilities, and the Executive Committee. 

Article V: Board of Governors 

     Section 1. At the time of the annual meeting the business of the Society shall be conducted by 

the Board of Governors. The Board shall include not more than 50 elective members, each elected from among regular, associate, sustaining, and life members for a term of five years. Elective 

members of the Board shall not be eligible for reelection until the annual meeting following the expiration of their terms. The incumbent officers of the Society shall be members of the Board. 

Former Presidents of the Society shall be members of the Board for life. All meetings of the Board of Governors shall be open to all members of the Society. 

     Section 2. Ten vacancies in the elective membership of the Board of Governors shall be filled through election at the business meeting from nominations provided by the Nominating Committee 

and/ or from the floor. All nominations shall be accompanied by a brief statement of qualifications and a written statement of willingness to serve from the nominee. Five of the elected Governors shall be herpetologists and five shall be ichthyologists. Each member shall vote for a maximum of five candidates. It is recommended that members vote for candidates in their own discipline only, but a member whose activities spread across the two disciplines may vote across the two disciplines. The term of office shall commence on 1 January following the annual meeting at which the Governor was elected. An additional vacancy shall occur if the President-Elect is a member of a class. No other officer shall be replaced if a member of a class at the time of election as an officer. 

     Section 3. The Board shall conduct business during the period between annual meetings only upon call by the Executive Committee. 

Article VI: Meeting of the Society 

     Section 1. This Society shall hold an annual meeting. A general business session open to all classes of members shall be held for the purposes of hearing a report on the transactions of the Board of Governors and of acting upon such business as may properly be considered by the membership at large. 

     Section 2. The Time, Place and Program Committee shall solicit and receive invitations from prospective host institutions for the Annual Meetings, shall evaluate such invitations, and shall report its recommendation( s) to the Board of Governors. 

     Section 3. The place of the annual meeting of the Society shall be determined by the Board of Governors. Notice of the meeting shall be mailed to all members of the Society at least three months before the date set for 

the meeting. 26

Article VII: Southeastern Division 

      Section 1. Membership in the Southeastern Division is open to ASIH members in good standing residing in the following states: Alabama, Arkansas, Florida, Georgia, Kentucky, Louisiana, Maryland, Mississippi, North Carolina, South Carolina, Tennessee, Virginia, and the District of Columbia. Active membership status within the Southeastern Division shall be determined by the Bylaws of the Division currently in force. 

      Section 2. The Southeastern Division shall elect a President, Vice-President, and Secretary-Treasurer. 

      Section 3. Annual meetings of the Southeastern Division shall be held concurrently with the ASIH 

Annual Meetings when the latter occur in one of the states identified as within the Southeastern Division in Section 1 of this Article. 

Article VIII: Quorum At the Annual Meeting, one hundred members shall constitute a quorum of the Society and thirty a quorum of the Board of Governors. 

Article IX: Changes in the Constitution and Bylaws 

      Section 1. Amendments to this Constitution and Bylaws may be proposed: 

           a by majority vote of the Executive Committee, or 
           b by written and signed petition from at least twenty-five (25) members in good standing of ASIH. 

      Section 2. Proposed amendments must be circulated to all members at least three (3) months prior to the scheduled Annual Meeting of the Society. 

      Section 3. Proposed amendments of this Constitution and Bylaws may be adopted at any meeting of the Society if approved by two-thirds of the members of the Board of Governors voting and two-thirds of the members voting at the annual general meeting. 

      Section 4. Dissolution of the society shall require two-thirds assent from members of the Board of Governors voting and ratification by mail ballot of two-thirds of the membership voting in response. 

      Section 5. In case of the dissolution of the Society, its assets shall be transferred to a successor non-profit society organized for educational, professional, or scientific purposes, or if no successor society is designated by the members of this Society, then the assets shall be transferred to some other non-profit organization of like character as determined by the members of this Society by response in mail ballot. 


[E] ASIH Bylaws 

Article I: Dues 

      Section 1. Annual dues shall be payable 1 January, in advance. COPEIA shall not be sent to 

those in arrears for dues. Upon payment of arrearage, plus a late fee calculated as 10% of the annual dues, the former member shall be reinstated. 

      Section 2. A service charge calculated by the Secretary to recover actual costs may be billed subscribers requiring special billing procedures. 

      Section 3. The following is the schedule for dues and subscriptions to be paid in United States dollars or equivalent: 

Student Members







$25.00 annually 

Regular Members (United States, Mexico, and Canada)


$50.00 annually  

Associate Members







$10.00 annually  

Foreign Members







$50.00 annually  

Regular Subscribers (institutional) (United States and Mexico)

$90.00 annually  

Foreign Subscribers (institutional) (including Canada)


$90.00 annually  

Sustaining Members







$65.00 annually  

Life Members: 25 x regular annual membership in a single payment or in four equal consecutive 

annual installments 

Article II: President 

      Section 1. The President shall preside at sessions of the Board of Governors and at the general 

business meeting. 

      Section 2. The President shall also appoint the committees prescribed by the Constitution and Bylaws, and such other representatives or committees as may prove necessary. The President and 

President-Elect shall be ex officio members of all committees. 

Article III: Secretary 

      Section 1. The Secretary shall keep the records of the Society and report at the annual meeting. 

      Section 2. The Secretary shall be responsible for sending out notices announcing the annual meeting and for arranging the agenda for the Board of Governors and general business meetings at 

the annual meeting. 

      Section 3. The Secretary shall be reimbursed out of the monies of the Society for expenses incurred in attending meetings of the Society. 

      Section 4. The Secretary shall make such purchases and employ such assistance as is necessary to conduct the business of the Society. The Secretary shall be responsible for authorizing 

disbursement of funds for the expenses of society offices within limits to be set annually by the Executive Committee. All such expenditures will be reported to and are subject to review and 

ratification by the Board of Governors. 

      Section 5. Unless other appointments are made by the President, the Secretary shall act as delegate or representative of this Society at meetings of related societies covering matters of mutual 

interest. 

      Section 6. The Secretary shall arrange for an annual professional audit of the financial record and statement of the Treasurer and shall transmit the auditor's report to the annual meeting of the 

Board of Governors. 

      Section 7. Any copyright requests or copyright-related issues and the associated records-keeping shall be handled by the Secretary in consultation with the Editor.

      Section 8.

           a The Secretary shall be charged with the responsibility of ensuring safe storage, sale, and 

other disposal of back numbers of COPEIA and other Society publications. 

           b The Secretary may employ such assistance including outside contractual assistance as may be necessary to discharge these functions. 

           c The Secretary will report annually to the Board of Governors on the status and disposal of backlogged items. 

Article IV: Treasurer 

      Section 1. The Treasurer shall be in charge of the funds and securities of the Society. 

      Section 2. At the annual meetings of the Society, the Treasurer shall present a statement of the funds and monies of the Society, the statement to cover the calendar year. 

Article V: Editorial Offices 

      Section 1. Editor 

           a The Editor shall serve as the Chief Executive Officer for the journal COPEIA. The Editor shall bear the final responsibility and authority for all materials published in COPEIA. 

           b In the processing of manuscripts submitted for publication in COPEIA, the Editor shall allocate manuscript workload among the Sectional Editors, and shall receive their recommendations 

on manuscripts that have cleared the review process. 

           c The Editor shall report through the ASIH Executive Committee to the Board of Governors, and shall seek Executive Committee and Board of Governor approval for any substantive change in ASIH publishing product or practice, especially where new or unanticipated expenditures of ASIH funds are involved. 

           d The Editor serves on the ASIH Executive Committee, and the Committee on Special Publications and serves as Chair, Editorial Policy Committee. 

           e In situations that may arise between annual meetings, the Editor (upon consultation with and approval by the Executive Committee) may appoint a substitute (or co-participant) for a 

given editorial office. 

      Section 2. Sectional, Book Review, and Index Editors 

            a The five divisional sections of COPEIA shall be General Herpetology; General  Ichthyology; Ecology and Ethology; Physiology and Physiological Ecology; and Genetics, Development, and Morphology. Sectional Editors shall serve as Chief Operating Officers for their 

respective sections, shall select reviewers and solicit manuscript reviews, and shall make recommendations regarding acceptability for publication in COPEIA to the Editor. 

           b Two Book Review Editors shall promote the announcement and critical review of important new works in Herpetology and Ichthyology, respectively. 

           c An Index Editor shall be responsible for production of the annual index to COPEIA. The Index Editor shall archive materials for periodic multi-year indices to be prepared as deemed 

necessary. 

           d Any editorial office, except that of Editor, may be held by two persons if approved by election to office by members of the Society. 

Article VI: Editorial Board 

An Editorial Board representing the five divisional disciplines of COPEIA, shall be nominated 

annually by the Divisional Editors, up to six board members each, for service in that disciplinary area, and appointed by the President in consultation with the Editor.

Article VII: Meetings 

      Section 1. The Chair of the Local Committee shall be appointed by the President, if possible, 

at least six months before the time of the meeting. 

      Section 2. The Chair of the Local Committee shall be responsible for all local arrangements, including the arrangements for printing the program. 

Article VIII: Committees 

      Section 1. Committees of the American Society of Ichthyologists and Herpetologists are 

categorized as Standing Committees, Continuing Committees, Recurring Committees and Special Purpose Committees. 

      Section 2. Except as provided for separately in the CONSTITUTION and BYLAWS all committee appointments are made by the President and carry a tenure of appointment of one year. 

By arrangement between the President and the incoming Committee Chair Subcommittees may be appointed and delegated to specific functions. Subcommittees are not listed separately and exist at 

the discretion of the President and the full Committee. 

      Section 3. Committee service, including that of Committee Chairs, is upon a calendar year basis, commencing January 1 and ending December 31. Committees are appointed by the President 

at or soon after the annual meeting of the year preceding service. The report of a Committee Chair is submitted through the Secretary for presentation at the annual meeting immediately after the 

termination of the calendar year of service. Except where provided for separately, continuation of appointment of a Committee Chair or Committee member is at the discretion of the cognizant 

President and the member in service. 

      Section 4. The charge to and purview of the Committee shall normally follow that listed in the ASIH Procedures Manual, subject to modification, individually or separately, by the President, 

Executive Committee and/ or Board of Governors, except as provided for separately in the CONSTITUTION or BYLAWS. 

      Section 5. Standing Committees are provided for separately in the CONSTITUTION and/ or BYLAWS, and/ or are those which must be renewed yearly to conduct society business. Standing 

Committees are as follows: 

ANBM 
Annual Business Meeting 

BOFG 
Board of Governors 

EDBD 
Editorial Board 

EDPC 

Editorial Policy Committee 

ENFC 

Endowment and Finance Committee 

EXEC 

Executive Committee 

GFAC 

Gaige Fund Award Committee 

GSPC 

Committee on Graduate Student Participation 

LOCL 

Local Committee for the Annual Meeting 

LRPP 

Long Range Planning and Policy Committee 

NOMC 
Nominating Committee 

RFAC 

Raney Fund Award Committee 

RHGC 
Robert H. Gibbs, Jr., Memorial Award Committee 

STAC 

Student Awards Committee 

TPPC 

Time, Place and Program Committee 

      Section 6. Continuing Committees are provided for separately in the CONSTITUTION and/ or BYLAWS, and/ or are those which are normally renewed yearly to conduct society business. 

In years where no action by the Committee or Representative is anticipated, appointment or not is at the discretion of the President. Continuing Committees are listed in the Procedures Manual. 

      Section 7. Recurring Committees are those which are appointed on an episodic basis, as need occurs. In years where no action by the Committee or Representative is anticipated, 

appointment or not is at the discretion of the President. Recurring Committees are listed in the Procedures Manual. 

      Section 8. Special Purpose Committees are those which are appointed normally on a one-time basis, as need occurs. Appointment or not is at the discretion of the President. The President 

shall define the charge to each Special Purpose Committee upon appointment. Unless renewed by the succeeding president each such Committee shall cease to exist after a period of time up to one 

calendar year, commencing January 1 after date of appointment. 

Article IX: Nominating Committee 

      Section 1. The Nominating Committee shall consist of five members; three in the discipline 

of the President-Elect to be elected, and two in the alternate discipline. Five ASIH members in good standing shall comprise the Nominating Committee: 

           a One of the two members of the outgoing Nominating Committee who is in the discipline of the President-Elect to be elected. This person shall be elected and serve as chair of the 

new committee. 

           b The immediate Past-President of the Society. This position shall be filled automatically. 

           c One person in the discipline of the President-Elect to be elected, chosen from at least two 

persons nominated by the Board of Governors. 

           d Two persons in the alternate discipline chosen from at least four persons nominated by the Board of Governors. 

      Section 2. If only one of the two persons from the outgoing Nominating Committee is available for election as chair of the new committee, this person shall receive the chairship automatically. If 

neither person from the outgoing Nominating Committee is available for election as chair, the Past-President shall assume the chairship and the President shall nominate two additional persons in the 

appropriate discipline. If the Board of Governors fails to nominate the number of persons listed above for positions (c) and (d), the President shall provide the balance of the nominations. 

      Section 3. The election of the Nominating Committee shall be at the business meeting of the Society. All nominees, including additional nominations from the floor at the business meeting for 

positions (c) and (d), must provide a written agreement to serve on the committee, which would include the possibility of a second year of service as chair. 

Article X: Long Range Planning and Policy Committee 

      Section 1. The Chair of the Long Range Planning and Policy Committee shall be appointed by 

the President in consultation with the Executive Committee and such others as the President may feel desirable. The Chair shall serve for a period of three years and may be reappointed. Six other 

members shall be similarly appointed and the expiration dates of the terms of their service shall be staggered in order to provide continuity. Tenure of appointment shall be on a calendar year basis. 

      Section 2. The Committee shall identify desirable Society policies and activities and shall advise the Board of Governors and Membership on the best way to carry out and fund Society activities. 

      Section 3. The Committee is responsible for the development and updating, to reflect current practice, of the ASIH Procedures Manual, and from time to time make suggestions for improvements and best response to available technologies and opportunities. 

      Section 4. The Committee shall maintain close liaison with the Endowment and Finance Committee. The Committee Chairs shall serve as consulting (nonvoting) members of the  corresponding Committee and shall keep each Committee informed, as appropriate, of mutually relevant activities.

Article XI: Endowment and Finance Committee 

      Section 1. The Endowment and Finance Committee shall be appointed by the President in 

consultation with the Executive Committee and shall consist of five members, including the Chair. To provide continuity, members of the Committee will have staggered, five-year terms. One member 

should be a business person or someone with considerable experience in investing. Tenure of appointment shall be on a calendar year basis. 

      Section 2. The Chair-Elect of the Endowment and Finance Committee shall be appointed by the President. The Chair-Elect shall succeed the Chair, each of whom will serve one year in their 

respective positions. The Chair may be reappointed as Chair-Elect. The Chair and the Chair-Elect will work closely together in planning and organizing the activities of the Endowment Committee. 

      Section 3. The Committee shall be in charge of fund-raising and investment of the endowment. 

      Section 4. The Committee shall advise the Society on all matters pertaining to the General Endowment Fund and the Life Membership Fund. 

      Section 5. The Committee shall maintain close liaison with the Treasurer and other members of the Executive Committee and shall advise officials of the Society in the management of 

all funds and moneys of the Society. 

      Section 6. The Committee shall maintain close liaison with the Long Range Planning and Policy Committee. The Committee Chairs shall serve as consulting (nonvoting) members of the 

corresponding Committee and shall keep each Committee informed, as appropriate, of mutually relevant activities. 

Article XII: Funds 

      Section 1. Society Funds and income derived therefrom shall be used only for tax-exempt 

purposes. 

      Section 2. Funds of the Society shall be as follows: 

      a  The Frederick H. Stoye Fund shall be invested and used to offer awards for 

meritorious papers presented by student members at the annual National Meeting. The awards will be known as the Frederick H. Stoye Awards. The basis for award decisions shall be determined by       a  Student Awards Committee. The Student Awards Committee shall be appointed by the President-elect for service prior to and in the subsequent Annual Meeting. 

      b  The Tracy Storer Fund shall be invested and used to offer awards to students judged to have prepared the best posters in ichthyology and herpetology at the National Meeting. The basis 

for award decisions shall be determined by a Student Awards Committee. The Student Awards Committee shall be appointed by the President-elect for service prior to and in the subsequent 

Annual Meeting. 

      c  The Robert H. Gibbs, Jr. Memorial Fund shall be invested and used to award a 

yearly prize, as determined by a selected panel of judges, based on an outstanding published body of work in systematic ichthyology by a citizen of a Western Hemisphere nation who has not been a 

previous recipient of the award. The basis for an award decision shall be determined by a Robert H. Gibbs, Jr., Memorial Fund Committee. The Robert H. Gibbs, Jr., Memorial Fund Committee shall 

consist of three ichthyologists, each serving a three-year term. Each year one member is replaced by an individual elected by the Board of Governors among nominees submitted by the Nominating 

Committee or nominated from the floor. The Senior member of the Committee serves as its Chair. 

      d  The Edward C. and Charlotte E. Raney Fund shall be invested and used to provide 

support for young ichthyologists in such a way as to enhance their professional careers and their contributions to the science of ichthyology. The basis for award decisions shall be determined by a 

Edward C. and Charlotte E. Raney Fund Committee. The Edward C. and Charlotte E. Raney Fund Committee shall be appointed by the President for service prior to the subsequent Annual Meeting. 

      e  The Helen T. and Frederick M. Gaige Fund shall be invested and used to provide support for young herpetologists in such a way as to enhance their professional careers and their 

contributions to the science of herpetology. The basis for award decisions shall be determined by a Helen T. and Frederick M. Gaige Fund Committee. The Helen T. and Frederick M. Gaige Fund Committee shall be appointed by the President for service prior to the subsequent Annual Meeting.

      f The Life Membership Fund shall consist of dues received from Life Members. The 

interest from this Fund shall be added to the principal. When this Fund exceeds by $1000 or more the sum computed as adequate to pay costs of fulfilling Society obligations to Life Members, the 

excess shall be transferred to the Endowment Fund.

       g The General Endowment Fund shall be an unrestricted fund to receive money from a 

variety of sources. Major and minor donations to the Society without any restrictions will be placed in the principal of this Fund. 


After the Fund grows large enough to be handled by a professional money manager, the Board of Governors will appoint an Investing Trustee( s) to handle the investments. The number of 

trustees will be determined by the Board of Governors, as well as their qualifications and responsibilities to the Society. The Endowment Committee will advise the Board of Governors on 

these matters and monitor the activities of the trustee( s). 


The General Endowment Fund initially will be invested in a cash or income instrument fund 

to be approved by a majority of the Executive Committee. After the Fund is invested in a broad range of securities, a percentage of the net asset value will be dispersed annually by the Board of 

Governors for specified activities of the Society based on recommendations of the Executive Committee. 

      Section 3. All money, stocks, bonds, or other property offered to the Society for purposes other than application to the publication expenses or other operating expenses of the Society can be 

accepted only by a majority of the Board of Governors, except that the acceptance of any such funds donated for use by any duly constituted activity of the Society, including the General Endowment Fund, can be approved by the Executive Committee. Acceptance of such money, stocks, bonds, or other property by the Board of Governors shall be only with the establishment by the Board of procedures to implement its use. All proposed funds shall be accompanied by a proffered gift or proposed funding source. 

      Section 4. The American Society of Ichthyologists and Herpetologists may formally recognize major donors to the General Endowment Fund. Four levels of major donors are: Supporter, 

$1000--2999; Sponsor, $3000--9999; Patron, $10,000--24,999; Benefactor, $25,000 or higher. No benefits will be provided to donors. 

Article XIII: Honorary Foreign Members 


The number of Honorary Foreign Members shall not exceed 30. 

Article XIV: Society Sets of COPEIA


 Official bound sets of COPEIA shall be maintained in the offices of the Editor and the 

Secretary. 

Article XV: Committees 

Such committees as the President shall deem necessary shall be appointed by the President 

or by the presiding officer at the annual meeting, unless the composition and function of committees be otherwise set forth in the Constitution and Bylaws or in motions passed by the Board of Governors or by the membership at large at the annual meeting. 

Article XVI: Procedures 

Procedures and other items, not specified in the Constitution or Bylaws of this Society or by action at the annual meeting, shall be in accordance with Robert's Rules of Order. 33

III  OFFICERS
     A  ECOL --Ecology and Ethology Editor 

         1  History of Office 

Position founded in 1971. Position extant in 1980, then called Ecology, Ethology, and Environmental Physiology Editor. Name of section changed to Ecology and Ethology in 1990 with 

creation of section for Physiology and Physiological Ecology (see below). Editorial abbreviation: CE. See Copeia 1987( 4): 1092 for a review of the history of Copeia editorial offices to that date. 

         2  Constitutional Mandate 

             a  Constitution 
(IV-1) designated officer 

             b  Bylaws 
(V-2-a) Chief Operating Officer (COO) for ECOL section; selects reviewers, notifies author( s) of rejected papers, recommends acceptance of papers to EDIT. 


3 Description of Functions 

               a  Summary of Responsibilities ECOL serves as COO for the Ecology and Ethology Section; receives submitted manuscripts from EDIT, selects reviewers, notifies author( s) of rejected papers, recommends acceptance of papers to EDIT, and performs such other duties as described below (ECOL, EDIT). ECOL section takes manuscripts dealing with higher-level ecological processes, such as evaluation of competition, population estimation, community and ecosystem studies, quantitative biogeography, etc. 

               b  Tenure While there is not a fixed period of office, the term of editorship is understood to be at least three years. Based on the period 1994-1997, the job requires 10-15 hours per week and involves processing approximately 50 new submissions per year. 

               c  Operations of the Office of ECOL 

                   1  Annual Duties 

March-April --poll current EDBD members to see if they are willing to continue for another year. 

June --send in 6-7 nominations to the EDIT for the editorial board 

                   2 Quarterly Duties Update the EDIT on the status of all manuscripts. This is done on a form supplied by the EDIT. 

                   3 Weekly Duties

1  Log in new manuscripts received from the EDIT --This involves creating a file, entering the manuscript in a computer data base (set up and designed by the editor), and filing out the manuscript flow sheet. The flow sheet is used to record all steps of the review process and is  supplied by the EDIT. 

2  Send out new manuscripts for review (normally to three reviewers) --All manuscripts are read for general agreement with Copeia format, reasonable grammar, proper spelling, and for determination of suitable reviewers. Manuscripts deemed unsuitable are returned to the author for revision before being sent out for review, or rejected outright. fter reviewers are decided upon, packets are prepared for each reviewer. Each packet includes the manuscript, a review form, and a cover letter. A notice is affixed to the envelope showing that the package is a Copeia manuscript for review and that it should be returned immediately if the addressee is unavailable. Reviewers are not contacted before being sent the manuscript, but the cover letter stresses the importance of a timely review and asks

reviewers to return the manuscript promptly if they are unable to review it. Suggestions for other reviewers are also requested. Maintaining a data base of reviewers that includes keywords describing their expertise is helpful; the data base also includes the dates of their previous reviews of Copeia manuscripts. Unless a reviewer is on the editorial board of Copeia, he/ she is usually not sent more than two papers to review per year. 

3  Track manuscripts previously sent out for review --Once a manuscript has been out for more than one month, the reviewer is reminded with a letter (or email) that a review is still needed and to inform the editor whether or not he/ she intends to review the manuscript. Authors are informed of problems with getting timely reviews if manuscripts are not processed within about a three month period. 

4  Log in manuscripts received back from reviewers --Reviewed manuscripts are logged into the computer data base and the date and recommendation are also noted on the flow sheet. Once all three reviews are received, the manuscript is placed in a queue for processing. The date is based on the time that all reviews were complete. Normally this queue contains fewer than six manuscripts and the time from when a manuscript 

is ready to be processed to when it is actually processed is normally 1-2 weeks. 

5  Evaluate reviewed manuscripts --The EDIT reads the manuscript then considers all comments from the reviewers. Based on the reading and on the recommendation of the reviewers, a decision is 

reached on the manuscript. The options are to either reject the manuscript outright, reject the manuscript but encourage resubmission to Copeia after major revision, or accept with major or minor revision. During 1994-

1996, no manuscripts were accepted without revision. 

6  Notify authors and reviewers --Once a decision is reached, the author is notified and is sent the marked copies of the manuscript and comments from the reviewers. The initial decision on a manuscript, 

based on 1995-1996 data, is usually reached in 3-4 months. 


a  Accepted papers --A checklist of details to attend to is sent to authors of accepted papers. The cover letter from the EDIT also includes comments on ways to improve the paper. Authors are requested to respond specifically to each of the major comments/ suggestions from the editor and from the reviewers. If the paper is accepted pending minor revision, guidelines for electronic submission are also sent to the author. For papers accepted with revision, final acceptance usually occurs in 7-10 months (based on 1995-1996 data). The longer periods are due to delays by the author and/ or to numerous revisions being required. 


b  Rejected papers --Authors are sent the reviewers' comments, marked copies of the manuscript, and a cover letter indicating briefly why the manuscript was rejected. The manuscript flow sheet is returned to the EDIT. 


c  All papers --In all cases, reviewers are thanked. Each reviewer receives a copy of the cover letter sent to the author, and anonymous copies of the comments from the other reviewers. 

7  Track manuscripts returned to authors for revision --If a manuscript returned to the author for revision is not received after about five months, authors are reminded that it is Copeia policy to treat a manuscript as a new submission if it is not returned within six months. 

8 Evaluate revised manuscripts --Once an author returns the paper, the date of receipt is logged into a computer data base and onto the manuscript flow sheet. The paper is placed in a queue for processing based on the date of receipt (see item #4 for processing time). The revised manuscript is carefully read, and all changes compared with the major comments/ suggestions. There are two options at this point. The paper may be recommended for publication and forwarded to the EDIT, and the author so informed, or the paper may be returned to the author for additional changes. The latter option is more often the case. 

9 Forward accepted manuscripts to the EDIT --A letter of acceptance is sent to the author. The letter states that the manuscript has been "recommended by the Ecology/ Ethology Editor, for publication in Copeia." The EDIT receives a copy of the acceptance letter sent to the author, and the manuscript, the diskette supplied by the author with both ASCII and word processing files of the manuscript, and the manuscript flow sheet. 

10 Respond to requests for information from authors --With the advent of widespread use of email, this is becoming increasingly common and requires responding to several requests per week. 

     B EDIT --Editor 

         1  History of Office 

Position renamed Managing Editor in 1960. Position extant in 1980, then called Managing Editor, not yet a designated member of EXEC. The Managing Editor became a member of EXEC in 

1981. The position of Managing Editor was renamed Editor effective January 1, 1998. Editorial abbreviation: ED. See Copeia 1987( 4): 1092 for a review of the history of Copeia editorial offices to that date. 

         2  Constitutional Mandate 

             a  Constitution 

(III-2-e) responsible for listing of Distinguished Fellows in COPEIA 

(IV-1) designated officer 

             b  Bylaws 

(V-1-a) Chief Executive Officer (CEO) for COPEIA 

(V-1-b) allocates workload among sections; receives section editor recommendations on publication; only manuscripts recommended for acceptance are transmitted back to EDIT; rejected 

manuscripts are returned to authors. 

(V-1-c) reports annually to EXEC and BOFG; seeks EXEC and BOFG approval for any 

substantial change in ASIH publication policy, product or expenditure 

(V-1-d) serves on EXEC, SPUC, and as Chair, EDPC 

(V-1-e) between annual meetings, as need occurs, appoints substitute or co-participant for any given editorial office (subject to approval by EXEC) 

(XIV) EDIT maintains one of two official bound sets of Copeia (Note: to my (RKJ) knowledge this has not been done in the last 15 or more years) 

             c  Description of Functions 

CEO for Copeia, bears final responsibility for contents of Copeia. 

             d  Summary of Responsibilities Allocates workload among sections; receives section editor recommendations on publication; 

only manuscripts recommended for acceptance are transmitted back to EDIT; rejected manuscripts are returned to authors. Reports annually to EXEC and BOFG; seeks EXEC and BOFG approval for any substantial change in ASIH publication policy, product or expenditure. Serves on EXEC, SPUC, and as Chair, EDPC. 

             e Tenure Although election is from year to year, the expected commitment is for a minimum of five years of service. 

             f  Operations of the Office of EDIT 


    1  EDIT'S Report 

                    a  Timing 


The EDIT shall report annually to the BOFG on the status of Copeia. Included in the report 

will be summary statistics describing submission rate, allocation of workload among sections, proportionate acceptance/ rejection rates by section; and estimated time from submission to (a) initial decision, (b) final decision, and (c) publication. The EDIT shall also highlight any major changes in dealings with Allen Press, as well as noting any predictable problems or changes in manuscript processing. At the close of each calendar year, the EDIT prepares a report for the society's BOFG, which convenes at the forthcoming annual meeting. This report is most easily prepared during the holiday period of early January, for data (and time) are then available at close of calendar year to complete various computations and compilations. By completing the report at this time, the late rush is avoided in April when societal committees are asked to submit reports to the SECR.

                    b  Contents 


The report should contain the following sections: 



1   Date each issue was published and its pagination.



2   Number of pages (and percent) that comprised major articles, shorter 

contributions, book reviews, obituaries, news and notes, books received, volume content and index, summary of meeting, instructions to authors, and any other published material. 



3  Number of pages (and percent) of major articles that were either ichthyological or herpetological. Same statistics for shorter contributions, and both together. 



4  The number of manuscripts submitted to the journal that year, with number (and percent) difference from preceding year. 



5  Number (and percent) submittals by state and by foreign country. 



6  Number (and percent) submittals allocated to each section. Rejection rates by 

section (the latter compiled as number of rejects per section divided by the total number per section for which a decision had been made). Overall rejection rate for the journal should similarly be 

compiled, along with the number of submittals still in review at time the statistic was compiled. 



7  The average time an issue was in-train (which is an estimate of the backlog for the journal). 



8  Update on electronic publishing.



9  Any other pertinent information that the EDIT can provide. 


    2  EXEC 
                    a  Role of the EDIT

The EDIT serves as the voice for Copeia management on the EXEC and on the BOFG, reflecting the role of EDIT as CEO for Copeia and Chair of the EDPC. 


    3  EDPC 
                    a  Role of the EDIT 


Each year, the EDPC (comprised of the EDIT, sectional, book review, and index editors, as well as the SECR of the society) meet collectively on the day preceding the first day of the annual meeting to discuss editorial problems and procedures. In the months preceding the meeting date, the EDIT solicits the committee for discussion topics. These are then posted to the committee via email before the annual meeting and are discussed when the committee convenes. A report of this meeting is then prepared by the EDIT (who serves as chair of the committee) for the BOFG. This report is submitted to the SECR in April of the following year for inclusion in the annual report. 


    4  SPUC 

                    a  Role of the EDIT 


EDIT serves ex officio on SPUC. EDIT is not automatically (nor usually) Chair of SPUC. Neither EDIT nor other Copeia editors are automatically (nor usually) in service as editors for any ASIH special publications.


    5  Copeia --Role of the EDIT

                     a  Submitted Manuscripts 

                        1  Initial Review 


Determine whether manuscript is of sufficient quality to review. Some foreign submits (especially those from countries in which there may be difficulties in accessing a variety of bibliographic resources) suffer from language, format, content and other severe difficulties and  should not be sent out. Return manuscript to corresponding author with cover letter. Likewise, student submittals (especially those that represent thesis research) are often overwritten. Here, an  email should be sent to author with admonition to resubmit as a shorter contribution (if appropriate). Do not return manuscript unless it contains half-tones. 

                        2 Decide on Section 


General Ichthyology and General Herpetology take manuscripts dealing with species 

descriptions or revisions, nomenclatural problems, taxon-specific ecology and natural history (i. e., food habits of species X), and those dealing with fishery management. Ecology and Behavior section takes manuscripts dealing with higher-level ecological processes, such as evaluation of competition, population estimation, community and ecosystem studies, quantitative biogeography, etc. Genetics, Development, and Morphology should receive manuscripts dealing with genetic markers, multivariate morphometrics, and developmental assays. Physiology and Physiological Ecology takes manuscripts in its field, plus (since it receives on average fewest manuscripts) any of a remotely physiological nature (i. e., digestive or reproductive themes, for example). Manuscripts dealing with microtechnique or microanatomy are also sent to this section. An attempt should be made to keep sections roughly equal in numbers of processed papers (although this will fluctuate through the year). For example, when a submitted manuscript falls in the interstices between two sections, then it should be send to the one with fewer submits to date. It is also good to play to the strengths of the sectional editors. One GENE, for example, was an elasmobranch biologist. It was appropriate to funnel this individual most elasmobranch manuscripts, because he had more expertise (and thus colleagues to serve as reviewers) than (say) General Ichthyology. Likewise, a GHER was an expert on radiotracking, and consequently received manuscripts dealing with this topic. This procedure not only helps equilibrate the load, but it often makes the review process a bit more enjoyable for sectional editors. 

                        3 Initiate R ecord Set 

Log manuscript into database of appropriate sectional editor. 


Check membership status of author( s). Send ASIH membership application to corresponding author if at least one author is a nonmember (It is a requirement of current editorial practice that one or more authors of a paper to be published in Copeia be a member in good standing of ASIH. The alternative is mandatory payment of page charges, currently assessed at $100 per page. The EDIT shall enforce this requirement. Current practice is ascertain membership status of any contributing author, and, where not a member, to encourage enrollment in ASIH.) 


Examine manuscript for Copeia format using checklist and reject if it is grossly out-of-line. Do not return manuscript unless it contains half-tones. Instead, inform corresponding author by email that if manuscript is to be considered by our journal, then it must be resubmitted in Copeia format. Xerox one copy of author's cover letter and two of checklist. Send these with manuscript to sectional editor. Sectional editor will file one checklist for future reference and send the second to the corresponding author along with reviews. Send letter of receipt to corresponding author and 

membership application (if applicable). 

                   4 Quarterly Reports 


Each sectional editor is posted a quarterly report (March, June, September, December) which lists each submitted manuscript currently active in their particular section. The list is sorted by Copeia manuscript number and contain title, author( s), and if major or shorter contribution. Four categories are listed in the report (i. e., Accepted, Rejected, In Review, In Revision) along with a blank line for comments. The first two categories would accommodate manuscripts that have been either accepted or rejected by a sectional editor but not recorded as such in the EDIT's database (if these had been so recorded then they wouldn't appear in the report). Also, manuscripts sent to but not received by a sectional editor will be noted. Manuscripts should not be in revision longer than six months. Sectional editors must notify authors that, if revisions takes longer than six months, then the manuscript must be submitted anew. 

                   5 EDBD and List of Reviewers 


Each sectional editor must nominate six individuals to serve as members of Copeia's EDBD.  These individuals must have agreed to review approximately 10 manuscripts per year, and must also be members of the society. The EDBD will be listed on the inside back cover of the journal. Names (last, first, middle initial) of others who served as reviewers must be sent by each sectional editor (via email or floppy disk) to the EDIT's office during the first week of January. Each name should be followed by the number (in parentheses) of reviews greater than one. A list of reviewers (less those serving on the EDBD) will be published in the second issue of the year. 

                     b  Rejected Manuscripts 

Enter reject and date of its receipt into sectional editor's database. 

                     c  Accepted Manuscripts
                        1  Locate Records 


Locate manuscript in sectional editor's database and check title, author( s), address, pagination, figures, tables, half-tones, etc., for corrections. Copy database information into "Accept" database. Generate query letter [which includes page charge invoice and copyright waiver( s) (one per author)] and save into separate database. Query correspondence is then completed after copy editor produces queries (below). 

                        2 Copy Editing and Query Letters 


Call up query file and add those queries that result from copy marking manuscript. Send query letter, page charge invoice, copyright waiver( s) (one per author) to corresponding author along with photocopies of reduced figures. Note that most figures should fit within a one-column format.  Exceptions are made for those plates or drawings of species being described. These are always published at two-column width. However, many figures and plates can effectively be cropped such that they best fit available space. Allen Press can do this when figures are photographed for publication. The open space surrounding original plates should be marked with a blue pencil to indicate how much and where these should be cropped. Do not mark the plate itself. However, graphs, maps and other such line-art must often be modified by the author such that these more effectively fit into a one-column format. Here, modifications are marked onto the photocopy of the figure and instructions given there and within the appropriate section of the query letter. 

                     d  Preparing Accepted Manuscript for Publication 

                        1  Issue File 


After each accepted manuscript has been logged in, a file is created. This includes a file label 

and folder for the filing cabinet and an envelope to hold the manuscript and all of its parts (text, tables, figures, disk, etc.). 39

                        2  Disk-based Copy 


The EDIT enforces Copeia policy on electronic publishing by ensuring compliance with the 

following (a copy of which is sent to the corresponding author, either by the EDIT or cognizant section editor): "During the 1993 ASIH meeting in Austin, TX, the Board of Governors approved a 

recommendation that COPEIA convert to electronic publishing. With this in mind, you are now requested to provide me with a single copy of your ORIGINAL accepted manuscript (in Courier 12-point font) on a DOS-formatted floppy disk (either 5. 25" or 3. 5"). Those authors who use Apple? computers should first format a new disk in DOS (using their Apple smartdrive?) or employ a DOS-formatted disk, then dump a DOS version of their manuscript to the disk using their word processing package. Floppy disks sent to the Copeia editorial office will not be returned to authors. Dump the manuscript as is, using your native word processing software (be sure to identify this in your cover letter). All character attributes should thus appear in the file just they appear in the final printed article. However, be sure the following conventions are employed (by using appropriate word processing keyboard commands): (a) "tab" commands (5-space) rather than spaces for paragraphs indents; (b) "caps and small caps" rather than "all caps" for author names in Literature Cited; (c) italics rather than underlining; (d) sub-or superscripts. Also (e) use two hyphens (or an actual "en" dash) for page and other ranges (e. g., Copeia 1994( 1): 9--19), and three hyphens (or an actual "em" dash) after third-level headings [such as those which occur within a given section (e. g., "Study sites. ---" within "Methods and Materials") or as a section itself in shorter communications (e. g., "Results.---")]. Be especially careful when entering numbers, such that "one" and "zero" are used rather than lower-case "el" and upper-case "oh." After you dump the file to disk, retrieve it again via your word processing package to ensure that it was dumped properly. The computer disk is checked for virus and usability. 

                        3  Figure Storage 

Xerox™ reductions (two copies at 1-column width) are made of all figures (one set to remain with manuscript, the other to be sent to author with query letter). 

                        4  Copy Editing 


Each hard-copy manuscript is copy edited twice, making notes of queries. Coding can be done at 

this time or later (as long as coding is done before the disk is edited). 

                        5  Transmittal Information The transmittal sheet accompanying each manuscript is checked for correct information (in case 

changes have been made to the information generated by the computer when the manuscript was logged in). Special instructions are added at this time (e. g., a notation to send complimentary proofs  to section editors in the case of a foreign author, any pickups noted within the manuscript, etc.). 

                        6  Query Information Query letters, including copyright waiver forms, the page charge invoice, and membership application (when applicable), are sent to the corresponding editor. When responses are returned, corrections are made to the manuscript, and the disk copy of the 

manuscript is edited. A copy of the edited version of the manuscript is printed out and read for a final time. Each disk file for each manuscript is put on a master disk to be sent to Allen Press and 

also included in a directory on the hard drive. 

                        7 Issue Completion When the correct number of pages has been accumulated (issues 1-3 = 270 pages; issue 4 = 200 pages), the issue is closed. 

                     e  Preparing Issue for Publication 

                        1  Determine Manuscript Order 40


(Method of determining order involves ancient and arcane rites passed from EDIT to EDIT and inscrutable to all others.) After an order has been determined for manuscripts in the issue, they are numbered accordingly. This number is referred to as the Allen Press manuscript number and appears on the transmittal sheet and on the outside envelope for each manuscript. There are also 

three locations on the disk file where this number must be inserted. Issues one and three have lead articles that are herpetological in content, whereas issues two and four have lead articles that are 

ichthyological. Lead articles of shorter contributions follow the same arrangement as major articles. 

                        2  Table of Contents


 A Table of Contents is created and added to the master disk that will be sent to Allen Press. 

                        3  Information Sent to Allen Press 

A label file (names and addresses of each corresponding author) is created to be printed on the grid sheets supplied by Allen Press. These sheets will be used by Allen Press to send out proofs. The file does not go to Allen Press, just the grid sheets.  A cover letter is generated, once again indicating any special instructions or problems. 

                        4  Manuscripts Involving Foreign Authors One photocopy is made of those accepted manuscripts which have corresponding authors that reside in foreign countries. These are sent to the appropriate sectional editor, in case the latter are called upon to mark proof (see below). 

                        5  Mailing of Issue When the issue deadline arrives, the hard-copy manuscripts are boxed together with the master  disk (containing all manuscripts), the Table of Contents, the address grid, and the cover letter. For tracking purposes, the shipment is sent 2nd-day Airborne Express. (Some other method may be used as long as there is a tracking feature included.) At present the deadlines are as follows: issue 1--September 1; issue 2--December 1; issue 3--March 1; issue 4--June 1. 

                     f  Preparing "Back Matter": Editorial Notes and News, Reviews, etc. 

                        1 Tracking 


"Back matter" includes the Editorial Notes and News, Book Reviews, Report of the Annual 

Meeting, and other materials not generally subject to peer review. Basically the same procedure is followed as for regular manuscripts. However, a separate master disk and directory is maintained for the back matter. This is not to be included with the other manuscripts because the deadlines are different for the two categories. Seldom are queries necessary, and the transmittal sheets are not 

computer-generated because the back matter is not logged into the database. Therefore, the queries (when necessary) and the transmittal sheets have to be manually created. 

                        2 File Format 


The Notes and News file is created as a single manuscript because the proofs are sent to the 

editorial office for checking. The other parts of the back matter are treated as separate manuscripts. 

                        3 Deadlines Once the deadline approaches, the back matter for the issue is considered closed. At present, deadlines are as follows: issue 1--November 15; issue 2--February 15; issue 3--May 15; issue 4--August 15. 

                        4 Mailing to Allen Press 


After an order has been determined, the manuscripts are numbered accordingly, continuing in sequence from the last shorter contribution manuscript (which has already been sent to Allen Press). This number appears on the transmittal sheet and on the front of each manuscript. There are also three locations on the disk file where this number must be inserted.


A continuation of Table of Contents is created and added to the disk that will be sent to Allen Press. 


An address grid (names and addresses of each corresponding author) is created to be used by Allen Press to send out the proofs. 


A cover letter is generated, once again indicating any special instructions or problems.


One photocopy is made of those accepted manuscripts which have corresponding authors that reside in foreign countries. These are sent to the appropriate sectional editor, in case the latter are called upon to mark proof (see below). 


The manuscripts are boxed together with the master disk (containing all manuscripts), the Table of Contents, the address grid, and the cover letter. For tracking purposes, the shipment is sent 2nd-day  Airborne Express. 

                     g  Handling Proofs 

                        1  Receipt from Allen Press 

Approximately one month after Allen Press receives the manuscripts from the editorial office, proofs are sent to authors, and two complete sets are sent to the editorial office. Complimentary proofs of those manuscripts for which the author resides in a foreign country are sent by Allen Press to the appropriate sectional editor. 

                        2 Return by Authors 


When authors return their proofs to the editorial office, the authors' corrections are transferred to the master set, and the authors' sets are placed in the file created when the manuscript was accepted. 


If a foreign author fails to return proofs by a predetermined date, then the appropriate sectional editor who handled the manuscript is asked to mark the set of complimentary proofs against a copy of the manuscript previously sent to them by the EDIT's office. 

                        3 Enter Corrections 


Once all proofs have been returned by the authors, the corrections on the master set of proofs are 

transferred to the second set and sent to Allen Press. 

                        4 Second Proofs 


Several weeks later, Allen Press sends the "1st Revised Proofs" to the editorial office. There are again two complete sets plus the original set with the corrections. The revised proofs are checked to be sure all corrections were in fact made and made correctly. Any additional corrections are marked on both revised sets of proofs. These corrections are telephoned to Allen Press. Then one set of the revised proofs with the additional corrections is returned to Allen Press. 

                        5 Final Proofs 

Several days later, Allen Press sends the "Final Proofs" to the editorial office. There are again two complete sets plus the original set with the corrections. The final proofs are checked to be sure all corrections were in fact made and made correctly. If there are any additional corrections, they are marked on both sets of proofs. These corrections are called into Allen Press. Then one set of the final proofs with the additional corrections is returned to Allen Press. At this point, the issue is considered "dead." 

                        6 Mailing All mailing is sent 2nd-day Airborne Express for tracking purposes, and all sets of proofs are filed with the other material for the issue. 

                     h Issue Storage
                        1 Retention 


At any given time, the three most recent issues are maintained in the filing cabinet. The four issues that precede those are kept in storage boxes. 42

                        2 Recycling


 Each time a new issue is sent to Allen Press, the oldest storage box is emptied and the contents recycled. The files in the oldest filing cabinet drawer are transferred to the storage box, and the files from new issue are transferred to the filing drawer. 

                        3 Result 


Consequently, at any given time, there might be one active on-going issue; one closed issue; one dead issue in proof stage; two recently stored dead issues; and four old stored issues. 

     C  GENE --Genetics, Development and Morphology Editor 

         1  History of Office 

Position founded in 1971.  Position extant in 1980, then, as now, called Genetics, Development and Morphology Editor. Editorial abbreviation: CG. See Copeia 1987( 4): 1092 for a review of the 

history of Copeia editorial offices to that date. 

         2  Constitutional Mandate 

             a  Constitution 

(IV-1) designated officer 

             b Bylaws 
V-2-a) COO for GENE section; selects reviewers, notifies author( s) of rejected papers, recommends acceptance of papers to EDIT. 

         3 Description of Functions 

             a  Summary of Responsibilities 


GENE serves as COO for the Genetics, Development and Morphology Section; receives 

submitted manuscripts from EDIT, selects reviewers, notifies author( s) of rejected papers, recommends acceptance of papers to EDIT, and performs such other duties as described below 

(GENE, EDIT). GENE should receive manuscripts dealing with genetic markers, multivariate morphometrics, and developmental assays. 

             b  Tenure 


While there is not a fixed period of office, the term of editorship is understood to be at least three years. Based on the period 1994-1997, the job requires 10-15 hours per week and involves processing approximately 50 new submissions per year. 

             c  Operations of the Office of GENE 

                 1  Annual Duties 


March-April --poll current EDBD members to see if they are willing to continue for another year. June --send in 6-7 nominations to the EDIT for the EDBD. 

                 2  Quarterly Duties 


Update the EDIT on the status of all manuscripts. This is done on a form supplied by the EDIT. 

                 3 Weekly Duties 

1  Log in new manuscripts received from the EDIT --This involves creating a file, entering the manuscript in a computer data base (set up and designed by the EDIT), and filing out the manuscript flow sheet. The flow sheet is used to record all steps of the review process and is  supplied by the EDIT. 

2  Send out new manuscripts for review (normally to three reviewers) --All manuscripts are read for general agreement with Copeia format, correct grammar, proper spelling, and for  determination of suitable reviewers. Manuscripts deemed unsuitable are returned to the author for revision before being sent out for review, or rejected outright. After reviewers are decided upon,  packets are prepared for each reviewer. Each packet includes the manuscript, a review form, and a cover letter. A notice is affixed to the envelope showing that the package is a Copeia manuscript for  review and that it should be returned immediately if the addressee is unavailable. Reviewers are not contacted before being sent the manuscript, but the cover letter stresses the importance of a timely 

review and asks reviewers to return the manuscript promptly if they are unable to review it. Suggestions for other reviewers are also requested. Maintaining a data base of reviewers that includes keywords describing their expertise is helpful; the data base also includes the dates of their previous reviews of Copeia manuscripts. Unless a reviewer is on the EDBD of Copeia, he/ she is usually not sent more than two papers to review per year.

3  Track manuscripts previously sent out for review --Once a manuscript has been out for more than one month, the reviewer is reminded with a letter (or email) that a review is still needed and to inform the EDIT whether or not he/ she intends to review the manuscript. Authors are informed of problems with getting timely reviews if manuscripts are not processed within about a 3 mo. period. 

4  Log in manuscripts received back from reviewers --Reviewed manuscripts are logged into the computer data base and the date and recommendation are also noted on the flow sheet. Once all three reviews are received, the manuscript is placed in a queue for processing. The date is based on the time that all reviews were complete. Normally this queue contains fewer than six manuscripts and the time from when a manuscript is ready to be processed to when it is actually processed is normally 1-2 weeks. 

5  Evaluate reviewed manuscripts --The EDIT reads the manuscript then considers all comments from the reviewers. Based on the reading and on the recommendation of the reviewers, a decision is reached on the manuscript. The options are to either reject the manuscript outright, reject the manuscript but encourage resubmission to Copeia after major revision, or accept with major or minor revision. During 1994-1996, no manuscripts were accepted without revision. 

6  Notify authors and reviewers --Once a decision is reached, the author is notified and is sent the marked copies of the manuscript and comments from the reviewers. The initial decision on a manuscript, based on 1995-1996 data, is usually reached in 3-4 months. 


  a  Accepted papers --A checklist of details to attend to is sent to authors of accepted papers. The cover letter from the EDIT also includes comments on ways to improve the paper. Authors are requested to respond specifically to each of the major comments/ suggestions from the EDIT and from the reviewers. If the paper is accepted pending minor revision, guidelines for electronic submission are also sent to the author. For papers accepted with revision, final acceptance usually occurs in 7-10 months (based on 1995-1996 data). The longer periods are due to delays bythe author and/ or to numerous revisions being required. 

`
  b  Rejected papers --Authors are sent the reviewers' comments, marked copies of the manuscript, and a cover letter indicating briefly why the manuscript was rejected. The manuscript flow sheet is returned to the EDIT. 


  c All papers --In all cases, reviewers are thanked. Each reviewer receives a copy of the cover letter sent to the author, and anonymous copies of the comments from the other reviewers. 

7  Track manuscripts returned to authors for revision --If a manuscript returned to the author for revision is not received after about five months, authors are reminded that it is Copeia policy to treat a manuscript as a new submission if it is not returned within six months. 

8  Evaluate revised manuscripts --Once an author returns the paper, the date of receipt is logged into a computer data base and onto the manuscript flow sheet. The paper is placed in a queue for processing based on the date of receipt (see item #4 for processing time). The revised manuscript is carefully read, and all changes compared with the major comments/ suggestions. There are two options at this point. The paper may be recommended for publication and forwarded to the EDIT, and the author so informed, or the paper may be returned to the author for additional changes. The latter option is more often the case. 

9  Forward accepted manuscripts to the EDIT --A letter of acceptance is sent to the author. The letter states that the manuscript has been "recommended by the Genetics, Development and Morphology Editor, for publication in Copeia." The EDIT receives a copy of the acceptance letter sent to the author, and the manuscript, the diskette supplied by the author with both ASCII and word processing files of the manuscript, and the manuscript flow sheet. 

10  Respond to requests for information from authors --With the advent of widespread use of email, this is becoming increasingly common and requires responding to several requests per week.

     D  GHER – General Herpetology Editor 
         1  History of Office 

Position re-established in 1959 Position extant in 1980, then, as now, called General Herpetology Editor. Editorial abbreviation: CH. See Copeia 1987( 4): 1092 for a review of the history of Copeia 

editorial offices to that date. 

         2  Constitutional Mandate 


 a Constitution 

(IV-1) designated officer 


b Bylaws 
(V-2-a) COO for GHER section; selects reviewers, notifies author( s) of rejected papers, recommends acceptance of papers to EDIT 

       3  Description of Functions 


a  Summary of Responsibilities


GHER serves as COO for the General Herpetology Section; receives submitted manuscripts from EDIT, selects reviewers, notifies author( s) of rejected papers, recommends acceptance of papers to EDIT, and performs such other duties as described below (GHER, EDIT). GHER takes herpetological manuscripts dealing with species descriptions or revisions, nomenclatural problems, taxon-specific ecology and natural history (i. e., food habits of species X). 


b  Tenure While there is not a fixed period of office, the term of editorship is understood to be at least three years. Based on the period 1994-1997, the job requires 10-15 hours per week and involves processing approximately 50 new submissions per year. 


c  Operations of the Office of GHER 


    1  Annual Duties 


March-April --poll current EDBD members to see if they are willing to continue for another year. June --send in 6-7 nominations to the EDIT for the EDBD. 


    2  Quarterly Duties 

Update the EDIT on the status of all manuscripts. This is done on a form supplied by the EDIT. 


    3  Weekly Duties 

1  Log in new manuscripts received from the EDIT --This involves creating a file, entering the manuscript in a computer data base (set up and designed by the EDIT), and filing out the manuscript flow sheet. The flow sheet is used to record all steps of the review process and is 

supplied by the EDIT. 

2 Send out new manuscripts for review (normally to two reviewers) --All manuscripts are read for general agreement with Copeia format, correct grammar, proper spelling, and for determination of suitable reviewers. Manuscripts deemed unsuitable are returned to the author for revision before being sent out for review, or rejected outright. After reviewers are decided upon, packets are prepared for each reviewer. Each packet includes the manuscript, a review form, and a cover letter. A notice is affixed to the envelope showing that the package is a Copeia manuscript for review and that it should be returned immediately if the addressee is unavailable. Reviewers are not contacted before being sent the manuscript, but the cover letter stresses the importance of a timely review and asks reviewers to return the manuscript promptly if they are unable to review it. Suggestions for other reviewers are also requested. Maintaining a data base of reviewers that includes keywords describing their expertise is helpful; the data base also includes the dates of their previous reviews of Copeia manuscripts. Unless a reviewer is on the EDBD of Copeia, he/ she is usually not sent more than two papers to review per year.

3 Track manuscripts previously sent out for review --Once a manuscript has been out for more than one month, the reviewer is reminded with a letter (or email) that a review is still needed and to inform the EDIT whether or not he/ she intends to review the manuscript. Authors are informed of problems with getting timely reviews if manuscripts are not processed within about a three month period. 

4  Log in manuscripts received back from reviewers --Reviewed manuscripts are logged into the computer data base and the date and recommendation are also noted on the flow sheet. Once all three reviews are received, the manuscript is placed in a queue for processing. The date is based on the time that all reviews were complete. Normally this queue contains fewer than six manuscripts and the time from when a manuscript is ready to be processed to when it is actually processed is normally 1-2 weeks. 

5  Evaluate reviewed manuscripts --The EDIT reads the manuscript then considers all comments from the reviewers. Based on the reading and on the recommendation of the reviewers, a decision is reached on the manuscript. The options are to either reject the manuscript outright, reject the manuscript but encourage resubmission to Copeia after major revision, or accept with major or minor revision. During 1994-1996, no manuscripts were accepted without revision. 

6  Notify authors and reviewers --Once a decision is reached, the author is notified and is sent the marked copies of the manuscript and comments from the reviewers. The initial decision on a manuscript, based on 1995-1996 data, is usually reached in 3-4 months. 


a Accepted papers --A checklist of details to attend to is sent to authors of accepted papers. The cover letter from the EDIT also includes comments on ways to improve the paper. Authors are requested to respond specifically to each of the major comments/ suggestions from the EDIT and from the reviewers. If the paper is accepted pending minor revision, guidelines for electronic submission are also sent to the author. For papers accepted with revision, final acceptance usually occurs in 7-10 months (based on 1995-1996 data). The longer periods are due to delays by the author and/ or to numerous revisions being required. 


b Rejected papers --Authors are sent the reviewers' comments, marked copies of the manuscript, and a cover letter indicating briefly why the manuscript was rejected. The manuscript flow sheet is returned to the EDIT. 


c All papers --In all cases, reviewers are thanked. Each reviewer receives a copy of the cover letter sent to the author, and anonymous copies of the comments from the other reviewers. 

7  Track manuscripts returned to authors for revision --If a manuscript returned to the author for revision is not received after about five months, authors are reminded that it is Copeia policy to treat a manuscript as a new submission if it is not returned within six months. 

8  Evaluate revised manuscripts --Once an author returns the paper, the date of receipt is logged into a computer data base and onto the manuscript flow sheet. The paper is placed in a queue for processing based on 

the date of receipt (see item #4 for processing time). The revised manuscript is carefully read, and all changes compared with the major comments/ suggestions. There are two options at this point. The paper may be recommended for publication and forwarded to the EDIT, and the author so informed, or the paper may be returned to the author for additional changes. The latter option is more often the case. 

9  Forward accepted manuscripts to the EDIT --A letter of acceptance is sent to the author. The letter states that the manuscript has been "recommended by the General Herpetology Editor, for publication in Copeia." The EDIT receives a copy of the acceptance letter sent to the author, and the manuscript, the diskette supplied by the author with both ASCII and word processing files of the manuscript, and the manuscript flow sheet. 

10 Respond to requests for information from authors --With the advent of widespread use of email, this is becoming increasingly common and requires responding to several requests per week.

     E  GICH --General Ichthyology Editor 

     1  History of Office 

Position re-established in 1959. Position extant in 1980, then, as now called General Ichthyology Editor. Editorial abbreviation: CI. See Copeia 1987( 4): 1092 for a review of the history of Copeia editorial offices to that date. 

     2  Constitutional Mandate 

         a  Constitution 
(IV-1) designated officer 

         b Bylaws 
(V-2-a) COO for GICH section; selects reviewers, notifies author( s) of rejected papers, 

recommends acceptance of papers to EDIT. 

     3  Description of Functions 

         a  Summary of Responsibilities 


GICH serves as COO for the General Ichthyology Section; receives submitted manuscripts from EDIT, selects reviewers, notifies author( s) of rejected papers, recommends acceptance of papers to EDIT, and performs such other duties as described below (GICH, EDIT).  GICH takes ichthyological manuscripts dealing with species descriptions or revisions, nomenclatural problems, taxon-specific ecology and natural history (i. e., food habits of species X). 

         b Tenure 


While there is not a fixed period of office, the term of editorship is understood to be at least three years. Based on the period 1994-1997, the job requires 10-15 hours per week and involves processing approximately 50 new submissions per year. 

         c  Operations of the Office of GICH 


1  Annual Duties 

March-April --poll current EDBD members to see if they are willing to continue for another year. June --send in 6-7 nominations to the EDIT for the EDBD. 


2  Quarterly Duties 

Update the EDIT on the status of all manuscripts. This is done on a form supplied by the EDIT. 


3  Weekly Duties 

1  Log in new manuscripts received from the EDIT --This involves creating a file, entering the 

manuscript in a computer data base (set up and designed by the EDIT), and filing out the manuscript flow sheet. The flow sheet is used to record all steps of the review process and is 

supplied by the EDIT. 

2  Send out new manuscripts for review (normally to three reviewers) --All manuscripts are read for general agreement with Copeia format, correct grammar, proper spelling, and for 

determination of suitable reviewers. Manuscripts deemed unsuitable are returned to the author for revision before being sent out for review, or rejected outright. After reviewers are decided upon, 

packets are prepared for each reviewer. Each packet includes the manuscript, a review form, and a cover letter. A notice is affixed to the envelope showing that the package is a Copeia manuscript for 

review and that it should be returned immediately if the addressee is unavailable. Reviewers are not contacted before being sent the manuscript, but the cover letter stresses the importance of a timely 

review and asks reviewers to return the manuscript promptly if they are unable to review it. Suggestions for other reviewers are also requested. Maintaining a data base of reviewers that includes keywords describing their expertise is helpful; the data base also includes the dates of their previous reviews of Copeia manuscripts. Unless a reviewer is on the EDBD of Copeia, he/ she is usually not sent more than two papers to review per year. 

3  Track manuscripts previously sent out for review --Once a manuscript has been out for more than one month, the reviewer is reminded with a letter (or email) that a review is still needed and to inform the EDIT whether or not he/ she intends to review the manuscript. Authors are informed of problems with getting timely reviews if manuscripts are not processed within about a three month period. 

4  Log in manuscripts received back from reviewers --Reviewed manuscripts are logged into the computer data base and the date and recommendation are also noted on the flow sheet. Once all three reviews are received, the manuscript is placed in a queue for processing. The date is based on the time that all reviews were complete. Normally this queue contains fewer than six manuscripts and the time from when a manuscript is ready to be processed to when it is actually processed is normally 1-2 weeks. 

5  Evaluate reviewed manuscripts --The EDIT reads the manuscript then considers all comments from the reviewers. Based on the reading and on the recommendation of the reviewers, a decision is reached on the manuscript. The options are to either reject the manuscript outright, reject the manuscript but encourage resubmission to Copeia after major revision, or accept with major or minor revision. During 1994-1996, no manuscripts were accepted without revision. 

6  Notify authors and reviewers --Once a decision is reached, the author is notified and is sent the marked copies of the manuscript and comments from the reviewers. The initial decision on a manuscript, based on 1995-1996 data, is usually reached in 3-4 months. 

         a Accepted papers --A checklist of details to attend to is sent to authors of accepted papers. The cover letter from the editor also includes comments on ways to improve the paper. Authors are requested to respond specifically to each of the major comments/ suggestions from the EDIT and from the reviewers. If the paper is accepted pending minor revision, guidelines for electronic submission are also sent to the author. For papers accepted with revision, final acceptance usually occurs in 7-10 months (based on 1995-1996 data). The longer periods are due to delays by the author and/ or to numerous revisions being required. 

         b  Rejected papers --Authors are sent the reviewers' comments, marked copies of the manuscript, and a cover letter indicating briefly why the manuscript was rejected. The manuscript flow sheet is returned to the EDIT. 

         c All papers --In all cases, reviewers are thanked. Each reviewer receives a copy of the cover letter sent to the author, and anonymous copies of the comments from the other reviewers. 

7 Track manuscripts returned to authors for revision --If a manuscript returned to the author for revision is not received after about five months, authors are reminded that it is Copeia policy to treat a manuscript as a new submission if it is not returned within six months. 

8 Evaluate revised manuscripts --Once an author returns the paper, the date of receipt is logged into a computer data base and onto the manuscript flow sheet. The paper is placed in a queue for processing based on the date of receipt (see item #4 for processing time). The revised manuscript is carefully read, and all changes compared with the major comments/ suggestions. There are two options at this point. The paper may be recommended for publication and forwarded to the EDIT, and the author so informed, or the paper may be returned to the author for additional changes. The latter option is more often the case. 

9 Forward accepted manuscripts to the EDIT --A letter of acceptance is sent to the author. The letter states that the manuscript has been "recommended by the General Ichthyology Editor, for publication in Copeia." The EDIT receives a copy of the acceptance letter sent to the author, and the manuscript, the diskette supplied by the author with both ASCII and word processing files of the manuscript, and the manuscript flow sheet. 

10 Respond to requests for information from authors --With the advent of widespread use of email, this is becoming increasingly common and requires responding to several requests per week.

     F  INDE --Index Editor 

         1 History of Office 

Position established in 1957. Position extant in 1980, then, as now, called Index Editor. The bylaws provide for the election of a single Index Editor. Note, however, that any editorial office, excepting EDIT, may be held by two persons. In practice in recent years the office of Index Editor has been shared by two persons, one designated as Subject Editor, the other as Taxonomic Editor. It is the recommendation of this manual that this practice be continued. Ultimately continuance depends upon the availability of persons willing to serve, agreement through nomination by the NOMC, and confirmation through election as specified in the constitution and bylaws. In 1987, Index Co-editors were elected to share the duties of providing taxonomic and subject indices and preparing the Table of Contents for the fourth number for the year. Separate duties of the co-editors were not specified for an individual until 1995, when Taxonomic and Subject positions were created. The elected officer or officers serve on the BOFG as elected officers not otherwise included on the EXEC and as members of the EDPC.  Editorial abbreviation: none. See Copeia 1987( 4): 1092 for a review of the history of Copeia editorial offices to that date. 

         2  Constitutional Mandate 

             a  Constitution 

(IV-1) designated officer 

             b Bylaws 

(V-2-c) produces annual index to Copeia; archives materials for periodic production of multi-year 

indices. 

         3  Operations of the Office of INDE 

             a  Summary of Responsibilities 

Prepares the annual index to Copeia, position now divided between taxonomic and subject index editors (see below). The responsibilities of the Index Editor (Co-editors) as mandated by the bylaws include the production of an annual index to Copeia and archiving materials for periodic multi-year indices to be prepared as deemed necessary. In practice the preparation of the annual Table of Contents is also part of the duties of INDE. When there are co-editors, each year the Taxonomic Index Editor has the responsibility of preparing the Table of Contents for Copeia , number 4. 

             b  Tenure 
While there is not a fixed period of office, the term of editorship is understood to be at least three years. 

             c  Co-Index Editor (Subject) 

                 1  Purpose of Position 

The Co-Index Editor (Subject) prepares the annual subject index for publication in the final issue of Copeia. 

                 2  Procedures 

1  Receives a copy of the first three issues and page proofs of the fourth issue of Copeia for use in indexing. 

2  Prepares the subject index in accord with a standardized list of topics and categories maintained and updated yearly by the incumbent.. 

3  Maintains an electronic master list of subject index entries for Copeia since 1987.

4  Compiles the subject index in the manuscript format of Copeia for submission to Allen Press 

5  Reviews page proofs of subject index and returns to Allen Press.

                 3 Calendar 


Tenure: Elected annually, may be re-elected. 


February: Receives first issue of Copeia and begins indexing. 


May: Receives second issue of Copeia and continues indexing. 


July: Receives third issue of Copeia and continues indexing.


September: Receives page proofs of fourth issue of Copeia to complete index. 


October 15: Submits completed manuscript of Subject Index to Allen Press. 


November: Receives and reviews page proofs of Subject Index and returns to Allen Press. 


Comments: Start early! Highlight subjects/ topics in the extra copies of Copeia before keyboarding. Use a copy of the Master Subject/ Topic List to enter names and page numbers. After 

the current year has been entered, save a copy of the file to be used as the current Master List. 

             d  Co-Index Editor (Taxonomic) 


     1  Purpose of Position 

The Co-Index Editor (Taxonomic) prepares the annual Taxonomic, Author, and Title indexes for publication in the final issue of Copeia. 


     2 Procedures 

1  Receives a copy of the first three issues and page proofs of the fourth issue of Copeia for use 

in indexing. 

2  Prepares the scientific name index by noting each scientific name used in any section of each issue, including all formal biological taxonomic entities. 

3  Maintains an electronic master list of names used in Copeia since 1987.

4  Compiles the Author and Titles indexes. 

5  Prepares all indexes in the manuscript format of Copeia for submission to Allen Press. 

6 Reviews page proofs of indexes and returns to Allen Press. 

                 3  Calendar 

Tenure: Elected annually, may be re-elected. 


February: Receives first issue of Copeia and begins indexing. 


May: Receives second issue of Copeia and continues indexing. 


July: Receives third issue of Copeia and continues indexing. 


September: Receives page proofs of fourth issue of Copeia to complete index. 


October 15: Submits completed manuscripts of Taxonomic, Authors, and Titles Indexes to Allen Press. 


November: Receives and reviews page proofs of all Indices and returns to Allen Press. 
Comments: Start early! Highlight names in the extra copies of Copeia before keyboarding. Use a copy of the Master List to enter names and page numbers. Remember to maintain a "New Names" section and "Established Names" section; in both sections, new names should be in bold type. After the current year has been entered, save a copy of the file to be used as the current Master 

List. In the other copy, delete all names without page numbers. 

     G  PHYS --Physiology and Physiological Ecology Editor 

          1  History of Office 

Position extant in 1980, then called Ecology, Ethology, and Environmental Physiology Editor. This section was divided into two sections: ECOL (Ecology and Ethology) and PHYS (Physiology and  Physiological Ecology) in 1990. Editorial abbreviation: CP. See Copeia 1987

(4): 1092 for a review of the history of Copeia editorial offices to that date. 

          2  Constitutional Mandate 

              a  Constitution 
(IV-1) designated officer 

              b  Bylaws 

(V-2-a) COO for PHYS section; selects reviewers, notifies author( s) of rejected papers, recommends acceptance of papers to EDIT. 

          3  Description of Functions 

          a  Summary of Responsibilities 

PHYS serves as COO for the Physiology and Physiological Ecology Section; receives submitted 

manuscripts from EDIT, selects reviewers, notifies author( s) of rejected papers, recommends acceptance of papers to EDIT, and performs such other duties as described below (PHYS, EDIT). 

PHYS takes manuscripts in its field, plus (since it receives on average fewest manuscripts) any of a remotely physiological nature (i. e., digestive or reproductive themes, for example). Manuscripts 

dealing with microtechnique or microanatomy are also sent to this section. 

          b  Tenure While there is not a fixed period of office, the term of editorship is understood to be at least three years. Based on the period 1994-1997, the job requires 10-15 hours per week and involves processing approximately 50 new submissions per year. 

          c  Operations of the Office of PHYS 


  1  Annual Duties 

March-April --poll current EDBD members to see if they are willing to continue for another year. June --send in 6-7 nominations to the EDIT for the EDBD. 


  2 Quarterly Duties 

Update the EDIT on the status of all manuscripts. This is done on a form supplied by the EDIT. 


  3 Weekly Duties 

1  Log in new manuscripts received from the EDIT --This involves creating a file, entering the 

manuscript in a computer data base (set up and designed by the EDIT), and filing out the manuscript flow sheet. The flow sheet is used to record all steps of the review process and is 

supplied by the EDIT. 

2  Send out new manuscripts for review (normally to three reviewers) --All manuscripts are read for general agreement with Copeia format, reasonable grammar, proper spelling, and for  determination of suitable reviewers. Manuscripts deemed unsuitable are returned to the author for revision before being sent out for review, or rejected outright. After reviewers are decided upon, packets are prepared for each reviewer. Each packet includes the manuscript, a review form, and a cover letter. A notice is affixed to the envelope showing that the package is a Copeia manuscript for review and that it should be returned immediately if the addressee is unavailable. Reviewers are not contacted before being sent the manuscript, but the cover letter stresses the importance of a timely review and asks reviewers to return the manuscript promptly if they are unable to review it. Suggestions for other reviewers are also requested. Maintaining a data base of reviewers that includes keywords describing their expertise is helpful; the data base also includes the dates of their previous reviews of Copeia manuscripts.  Unless a reviewer is on the EDBD of Copeia, he/ she is usually not sent more than two papers to review per year. 

3  Track manuscripts previously sent out for review --Once a manuscript has been out for more than one month, the reviewer is reminded with a letter (or email) that a review is still needed and to inform the editor whether or not he/ she intends to review the manuscript. Authors are informed of problems with getting timely reviews if manuscripts are not processed within about a three month period. 

4  Log in manuscripts received back from reviewers --Reviewed manuscripts are logged into the computer data base and the date and recommendation are also noted on the flow sheet. Once all three reviews are received, the manuscript is placed in a queue for processing. The date is based on the time that all reviews were complete. Normally this queue contains fewer than six manuscripts and the time from when a manuscript is 

ready to be processed to when it is actually processed is normally 1-2 weeks. 

5  Evaluate reviewed manuscripts --The EDIT reads the manuscript then considers all comments from the reviewers. Based on the reading and on the recommendation of the reviewers, a decision is reached on the 

manuscript. The options are to either reject the manuscript outright, reject the manuscript but encourage resubmission to Copeia after major revision, or accept with major or minor revision. During 1994-1996, no 

manuscripts were accepted without revision. 

6  Notify authors and reviewers --Once a decision is reached, the author is notified and is sent the marked copies of the manuscript and comments from the reviewers. The initial decision on a manuscript, based 

on 1995-1996 data, is usually reached in 3-4 months. 


a  Accepted papers --A checklist of details to attend to is sent to authors of accepted papers. The cover letter from the EDIT also includes comments on ways to improve the paper. Authors are requested to respond specifically to each of the major comments/ suggestions from the EDIT and from the reviewers. If the paper is accepted pending minor revision, guidelines for electronic submission are also sent to the author. For papers accepted with revision, final acceptance usually occurs in 7-10 months (based on 1995-1996 data). The longer periods are due to delays by the author and/ or to numerous revisions being required. 


b  Rejected papers --Authors are sent the reviewers' comments, marked copies of the manuscript, and a cover letter indicating briefly why the manuscript was rejected. The manuscript flow sheet is returned to the EDIT. 


c All papers --In all cases, reviewers are thanked. Each reviewer receives a copy of the cover letter sent to the author, and anonymous copies of the comments from the other reviewers. 

7 Track manuscripts returned to authors for revision --If a manuscript returned to the author for revision is not received after about five months, authors are reminded that it is Copeia policy to treat a manuscript as a new submission if it is not returned within six months. 

8 Evaluate revised manuscripts --Once an author returns the paper, the date of receipt is logged into a computer data base and onto the manuscript flow sheet. The paper is placed in a queue for processing based on the date of receipt (see item #4 for processing time). The revised manuscript is carefully read, and all changes compared with the major comments/ suggestions. There are two options at this point. The paper may be recommended for publication and forwarded to the EDIT, and the author so informed, or the paper may be returned to the author for additional changes. The latter option is more often the case. 

9 Forward accepted manuscripts to the EDIT --A letter of acceptance is sent to the author. The letter states that the manuscript has been "recommended by the Physiology and Physiological Ecology Editor, for publication in Copeia." The EDIT receives a copy of the acceptance letter sent to the author, and the manuscript, the diskette supplied by the author with both ASCII and word processing files of the manuscript, and the manuscript flow sheet. 

10 Respond to requests for information from authors --With the advent of widespread use of email, this is becoming increasingly common and requires responding to several requests per week. 

     H  PPRE --Past President 
          1  History of Office 

Position extant in 1980. 

          2  Constitutional Mandate 

          a  Constitution 

(IV-6-a) serves on EXEC 

(IV-6-b) after one year as PPRE becomes "prior" Past President (PPPR) and continues one additional year of service on EXEC, for a total of four years of service on EXEC.

          b Bylaws 

(IX-1) Automatically serves on NOMC 

(IX-2) Under some circumstances may serve as Chair of NOMC 

          3  Description of Functions 

PPRE provide continuity in society affairs by serving a total of four years on the EXEC and by continuing service on the BOFG. Other than service on the NOMC mandated by the bylaws there are no additional specific duties assigned to this office. 

     I  PREE --President-Elect 

        1 History of Office 
Position extant in 1980. 

        2  Constitutional Mandate 
            a  Constitution 

(IV-1) designated officer 

(IV-1) succession to PRES under normal IV-1) or abnormal (death or incapacitation) (IV-4) circumstances 

            b  Bylaws 

(II-2) serves ex officio on all society committees 

        3 Description of Functions 

Although the PRES is mandated by the constitution and bylaws to appoint most ASIH 

committees and representatives, including STAC, in recent years this task has been delegated to the PREE. It is the recommendation of this manual that this practice be continued and/ or that the PRES 

and PREE confer on the appointment of STAC. Serves on the EXEC and the BOFG. Serves as ex officio member of all ASIH committees, although in practice this service has tended to be selective and reflective of current committee activities. It is important to attend meetings of as many committees as possible and to learn the functions and membership of committees. Talking with committee chairs is especially important. Should committee size be increased or decreased? What are goals and concerns of each committee? 

Suggestions to the PREE for preparations for the presidency: The PREE should take every opportunity to learn the procedures and practices of the society. The EXEC email "BBS" is especially useful in this context by providing a day-to-day view of the scope of duties of the PRES, the activities and concerns of EXEC, and an overview of society functions as reported to and through the SECR and the EXEC.

     J  PRES --President 

         1  History of Office 

Position extant in 1980. 

         2  Constitutional Mandate 

            a  Constitution 

(IV-1) designated officer, assumption of office after service as PREE (IV-4) incapacitation, replacement of PRES (IV-5) vacancy in SECR or TREA to be filled by PRES appointment, for service until the next annual meeting (IV-6-a) membership on EXEC (IV-6-b) four year tenure on EXEC 

            b Bylaws 

(II-1) presides at meetings of BOFG and ANBM (Implicit: also presides at EXEC meeting) 

(II-2) appoints representatives and non-elective committees and committee chairs; serves ex officio on all society committees 

         3  Description of Functions 

             a  Summary of Responsibilities 
The PRES presides at sessions of EXEC, BOFG, and ANBM. The PRES also appoints the 

committees prescribed by the constitution and bylaws, and such other representatives or committees as may prove necessary. The PRES (and PREE) are ex officio members of all committees. Although 

the PRES is mandated by the constitution and bylaws to appoint most ASIH committees and representatives, including STAC, in recent years this task has been delegated to the PREE. It is the 

recommendation of this manual that this practice be continued and/ or that the PRES and PREE confer on the appointment of STAC. By constitutional authority appoints an individual to serve as 

SECR or TREA in event of vacancy. By practice and in consultation with EXEC and such others as may be appropriate, appoints replacements in event of vacancy for any office, committee position, 

representative, or for other society positions. The tenure of the replacement coincides with the remaining period of service of the person replaced. Election or appointment of a "permanent" 

replacement shall be at the normally scheduled time, typically at or just after the annual meeting following the occurrence of the vacancy. 

             b Tenure 

The PRES is limited to a single calendar year of service as PRES, but serves an additional three 

years as PREE, PPRE, and "prior" PPPR, while remaining a member of EXEC, and continues in lifetime service on BOFG. Although non-consecutive re-election is not specifically prohibited by the constitution or bylaws, it is commonly understood that any person shall occupy only a single term as PRES. 

         4  Operations of the Office of PRES 

             a  Prior to Assumption of Office

 Suggestions to the PREE for preparations for the presidency: The PREE should take every opportunity to learn the procedures and practices of the society. It is especially important to attend meetings of as many committees as possible and to learn the functions and membership of committees. Talking with committee chairs is especially important. What are goals and concerns of each committee?

             b Prior to Annual Meetings 
Although under the present system, the presidential term does not begin until January 1 of the year following the annual meetings, some items of business must be addressed before the first of the year because committee activities must get underway in the fall despite the fact that committees serve from January 1 through December 31, to coincide with the term of office of the new PRES. Primary among these are: 1) RFAC (ichthyology): appointment of chair and committee. 2) GFAC (herpetology): appointment of replacement committee member. Both of these committees are charged with preparing an announcement of the competitions to appear in Copeia, no. 4, following the annual meetings. The outgoing committee chairs should prepare the announcements in consultation with the incoming chairs, since the new committees will be responsible for the selection process based on those announcements. In practice the announcements are "recycled" with the only substantial changes being submission addresses and contact information. Applications are evaluated in the spring and successful applicants selected about two months before the annual meetings. The TREA will tell the PRES and the committee chairs the amount available for the awards, and each committee will make awards accordingly. All applicants (successful and unsuccessful) should be notified as early as possible, because typically, these grants are made for summer research and travel. 


Each committee submits its results to the SECR to include in the annual reports to the BOFG. 

Before the annual meetings (as early as possible), the PRES must appoint several committees: 

1  RESC: This committee is responsible for drafting the resolutions passed at the BOFG meeting. These are to be read by a committee member at the ANBM and prepared for publication as a part of the meeting summary in Copeia. Traditionally, this group also prepares a series of resolutions thanking the Local Committee (LOCL) and their institution for hosting the meeting. These, along with other resolutions of a more humorous nature, usually are presented at the ASIH banquet by one of the committee members. Past experience has indicated that ideally the RESC should be composed of at least three persons. The representation should be geared to include a person with a sense of humor, an appreciation of local meeting affairs and personnel, and a perspective on society history, traditions, and membership. These attributes may be variously combined in the experience of one or more individual members of the committee.  Numbers 2A and 2B below have typically been presidential duties. For the last several years, we have delegated more of this demanding job to the PREE who, in conjunction with recommendations from the PRES, the GSPC Faculty Advisor, and chair of the Student Awards Committee (STAC) and others, has appointed the judges for the annual meeting. We urge that a file of recommended judges be maintained and passed on to the next PREE. Many suitable people are willing but may not be available on any particular year. Former award winners usually make good judges, and younger members of the society are eager to participate. These are the committees that allow more people to participate in meeting activities. Determining who is coming to the meeting is a time-consuming part of the job. See below. 

2  STAC: Chair and two members, with senior member becoming the succeeding chair. Appointments of the chair should alternate between an ichthyologist and a herpetologist. The chair 

coordinates the judges at the annual meeting and should assist the PREE in selecting judges for the following annual meeting: 


A  Stoye Awards: Judges are needed for (1) General Herpetology, (2) General Ichthyology, (3) Genetics, Development and Morphology, (4) Ecology and Ethology, (5) Physiology and 

Physiological Ecology, and (6) Conservation Biology (if continued). Each section should have a chair, who is responsible for collating results, reporting them to the STAC Chair, the PRES and the SECR, and, depending on the format of the banquet program, announcing the recipients. This may be done by the Chair of the STAC. In addition, the chairs are responsible for forwarding the student 

feedback forms to the appropriate member of the Graduate Student Participation Committee (GSPC); this person sends the forms to the competitors. Evaluation forms for the judges should be 

obtained from the Faculty Advisor of the GSPC. The numbers of judges in each category depends on the number of papers to be judged; consult the Faculty Advisor for assistance. The LOCL should be prepared to provide the PRES with a list of preregistrants and their phone numbers and email addresses to aide him or her in selection of judges. It is a good idea to identify alternate judges in case of emergency. The STAC Chair based on information received from the LOCL, and, if necessary, the SECR, should ascertain that all competitors are members of the society. B Storer Awards: Judges are needed for poster presentations in the categories of (1) Ichthyology and (2) Herpetology. All else as above for Stoye Awards. In case there are too few posters (as there have been a few times), the Storer Award judges may inform participants before the 

banquet if they do not plan to give an award. Hard feelings may result otherwise. 

             c  Service at Annual Meetings 


     1  Presides at EXEC, BOFG, ANBM 

At the annual meetings, the PRES conducts the EXEC meeting, the BOFG meeting, the ANBM, and participates in the Annual Banquet program. Subsequent to the ANBM, all resolutions should 

be forwarded to the responsible agency( ies) over the presidential signature. 


     2 Appoints Most ASIH Committees 
The PRES is expected to appoint all ASIH standing committees plus continuing or recurring committees and representatives in addition to any new or ad hoc committees that he or she desires. In addition, the PRES is responsible for appointing a Faculty Advisor to the GSPC (and in conjunction with the PREE, the Stoye and Storer Award judges, see below). General procedures of the PRES are to communicate with each committee chair or representative prior to the annual meeting and see whether the chair will continue to serve (if appropriate), which committee members will continue, and see if there are special concerns with which the PRES can assist. Email is a major facilitator for this process. Committees vary in their need for support and encouragement. Not all committees have to be reconstituted in their entirety each year. The SECR and the chairs or past chairs of the committees should advise the PRES of appointments that need to be made. The newly-developed ASIH Procedures Manual should also prove helpful in this respect. However, the PRES is responsible for developing charges for each of these committees in consultation with their chairs. Some committees have internal structure so that senior members move up to become chair, and a new member must be appointed. The LRPP and the ENFC (Nos. 1 & 2 below) are appointed by the PRES in consultation with the EXEC. 


1  LRPP (3-yr. term for chair; staggered terms for members). 

2  ENFC (Chair & Chair Elect serve 1-yr. and may be reappointed; members serve 

 staggered 5-yr. terms). 


3  TPPC [this committee should include the host from past, current, and each future meeting site, representatives from associated societies HL, AES, possibly SSAR), and a graduate student representative] 


4  ENQC (this is a huge committee with representatives from other organizations and since 1995, a graduate student) 


5  IHCC and subcommittees: Newsletter Subcommittee; Supplies and Resources Subcommittee; Policy and Practices Subcommittee; Data Standards Subcommittee: Ichthyology 

Division; Herpetology Division. The subcommittees listed are those currently active, but subcommittees may be rearranged, combined or eliminated, at the discretion of the full committee in 

consultation with the PRES. 


6 NFJC 7 EDPC: EDIT, all Sectional Editors, Book Review Editors (all are listed on inside of front cover of Copeia; PRES and PREE serve ex officio) (The EDBD is appointed by the PRES in consultation with the EDIT; see inside front cover of Copeia.) 


8 SPUC: President appoints Chair, EDIT serves ex officio on committee. 9 GSPC and Faculty Advisor to Committee 


10 EPPC 

11 HACC (ASIH, HL, SSAR joint effort); IACC 


12 CHEP; CHIP 


13 HIST 


14 HINC 


15 IINC 


16 HFMH, HFMI (as vacancies occur, a separate committee is appointed for ichthyology or 

herpetology; see the separate listings for these committees below) 


     3 Appoints Research Award Committees The PRES appoints the Chairperson and members of GFAC and RFAC. The Chairperson serves 

as the contact person for inquiry and submission of proposals and is responsible for update of the award announcement (see below, under GFAC and RFAC). This announcement includes the address of the Chairperson and must be published in the fourth issue of Copeia of the year preceding the year of competition. Therefore the PRES must complete the appointment of the Chairperson at or soon after the annual meeting, in time to meet the August 5 deadline for inclusion in Copeia. 


     4 Appoints Parliamentarian If desired, the PRES may appoint a Parliamentarian to assist with proper form during the BOFG and the ANBM. It is the recommendation of this manual that the PRES make such an appointment. 


     5  Elected Committees The following committees are placed by election: 

                     1 NOMC (ANBM) 

                     2 RHGC (BOFG) 


     6 Appoints Society Representatives

 The various Society Representatives and liaison officers must be reappointed. These include: 


1 AASR: Representative to American Association for the Advancement of Science. 


2 ASCR: Representative to the Association of Systematics Collections 


3 PNHC: Representative to the Society for the Preservation of Natural History Collections 
4 AFSR: Representative to American Fisheries Society 


5 IUCN: Representative to the World Conservation Union. 



6 ELHR: Representative to the Early Life History Section of the American Fisheries Society 


7 HSOC: Representative to SSAR and HL 


8 AESR: Representative to American Elasmobranch Society 


9 ABSR: Representative to the Animal Behavior Society 

The President may appoint any Ad-Hoc Committees or Representatives. 


     7 Annual Banquet 

Activities at the annual banquet have traditionally been largely the responsibility of LOCL. The 

PRES should for the most part devote his/ her efforts to promotion of ambiance. 

             d  Subsequent to Annual Meetings 

Typically the PPRE presents a plenary lecture at the annual meetings. As PPRE the person is 

automatically member of the NOMC for one year (under certain circumstances, see NOMC, PPRE may become Chair of NOMC). In addition, the PRES automatically becomes a member of the BOFG for life. The annual meeting is the greatest opportunity to see and talk with committee chairs and members, but time is limited and there are too many individuals to see. Following the annual meeting, and prior to the deadline to the EDIT for Copeia (4), the PRES must appoint all  committees. A formal letter to committee members and chair is most appropriate. This letter can be in print or electronic format; it is anticipated that email will be the typical medium of choice. It is 

further anticipated that the PRES will be able to consult "standard" appointment and charge letters linked to the manual, modify them as the PRES sees fit and as circumstances dictate, and email them as and if emended. That letter should state the charge to the committee including its functions and goals for the year. Often committees are not properly charged, or informed of what their duties 

are, therefore they accomplish little or nothing. Again, the new ASIH Procedures Manual should prove of help in this regard. Ideally duties should be worked out between the committee chair and 

the PRES. Since the society functions are so large and varied, it is impossible for one person to be equally knowledgeable in all committee efforts. It is suggested that a PRES pick a few functions 

where, because of interest or expertise, he or she may make the greatest contributions and concentrate on those efforts. The PRES should forward copies of all significant correspondence to the PREE and the SECR. During the year, the PRES is sometimes asked to take action or speak for the society. It is prudent to ask approval of the EXEC before taking action. Email makes rapid 

communication possible. Copies of such correspondence should be filed with the SECR.

     K  REVH --Book Review Editor: Herpetology

          1  History of Office 

From 1960 -1984, book reviews were handled by the Managing Editor prior to 1985. In 1985 Book Review Editors for Herpetology and for Ichthyology were instituted and have been continued 

since. Editorial abbreviation: RH. See Copeia 1987( 4): 1092 for a review of the history of Copeia editorial offices to that date. 

          2  Constitutional Mandate 

              a  Constitution 

(IV-1) designated officer 

              b Bylaws 

(V-2-b) promotes announcement and critical review of important new works in Herpetology. 

         3  Description of Functions 

              a  Summary of Responsibilities The purpose of reviewing herpetological books in Copeia is to inform ASIH members, particularly herpetologists, of current books being published that may be useful for research, teaching, or general information. 

              b  Tenure While there is not a fixed period of office, the term of editorship is understood to be at least three years. 

              c  Operations of the Office of REVH 

                  1 Desiderata for Reviews 

In general, a review should contain, where applicable, evaluations of: 1) the range and nature of the volume; 2) whether it meets the author's stated purpose; 3) how it fits into a field or discipline; 4) 

how the volume compares with other published works on similar subjects; 5) the themes or theses developed by the author; 6) the currency and scope of the literature cited; 7) the appropriateness and 

quality of the illustrations; 8) typographical and grammatical errors; 9) the style and accuracy of the text; and 10) the cost. Thus, the purpose is to provide an overview and critical assessment of books 

related to the field of herpetology. 

                  2 Operating Procedures and Specific Time Lines The following steps are involved in the process of obtaining books and publishing reviews in 

Copeia. 


a Solicit book from publisher. Some books will be received from publishers or authors without asking, but many may need to be requested. A general letter of request to a list of publishers can sometimes reduce the need for individual solicitation letters. A follow up letter to a publisher about a particular book may be necessary. After book is received, the publisher should be sent an acknowledgment. 


b Ask a potential reviewer to review the book by email, letter or telephone. This part of the process may take 1-3 months, depending on how rapidly potential reviewers respond to requests 

from the REVH. 


c Send copy of the book to the reviewer along with the letter of invitation that contains the guidelines. 


d Allow 2-3 months for a review to be completed depending on book size, reviewer location, and other factors. Remind a reviewer that his review is overdue after two months. 


e Following return of a review, routine editing and disk preparation must be completed by the REVH. This process may be extended if editorial changes are extensive enough to return the 

manuscript to the reviewer for changes. The finalized review and disk copy are sent to the EDIT, along with the form that accompanies each review. The REVH's handling of a review during this period may take up to two months if revision delays occur. 


f Inform reviewer that his review has been accepted and sent to EDIT.


g Send two copies of the published review to the publisher. 


h Write descriptions of "Books Received." These are books received by the REVH but that were (for various reasons) not reviewable in the usual way (e. g., too short, too general, or too multi-faceted) or because of difficulties in finding a reviewer or having a putative reviewer submit a review. This process generally takes 1-3 months depending on how rapidly potential reviewers turn 

down the option to review the book or whether the REVH is initially undecided about whether the book is appropriate for a full review. 


i In conclusion, the typical herpetological book review process [from receipt of book to submission of review (or Books Received)] copy and disk to EDIT can take as little as one month to 

as many as eight. Under exceptional circumstances, a book review can be delayed for various reasons so that the process may take up to a year. 

     L  REVI --Book Review Editor: Ichthyology 
         1  History of Office 
From 1960-1984, book reviews were handled by the Managing Editor. In 1985 Book Review Editors for Herpetology and for Ichthyology were instituted and have been continued since. Editorial abbreviation: RI. See Copeia 1987( 4): 1092 for a review of the history of Copeia editorial offices to that date. 

         2  Constitutional Mandate 

             a  Constitution 

(IV-1) designated officer 

             b Bylaws

 (V-2-b) promotes announcement and critical review of important new works in Herpetology 

         3  Description of Functions 

             a  Summary of Responsibilities 

The purpose of reviewing ichthyological books in Copeia is to inform ASIH members, particularly 

ichthyologists, of current books being published that may be useful for research, teaching, or general information. 

             b  Tenure 

While there is not a fixed period of office, the term of editorship is understood to be at least three 

years. 

             c  Operations of the Office of REVI

                 1  Desiderata for Reviews 

In general, a review should contain, where applicable, evaluations of: 1) the range and nature of the volume; 2) whether it meets the author's stated purpose; 3) how it fits into a field or discipline; 4) 

how the volume compares with other published works on similar subjects; 5) the themes or theses developed by the author; 6) the currency and scope of the literature cited; 7) the appropriateness and 

quality of the illustrations; 8) typographical and grammatical errors; 9) the style and accuracy of the text; and 10) the cost. Thus, the purpose is to provide an overview and critical assessment of books 

related to the field of ichthyology. 

                 2 Operating Procedures and Specific Time Lines The following steps are involved in the process of obtaining books and publishing reviews in Copeia. 


a Solicit book from publisher. Some books will be received from publishers or authors without asking, but many may need to be requested. A general letter of request to a list of publishers can sometimes reduce the need for individual solicitation letters. A follow up letter to publisher about a particular book may be necessary. After book is received, the publisher should be sent an acknowledgment. 


b Ask a potential reviewer to review the book by email, letter or telephone. This part of the process may take 1-3 months, depending on how rapidly potential reviewers respond to requests 

from the REVI. 


c Send copy of the book to the reviewer along with the letter of invitation that contains the guidelines. 


d Allow 2-3 months for a review to be completed depending on book size, reviewer location, and other factors. Remind a reviewer that his review is overdue after two months. 


e Following return of a review, routine editing and disk preparation must be completed by the REVI. This process may be extended if editorial changes are extensive enough to return the 

manuscript to the reviewer for changes. The finalized review and disk copy are sent to the EDIT, along with the form that accompanies each review. The REVI's handling of a review during this 

period may take up to two months if revision delays occur. 


f Inform reviewer that his review has been accepted and sent to EDIT. 


g Send two copies of the published review to the publisher. 


h Write descriptions of "Books Received." These are books received by the REVI but that were (for various reasons) not reviewable in the usual way (e. g., too short, too general, or too multi-faceted) or because of difficulties in finding a reviewer or having a putative reviewer submit a review. This process generally takes 1-3 months depending on how rapidly potential reviewers turn down the option to review the book or whether the REVI is initially undecided about whether the book is appropriate for a full review. 


i In conclusion, the typical ichthyological book review process [from receipt of book to submission of review (or Books Received)] copy and disk to EDIT can take as little as one month to as many as eight. Under exceptional circumstances, a book review can be delayed for various reasons so that the process may take up to a year. 

     M  SECR --Secretary 

          1 History of Office 

Office was extant in 1980. 

          2  Constitutional Mandate 

              a Constitution 

(III-4-d) receives Distinguished Fellow petition 

(IV-1) designated officer 

(VI-3, implicit) sees to it that notice of annual meeting is mailed by LOCL at least three months prior to annual meeting. (Implicit, in practice: sees that meeting information is posted on ASIH website) 

(IX-2, implicit) sees to it that proposed amendments to constitution or bylaws are distributed to all members at least three months prior to annual meeting (in practice this would normally have to be sent with the meeting announcement packet from LOCL; possibly website announcement might constitute "circulation") 

              b Bylaws 

(I-2) determines service charge in special billing process 

(III-1) maintains records of society, reports annually to BOFG 

(III-2) sees to it that notification of meeting is sent out to membership (by LOCL); arranges 

agendas for meetings of BOFG and ANBM (III-3) reimbursed for costs of attending meetings 

(III-4) runs the Business Office; authorizes disbursement of society funds in support of operation of society offices in line with established policy 

(III-5) serves as representative of ASIH except where other provisions are made by PRES 

(III-6) responsible for annual audit of society financial records and for transmission of 

independent auditor's report to BOFG 

(III-7) in consultation with EDIT handles all copyright-related issues 

(III-8) responsible for safe storage and proper disposal of backlogged society publications, will report annually to BOFG on status of publication backlog 

(XIV) SECR maintains one of two official bound sets of Copeia. 

          3  Description of Functions 

              a  Summary of Responsibilities 
The SECR is responsible for keeping the records of the society and reporting at the annual 

meeting; sending out notices announcing the annual meeting and arranging the agenda for the BOFG and general business meetings at the annual meeting; making such purchases and employing such assistance as is necessary to conduct the business of the society within limits to be set annually by the BOFG; acting as delegate or representative of the society at meetings of related societies covering matters of mutual interest; arranging for an annual professional audit of the financial record and statement of the TREA and transmitting the auditor's report to the annual meeting of the BOFG; disbursement of funds for the expenses of the PRES and the TREA within limits to be set by the BOFG. 

          b  Tenure Although election is from year to year, the expected commitment is for a minimum of five years of service.

          c  Operations of the Office of SECR 

             1 Tasks Done Throughout the Year: 

Maintenance and emendation of the ASIH Procedures Manual are charged to the SECR. It is anticipated that current "hard" copy will be maintained by the SECR and by the Chair of the LRPP. 

It is recommended that a current electronic copy be maintained by the SECR on the ASIH website for access by all interested persons. The SECR will maintain a separate log of changes in the manual as they occur and this file shall be available on the ASIH website to be updated and older portions archived on a periodic basis. 

It is anticipated that there will be development of a set of files linked to the manual to make more efficient the operations of several ASIH offices. For example the PRES must send out 

somewhere in excess of 100 letters of appointment to individual committee chairs, committee members, and society representatives. It is recommended that these letters be stored in standard 

template files, downloadable by the PRES for modification where necessary, and, when suitably emended, transmittable by electronic means to the appointees. These letters will contain standard 

information pertaining to committee and representative purposes, functions, and operations, to which may be added the special charges that may occur from year to year. 


Respond to general correspondence (postal, electronic, and telephone)


Mail out career pamphlets as requested and keep a tally of those mailed for annual report. 


Maintain and update the society's Web site 


Promptly reply to requests for copyright permission and keep copies on file for annual 

report



Maintain all files of the society 


Coordinate with Business Office as needed


Provide stationery to officers and editors 


Facilitate communications among the EXEC and other committees. Maintain the records of 

officers, representatives, and committees 


Provide free mailing lists to officers, LOCL, etc., or as approved by the EXEC (commercial 

mailing lists are handled by the Business Office) 


Update records notebooks as needed


Inform EDIT of deaths of PPRE's, Honorary Foreign Members, and distinguished 



members in order to get obituaries printed in Copeia. 

             2 Tasks Done Quarterly

 Approximately January 1, April 1, July 1, October 1: Acquire membership database update from Allen Press and update database on World Wide Web 

             3 Tasks with Fixed Deadlines Based on mid-June meeting, should be adjusted for early/ late meetings: 


Jan 1: Update list of elected/ appointed officers and committee chairs and members on World Wide Web and in Copeia 


Jan 1: Submit request from the Business Office for all necessary data from the previous calendar year to complete the SECR's and Business Office reports to the BOFG 


Jan 15: Post meeting announcement on World Wide Web (may be done by LOCL) 


Feb 1: Request reports to BOFG from reporting officers, committee chairs, and 

representatives (due April 1) Feb 1: Submit Business Office report of previous calendar year to TREA for auditing 


Mar 15: Send reminder of deadline for receipt of reports to BOFG to officers, committee chairs and representatives. 


Apr 1: Compile report of the SECR' s office for BOFG report 


Apr 1: Request items from EXEC members for EXEC meeting agenda 


May 1: Receive reports and compile BOFG report. Duplicate and mail to entire BOFG. Post on World Wide Web


May 1: Produce ballots (create, print, copy, and deliver to meeting site) for ALL elections to be held at annual meeting. (General business meeting ballot needs to have space for ALL elected 

officers). 


May 1: Verify student membership status for STAC 


May 1: Obtain all necessary certificates and frames for Stoye and Storer Awards for annual meeting 


May 1: Obtain any additional certificates, gifts, or awards as may be necessary for annual meeting, including certificates for PPRE's. 


May 1: Arrange for calligrapher to inscribe names of winners, date, and city on award certificates. (Mark Sabaj has done this in the past.) 


May 15: Finalize and distribute EXEC agenda 


May 15: Carefully proof ballots (HFM and BOFG). SECR must ensure that ALL elected 

officers (including editors) MUST be on the ballot every year. SECR should ensure that NOMC report for inclusion with BOFG packet in fact constitutes nomination for ALL elected offices. 


May 30: Prepare all materials needed for EXEC meeting [" the Box"] (see attached list) June 1: Produce, duplicate, and transport ballots for BOFG and general business meeting to 

meeting site June: See tasks done at meeting (below) June 30 


June 30: Update list of elected/ appointed officers, Honorary Foreign Members, BOFG, committee chairs, award winners, etc., on World Wide Web and in Copeia 


June 30: Obtain complete program from local chair for publication in annual report June 30: Assure that Business Office is prepared to mail renewal notices with Copeia( 3) and 

periodic reminder notices July 1: Compile annual report and have reviewed by PRES 


July 1: Send letters of congratulation to recipients of awards, or assure that the appropriate committee chair does so. Letters should include inventory of Copeia back issues and ask that award 

winner place orders directly with Allen Press. Advise Allen Press that winners may be placing orders. 


July 23: Deliver annual report to copy editor for publication in Copeia( 4) 



Aug 1: Prepare and send letters of congratulations/ regret to all people on the ballot (PREE 

candidates, Honorary Foreign Member nominees, BOFG, etc.) 


Nov 15: Provide membership database to LOCL for mailing of meeting announcement 

             4  Tasks Done at Annual Meeting 


     a  Certificates 

Get calligrapher to inscribe award certificates and Past President certificates 


     b  EXEC Meeting 

Have all committee members sign in 

Take minutes at EXEC meeting 

After EXEC meeting, prepare BOFG meeting agenda in conjunction with the PRES 

See that all Stoye/ Storer and other certificates are signed by the PRES, award committee chairs, etc., for presentation at banquet 


     c  BOFG Meeting 

Have all governors sign in 

Take minutes at BOFG meeting Distribute, collect, and tally ballots 

After BOFG meeting, prepare ANBM agenda in conjunction with the PRES 


     d  ANBM Meeting 

Take minutes at Business Meeting Distribute, collect, and tally ballots 

Under no circumstance shall ANBM overlap with presented paper sessions 


     e Pre-Banquet 

Obtain from Chair of STAC as soon as award decisions are finalized a written list of all student award winners (and honorable mentions, if any), along with their award category (e. g., Ecology and Ethology, General Herpetology, etc.), institutional affiliations, and titles of papers. Names of awardees should be complete (not just initials). The list should contain the list of judges for each category and an indication of the person( s) to present the awards at the banquet. It is the Chair's responsibility to notify those presenting the awards at the banquet. The Chair must be aware that the SECR needs this information ASAP in order to ask the calligrapher to enter names on certificates. Hopefully the list can be provided to the SECR on disk, but if not should follow via email ASAP after the meeting. 


     f  Banquet 

Take minutes at Banquet 

Announce winners of elections 

Obtain resolutions from chair of RESC and list of all award winners from STAC chair for inclusion in meeting report 


     g  "THE BOX" 

The following items need to be gathered and placed in a box (or other suitable carrying case) to be taken to the annual meeting:


 Agenda for EXEC meeting 


Minutes of last meeting as published in Copeia( 4) of previous year Complete outline of agenda for both BOFG and general business meetings 


Current version of constitution (copy from file cabinet or print from Web 


Robert's Rules of Order (book) 


Extra copies of BOFG report Ballots (election of Honorary Foreign Members, election of BOFG, general business) 


Outline of how to prepare NOMC ballot for BOFG [NOMC provides candidates, but nominees are allowed from the floor during BOFG meeting, and then SECR has to produce a ballot for business meeting with additional spaces for even more nominees from the floor at business meeting -details of how this election is conducted are complex] (in constitution and manual). 


Procedures Manual (present document) 


List of all officers, committee chairs, representatives (should be updated in manual as necessary) 


List of all persons (officers, committee chairs, LOCL personnel, etc.) likely to be involved in the meetings with updated contact information (address, phone, fax, email, semaphore code, whatever). Key Committees for this purpose include: GSPC, HFAC (Henry S. Fitch Award Committee), GFAC, NOMC, RFAC, RESC, RHGC, STAC. 


Blank certificates for all student paper awards and PREE (3 of each to be safe). 


Enough frames for all student paper award certificates, plus several extra 


Membership applications Envelopes for individual payments and applications and couple of larger ones 


Labels addressed to Allen Press Blank, formatted floppy disks 


Paper, including blank ASIH letterhead Stamps (just a few, in case)

N TREA --Treasurer 1 History of Office 

Position extant in 1980. 

2 Constitutional Mandate 

a Constitution (IV-1) designated officer 

b Bylaws (IV-1) has charge of all ASIH funds and securities (Implicit: serves ex officio on and/ or as regular 

consultant to ENFC) (IV-2) reports on finances annually to BOFG 

3 Description of Functions 

a Summary of Responsibilities The TREA shall be in charge of the funds and securities of the society. At the annual meetings of 

the society, the TREA shall present a statement of the funds and monies of the society that covers the calendar year. The TREA serves ex officio on the ENFC. 

b Tenure Although election is from year to year, the expected commitment is for a minimum of five years 

of service. 

c Operations of the Office of TREA 1 Manage Cash Flow 

a Revenues Revenues to the society come from memberships, subscriptions to Copeia, page charges for 

publication in Copeia, the sale of mailing lists, sales of back issues of Copeia, sales of special publications, donations to the society, and income from investments. 

Membership payments, subscriptions to Copeia, page charges for publication in Copeia, the sale of mailing lists, sales of back issues of Copeia, and the sales of special publications are all handled by 

Allen Press, and the money is deposited in a checking account in Lawrence, KS. Donations to the society are made directly to the TREA or through Allen Press on the 

membership/ subscription application form. Money received by the TREA is acknowledged by a receipt and deposited in an appropriate account. 

Income from investments is distributed to various funds as described below. 

b Cash Flow Checking/ savings accounts are maintained by the TREA to facilitate cash flow as needed by the 

society and to maximize interest earned. 

c Disbursements Expenses related to the publication of Copeia and to the operation of all offices of the society are 

paid through checking accounts maintained by the TREA. For some offices (e. g., SECR) an annual advance is given at the beginning of the year, and an annual summary of expenses is submitted to 

the TREA, for others (e. g., Sectional Editors), vouchers are submitted to the TREA and paid as received. 68
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2 Manage Investments a Oversight 

The TREA manages the investments of the society with direction and advice from the BOFG, the EXEC, and the ENFC. Investments include money in the Current (Operating) Fund, Board-Designated 

Funds, and Restricted Funds. 

b Fund Categories 

1 Unrestricted Board-Designated Funds are the General Endowment Fund and the Life Membership Fund. 

The General Endowment Fund consists of unrestricted donations and earnings on these donations. Donations are received by the TREA and invested in mutual funds as directed by the ENFC. When 

the fund is large enough, a percentage of the net asset value will be disbursed for activities specified by the BOFG. 

The Life Membership Fund consists of dues received from life members. The dues are invested in mutual funds specified by the EXEC and interest is retained in the fund. 

2 Restricted Restricted Funds are the Gaige, Gibbs, Raney, Storer, and Stoye Funds. Each was established by 

a gift to the society to enable the society to present awards to its members for their scientific endeavors. 

The society has combined resources of the Gaige, Gibbs, Raney, and Storer Funds into a common investment pool (also containing the Current Fund). The pool consists of government securities, 

certificates of deposit, and mutual funds. The amount of annual income earned annually by each fund is determined by the return on the investments, and is apportioned according to the percentage 

of the total investment held by each fund or as directed by the EXEC. The Stoye Fund is invested wholly in a single mutual fund. 

c Arrange for Annual Audit The TREA annually transmits all necessary paperwork, including deposit records, receipts for 

bills paid, and a spreadsheet showing cash flow of the society to the SECR for submission by the SECR to an independent accounting firm. The firm reviews the material submitted, prepares 

financial statements, and expresses a written opinion as to whether the financial statements accurately reflect the assets, liabilities, and fund balances of the society. 

d Submit Annual Financial Statement The results of the independent audit, plus comments on the general financial condition of the 

society, are submitted annually by the TREA in the form of a written report to the BOFG. The TREA also provides additional information on the finances of the society as requested by the BOFG or at 

the ANBM. 69
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0 Support of Society Officers / Office Functions 1 Support of Section Editors 

a Expectation of Institutional Support ASIH POLICY ON SUPPORT OF COPEIA SECTIONAL EDITORS 

Copeia, the official journal of the American Society of Ichthyologists and Herpetologists, is operated through volunteers from the membership serving in various editorial positions. This 

method of operation has allowed the society to continue to offer Copeia to its members at a very reasonable cost compared to many other journals. In keeping with this philosophy, the society 

generally expects the section editor's institution to help support the activity, recognizing that most universities, colleges, museums, and research institutions believe that they benefit from having one 

of their members, and their institution, listed as an EDIT in the journal. 

b Candidate's Responsibilities When considering accepting an editorship, a member should first check with his or her 

institution to ensure that related costs such as postage, copying and phone charges will be assumed by the institution. Most members have computers and printers available in their offices that can be 

used for editorial activity, but the society realizes that in some situations it may be necessary to provide assistance in purchasing a quality printer, etc. 

c ASIH Support The EXEC of the society will entertain requests from sectional editors for such support if that 

person agrees to hold the position for at least three years. Generally such requests should be made at the time a member is considering accepting an editorship, but later requests resulting from 

emergencies will be considered. The society generally does not provide secretarial or clerical support for sectional editors, and persons considering accepting an editorship should not expect such support. 

If unusual situations develop, such as a major increase in manuscripts received, etc., a sectional editor may request temporary assistance from the society, but permission from the EXEC must be 

obtained in advance of hiring temporary personnel. 

2 Support of PRES No special fiscal privileges accrue to the Presidency, although reimbursement of communication 

costs borne by the PRES' institution may be negotiated with the TREA of the society. Also, there is a precedent that the society will cover the costs of the PRES attending the meetings on one occasion, 

usually the meeting at which the PRES presides, although precedence exists for support at the meeting at which the presidential address is given. In either case, the TREA should be consulted to 

determine the amount available for presidential expenses. 

3 Support of SECR The SECR shall be reimbursed out of the monies of the society for expenses incurred in attending 

meetings of the society. The SECR shall make such purchases and employ such assistance as is necessary to conduct the business of the society. 

The SECR shall be responsible for authorizing disbursement of funds for the expenses of society offices within limits to be set annually by the EXEC. All such expenditures will be reported to and 

are subject to review and ratification by the BOFG. 

4 Support of Other ASIH Officers The SECR shall be responsible for authorizing disbursement of funds for the expenses of society 

offices within limits to be set annually by the EXEC. The SECR may consult with the PRES and TREA prior to making such disbursements. It is expected that the EXEC will review from time to 

time the level of funding available to support the activities of society offices and the categories of expenditure to be covered. All such expenditures will be reported to and are subject to review and 

ratification by the BOFG. 70
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5 Support of Society Representatives From time to time the society has through EXEC been able to partially defray the costs of certain 

society representatives to attend meetings of the stipulated groups. This support is to be regarded as ad hoc and on a one-time basis and can be guaranteed to no representative, rather it is more likely 

that a given representative will be chosen who attends the stipulated meetings on a regular basis utilizing non-ASIH funds to pay costs. 

6 Support for Graduate Student Attendance at Meetings From time to time the EXEC and/ or particular LOCL have contributed funds to the graduate 

student travel fund. This has taken the form of direct grants as well as challenge grants. In addition requests have been issued for donations for this purpose by individuals. ASIH strongly supports 

participation by graduate students in all aspects of society function, but at present society contributions are to be regarded as an ad hoc, one-time action, bearing no implications of society 

ability to continue such contributions on a regular and predictable basis. Clearly this function is an issue under ongoing consideration by the ENFC which may be expected to make recommendations to 

EXEC and BOFG on an episodic basis. 

7 Support of RHGC Activities Reasonable expenses of the award committee will be allowed and derived from the accrued 

interest to the award endowment fund, and may include such items as: transportation costs of the award recipient and committee chair from home to the annual meeting; cost of preparation of the 

award plaque; nominal expenses for a working meeting of the committee members to assist the members in arriving at a decision concerning an award; and cost of telephone calls, postage, etc., 

relating to committee functions. It is expected that as much of this as possible will be done electronically, via email, fax, etc. 71
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P Southeastern Division 1 History 

The Southeastern Division of ASIH was organized in 1954. 

2 Constitutional Mandate 

a Constitution (VII-1) establishment, composition, membership 

(VII-2) officers (VII-3) annual meetings; concurrence with ASIH general meeting 

3 Description 

a Function The mission of the division is to provide an opportunity for members in the region to attend a meeting in 

the southeast on an annual basis. The SEASIH meets with the Association of Southeastern Biologists (ASB) in years when ASIH is held out of the southeastern region, and with the parent society (ASIH) when it meets in 

the region. The SEASIH also provides mechanisms for encouraging student participation by providing travel grants and paper awards to student members. The student paper award competition is not held when SEASIH 

meets with the parent society. The division averages 100 active members who pay voluntary dues on an annual basis. Revenue from dues and contributions is used for student travel grants and paper awards. 

b Calendar 1 Fall 

Dues solicitation mailed to membership 

2 Spring Applications for student travel grants and paper competition received 

3 Spring or Summer Annual meeting with ASB (spring) or ASIH (summer), depending on location of ASIH meeting. New SEST 

elected. Former SEST becomes SEVP; former SEVP becomes SEPR. 

c Duties of Officers 1 SEPR --President 

1 Writes annual dues solicitation and student paper award/ travel grant notice 2 Receives applications for student travel 

3 Sends notification to student travel grant recipients 4 Coordinates student paper competition 

5 Acts as ASB and ASIH liaison; notifies ASIH SECR of officer changes 6 Prepares an agenda for and presides over the annual business meeting. 

2 SEVP --Vice-President 1 Solicits nominations for SEST 

2 Presides over the annual business meeting if the SEPR is absent. 

3 SEST --Secretary-Treasurer 1 Uses membership database to generate mailing labels and send out dues solicitation and student paper 

award/ travel grant notice 

2 Opens bank account for SEASIH transactions 3 Collects dues and contributions and enters into database 

4 Prepares treasury report for business meeting, reads minutes of previous meeting, records current meeting minutes 

5 Sends minutes of meeting to ASIH SECR

