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DATE:
TO: Manuscript Oversight Committee
FROM:
SUBJECT: REQUEST FOR COMMISSIONING THE WRITING OF A NEW PAPER
PAPER TYPE:

a 3-15 published pages, >50 references, provision of recommendations strongly encouraged; must
adhere to Class of Recommendation (COR) and Levels of Evidence (LOE) approved by the
ACC/AHA Task Force on Practice Guidelines.

a Science Advisory: 1-2 published pages, 5-10 references; formulation of recommendation strongly
encouraged; must adhere to COR and LOE approved by the ACC/AHA Task Force on Practice

Guidelines.

Qa Guidelines: must adhere to COR and LOE as approved by the ACC/AHA Task Force on Practice

Guidelines.

Qa Consensus Statement: comprehensive analysis of a clinical or scientific issue; expert opinion.
Qa Web-posted paper (only): short, focused, technical topic with limited references.

STRATEGIC PLAN AREA (To be completed by Staff Scientist in consultation with initiating

Council/IWG Chair):

Risk Factors

U Diabetes

U High Blood Pressure
U High Cholesterol

U Nutrition

U Overweight/Obesity
U Physical Inactivity

U Tobacco

4 Risk Factors — Al

0 Metabolic Syndrome

Acute Event

d General

4 Acute MI

4 Cardiac Arrest
Q4 Stroke

Knowledge Processing

U Emerging Knowledge
0 Knowledge Transfer

Additional Science Topics
Q Arrhythmias

U Congenital Disease

U Global Risk Approach

O Heart Failure

O Novel Risk Factors

U Peripheral Artery Disease
4 Subclinical Atherosclerosis

U Does Not Apply

MANUSCRIPT TITLE:

U Check here if this is a revision

INITIATED BY:

1. Council/Committee/IWG:

COLLABORATION:

1. List other AHA/ASA Councils/IWG’s that have sighed on to co-sponsor:

2. Potential collaborating outside societies:

3. Journal(s) publishing — including non-AHA journals if applicable
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ENVIRONMENTAL SCAN SUMMARY:

1. What other papers are already available on same/similar topic area?
2. What AHA, American Stroke Association, Emergency Cardiac Care papers or ACC/AHA
Practice Guidelines will be cross-referenced?)

RESOURCES NEEDED (e.qg., Staff Scientist, Staff to set up conference calls, Librarian for literature
searches):

NEED FOR THE PAPER:

SUBJECT SUMMARY:

AUDIENCE:

1. Intended Audience (e.g., healthcare professionals, lay, policy makers, outside societies):

2. What derivative products can be created from this paper (e.g. pocket guide, slide sets,
patient brochure)?

3. Will there be implications in this guideline/statement for public health and/or are there
recommendations that wil change the practice of clinicians? If so, please summarize.

LAY SUMMARY:
1. Write a lay summary of 200 words or less (include clinical relevance) to be used by AHA
Market Team Leaders to facilitate their discussion of derivative products, etc.

WRITING GROUP CHAIR (NOTE: COls will be published. Provide CHAIR's EMAIL and CHAIR's
Phone Number):

1. Writing Group Chair’s Name:

2. Writing Group Chair’s Conflict of Interest summary (this MUST be filled in before proposal
goes to MOC):

SUGGESTED WRITING GROUP MEMBERS (NOTE: COls will be collected for all writing group
members and reviewed by the Writing Group Chair and Staff Scientist and Manuscript Oversight
Committee. COls will be published). Please indicate whether the author is proposed as a co-chair
or participant and their specific expertise or anticipated contribution to the writing effort:

STAFFE SCIENTIST:
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TIMETABLE FOR COMPLETION OF PAPER (12-18 months to point of peer review is
typical. NOTE: MOC requires that a timetable extension be submitted if the paper is
behind schedule or the paper will be subject to decommissioning):

THE FOLLOWING AREA TO BE COMPLETED AFTER MOC MEETING:

MOC RECOMMENDATIONS (NOTE: This feedback will be shared with peer reviewers and SACQC):

OTHER AUTHORS ADDED BY MOC:
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AHA Statements on BenchPress
Authors/Lead Authors “Cheat Sheet”

The new online commissioning, submission, and review system can be found at this URL:

http://statements.ahajournals.org

If you have ever submitted a manuscript to an AHA journal or reviewed for an AHA journal then
your login for that journal(s) will work on the AHA Statements system. PLEASE NOTE, once you
are logged in to the statements system you will still need to fill out your contact information in

the Statements system.

<:3 L= @ @ & I._, http:ffstatements. ahajournals, orgf j @ Go I@, - 8 X
& The Mew ‘fork Times > Breaking Mews, Wor... | | Statements Manuscript Processing ... | (%]

American Heart

AHA STATEMENTS i

Learn and Live.

Create a new account

I have forgotten
ry password

Security FAQ

American Heart
Association

AHA Statement and
Guideline Development

Feedback Help

Tel:

welcome to the new Online System
If this is your first time using the system please create a new account

Manuscript Processing System

Attention: If you have used Bench>Press in conjunction with other
AHA Journals, the same email address and password apply here.

Email:l Password:l
[T remember my email address Sign in |
® Enter the Author Area to: C Enter the Tracking Area to:
< Submit a New/Revised Manuscript < Perform Committee/Council Role duties
@ Continue a Manuscript Submission < Perform Editorial Staff duties
< Proof a Converted Manuscript
¢ Check the Status of a Manuscript " Enter the Personal Information Area to:

" Enter the Reviewer Area to: ¢ Change your Password )

¢ Update your Contact Information
< Respond to a Review Request 4
<o

< Submit or Work on a Review

Update your Availability Infarmation
Update your Expertise Areas

AHA Statements
7272 Greenville Avenue, Dallas, T, Dallas, Texas 75231-4596 LUSA
1-B00-242-8721; Fax: 214-373-0268; Email: marleneg@stanford.edu
Copyright @ 2005 by American Heart Association, Inc.

1)When the “idea” of a manuscript is ready to be formalized into a proposal, the staff scientist

will create a record of the p

roposal within BenchPress.

2)Lead authors will then receive an invitation to log in to BenchPress and complete the
commissioning (MOC) form online.

3)The “Author” area of BenchPress is where the author queues are located.
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<::' -5 - E@l @ g ||_| http:ffstatements. ahajournals. org/submission/queues?MSTRServlet . emaildddr=heather .goodell@heart . org j @ Go I@, - 8 X

Pl Feviewer Area Tracking Area|Personal Info, Staternents Home|Sign Out

AI—IA Statements Home .-j_uth,:,r__

v|Feedback |Help|FAG

Author Area

General Information:
MOC Form to be Completed: 2 Papers

MOC Form to be Revised: 0 Papers

+ Author Disclosure Questionnaire
Asuthor Confidentiality/Mondisclosure
Reguested Invitations: O Papers Agreement

AHA Statement and Guideline
Development

Authorship Responsibility and Copyright

Transfer Agreement
Scientific Statement Instructional

*

*

Accepted Invitations - Papers to be Submitted: 3 Papers

*

Submit a Revision: 0O Papers

*

Submissions/Revisions In Progress: O Papers Guidelines o
Help with Online Submission

*

Manuscripts Under Conversion: 0 Papers

Manuscript Conversion Errors: 1 Paper

Manuscript POF Ready for Your Approval, 4 Papers My Expertise Terms:
Edit Expertise Terms

Papers Returned for Your Attention: 0 Papers

Under Review - Check Status: 12 Papers * genetics
Requests for Source Files: O Papers ¢ minorities
* women

Manuscripts with Decisions: 2 Papers

author Histary

@ Find: Ireferences (_D @ _| rMatchcase

4)If a lead author has been asked to complete a MOC form that invitation will be in the “MOC
Form to be Completed” queue.

5)Please notice in the “General Information” area that authors will be able to find links to the
Author Disclosure Questionnaire and Confidentiality Agreement-ALL AUTHORS must fax those
in to AHA (the communications from within the system will have the specific instructions).

6)Once the lead author logs in and goes to that paper in the “MOC Form to be Completed”
gueue, the “MOC Form” link will take the author to the MOC form for completion.
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AHA Stateme‘nts RIAVCEY Roeviewer Area Tracking Area|Personal Info, Staterments Home|Sign Cut

Queue Surnmary |Feedback |He

MOC Form to be Completed

Science Advisory

STATEMENTSAHA /2005/002022
Steve's paper on 3/23
Steve Goodell

Editor: Marlene Graveland

Paper Type: Science Advisory
Corresponding Author: Steve Goodell
Keywords:

Supplemental Files: 0

[Contact Staff Scientist] [Motify Staff Scientist: Form Completkd] [MOC Form]

STEWE GODODELL, A#HA, 555 walnut hill
dallas, 75231
Tel: (214) 555-5555, Fax: (214) 555-5555, Email: sgoodell@sbeglobal. net

AHA Statements

7272 Greenville Avenue, Dallas, TX, Dallas, Texas 75231-4596 USA

Tel: 1-200-242-2721; Fax: 214-2373-0268 or 214-691-6242; Email: marlensg@stanford. edu
Copyright @ 2005 by Arnerican Heart Association, Inc

7)Once the MOC form is complete the lead author can save it and then take the action “Notify
Staff Scientist: MOC Form Completed”

8)The staff scientist will review the MOC form. Once that step is complete and the proposal is
ready to move forward then AHA staff will first notify council/IWG chairs of the proposal. Once
that step is completed then the paper will move on to the MOC, when appropriate.

9)The decision of the MOC will be executed on the manuscript within the system. If the proposal
is approved then the lead author will be notified via an invitation to write the manuscript.
Invitations will go out to all proposed authors, authors can accept the invitation to write the
manuscript or decline the invitation. Staff will keep track and update the author list within the
system. Reminders will be sent to authors from the system. If the proposal is sent back for
revision lead authors will be able to log in and revise the MOC form.

10) References should be formatted in AMA style.

11)Creation of the document happens OUTSIDE of BenchPress.

12)Once the document is ready for peer review, the lead author will need to submit the
document for peer review. Papers that have not been submitted yet are in the “Accepted

Invitations-Papers to be Submitted” queue. Lead authors can go to that queue and use the
“Upload Commission” link.


Joe.Loftin
Text Box
Click to Return to AHA Statement and Guideline Development Flowchart

Joe.Loftin
Text Box
Author Manuscript Submission System Guide--Page 3 of 4


Click to Return to AHA
Statement and Guideline
Development Flowchart

Author Manuscript Submission
System Guide--Page 4 of 4

13)When the lead author uploads the paper into BenchPress, a number of questions will be
asked, including:
» Entering an abstract
« Verifying all authors have submitted disclosure and confidentiality agreements
(authors can confirm this with AHA staff). Note-the author disclosure table that
AHA staff will provide should be within the manuscript (at the end)
e Answering a series of questions about the manuscript , such as clinical
significance; key recommendations, and so on. These questions are REQUIRED.
e Atleast 4 potential peer reviewer names and email addresses must be entered.

14)If the lead author has submitted to AHA journals before the process for statements is very
similar-please make sure ALL files associated with the manuscript are uploaded.

15)BenchPress will generate a PDF of all files submitted. The lead author will need to proof the
file; the system will send an email when the PDF is ready for proofing.

16)Once the lead author proofs the PDF, the staff scientist will then take over the management
of the file, both going over it then sending it to publishing staff for peer review.

17)When peer review is complete then the lead author will be notified that peer review is in.

18)The lead author (and other authors) can log into BenchPress and go to the “Submit a
Revision” queue to view the peer reviewer comments.

19)Once a revision is ready for upload, the lead author can submit the revised manuscript.
Information from the first upload of the manuscript will be saved and those fields prepopulated
on the submission screens; authors should update that information as necessary.

PLEASE NOTE-there is a “Response to Reviewers” text box for authors to enter their response
to reviewer comments. HOWEVER, if your response to reviewer comments is more than one
page AHA recommends you load the response to reviewers as a SUPPLEMENTAL FILE. Upon
submission of the revision please indicate you will be loading a supplemental file and then load
the Response to Reviewers as a supplemental file.

20)Reviewers who indicated they wanted to see the revision will then receive the revision and
you will receive communication once that process is finished.

21)Once all reviewers have approved the statement then AHA staff will send the manuscript to
the AHA Science Advisory and Coordinating Committee for final approval.

22)If review is warranted after SACC review then the manuscript will be sent back for revision
(see step 18 as this process will be repeated).

23)Once the manuscript is approved by SACC authors will receive an acceptance letter and will
be asked to return all copyright transfer agreements and the paper will go into production.
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