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0) Executive Summary (≤6 lines)
Key highlights: [Top 3 wins]
Critical risks: [Top 1–2 issues + mitigation]
Board decisions required: [List 2–4 clear asks]
1) Performance Snapshot
	KPI
	This period
	Prev. period
	Target/benchmark
	Direction (↑↓→)

	New submissions
	
	
	
	

	Final decisions (A / R / RR)
	A:  | R:  | RR:  
	
	e.g., ≤90d median
	

	Rejection rate (%)
	
	
	
	

	Submission → first decision (median days)
	
	
	≤ XX
	

	First decision → final decision (median days)
	
	
	≤ XX
	

	Reviews per manuscript (median)
	
	
	≥ 2
	

	Reviewer acceptance rate (%)
	
	
	≥ 40–60%
	

	Reviewer turnaround (median days)
	
	
	≤ 14–21
	

	Backlog / pending manuscripts (queue depth)
	
	
	
	

	Editor workload (manuscripts per handling editor)
	
	
	
	

	Acceptance → publication (median days)
	
	
	≤ XX
	

	Withdrawal rate (%)
	
	
	
	

	Article views / downloads
	
	
	trend
	

	Citations / indexing notes
	
	
	brief
	



Note: This KPI table also works best in spreadsheet software (Excel/Sheets) for trend tracking and charts.
Benchmarks/targets source: [discipline norms / publisher standards / board-approved goals].
1.a) Metric Definitions (Glossary)
"First decision": The initial editorial decision (e.g., desk reject, send for review, minor/major revise) communicated to the author.
"Final decision": The decision that concludes the editorial process for a submission in this period (accept or reject). Specify if conditional accept is treated as final.
Rejection rate: Specify whether desk rejections are included. Recommend reporting both overall and post-review rejection rates.
Reviewer acceptance rate: #accepted invitations ÷ #invitations sent in this period (state if counting unique reviewers or invitations).
2) Peer-Review Activity
Invited / accepted / completed reviews: [# / # / #]
Reviewer turnaround: median [d] (p25–p75: [d–d]); Quality notes: [completeness, civility, conflicts handled].
Distribution – geography: [Top 3 regions/countries]; institution type: [HEI/gov/industry – % split].
3) Decision Patterns & Timelines
Desk screen rate: [%]; External review rate: [%].
Conflicting reviews handling: [brief practice]. Bottlenecks: [late reviews / resubmission queues]. Remedies: [bigger pool / reminders].
Average rounds to final decision: [median # of revision cycles].
4) Content & Strategy
Submission mix / themes: [Top topics; ↑/↓ vs previous].
Species/subject focus (if relevant): [e.g., bovine %, caprine %].
Geographic/context relevance: [% Africa/SADC; international spread].
Special issues & pipelines: [published/planned; status + dates].
Scope check: [still fit for purpose? any gaps to target].
5) Integrity, Ethics & COI
Plagiarism checks (iThenticate): [# screened; concerns and actions].
COPE actions: [none / brief case log].
Corrections / retractions / expressions of concern: [# + DOIs + dates].
LLM/AI disclosure policy: [Yes/No; visibility URL; compliance notes].
COI handling: [editor/reviewer/author; recusals].
Image/data manipulation checks: [tools/process; cases].
Authorship disputes logged: [#; outcomes].
Post-publication concerns received: [#; outcomes].
6) Editorial Board Engagement
6.1) Board Performance
Board reviews: [#]; avg turnaround: [d]; attendance at meetings: [%].
6.2) Community Engagement
Talks/calls for papers/conference presence; outreach and recruitment updates.
7) SWOT (bullet-tight)
Strengths: [1–2] • Weaknesses: [1–2] • Opportunities: [1–2] • Threats: [1–2]
8) Finance & Operations (brief)
Income model: [APC/waivers/membership/grants].
Waiver rate: [% of articles with APC waivers].
Cost-per-article published: [currency/article].
Revenue vs. expenses trend: [brief].
Cost drivers: hosting/DOIs/editing/tools—% split if available.
Operational notes: copy-editing, production, platform upgrades, preservation.
9) Recommendations & Action Items
0–3 months: [3–5 actions]; 3–6 months: [2–4 actions]; 6–12+ months: [2–3 priorities].
Decisions requested now: [bullets with 1-line rationale].
	Action
	Owner
	Due
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


10) Diversity & Inclusion (optional)
If relevant to journal values/policies:
Author demographics (opt-in, privacy-compliant).
Reviewer/board geographic distribution (beyond one-liners).
11) Red Flags (Quick Checklist)
Rejection rate changed by >15% period-over-period without explanation.
Median review time > 60 days (or exceeds target benchmark).
Board members publish >30% of content in the period.
High backlog growth (>20%) or editor workload consistently high.
Spike in corrections/retractions or unresolved ethics cases.
Appendix (optional, keep lean)
Include micro-tables, small charts (submission trend; timeline medians), and brief data notes. Consider a companion PowerPoint for dashboards.
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