Instructions for Faculty Authoring FPIN Projects
Dear faculty member,

Thank you for agreeing to author a project for the FPIN faculty team at Georgetown University-Providence Hospital Family Medicine Residency Program.  Please use the following guideline as a checklist and a timeline during your FPIN writing process.  After the process is complete, we would appreciate your feedback to update and improve these instructions.  Feel free to use our FPIN reference textbook Evidence-based Medicine: How to Practice and Teach EBM by Straus et al.  Additional copies are available on request.  Please copy (email) on all communications with FPIN representatives.
	Start date __________

Co-Authors: ______________

​​​​​​​​​​​​​​​​______________


	· Please visit www.pepidonline.com and login (username fpinauthor, password pepidpcp) to explore PEPID PCP content.

· Please review Help Desk Answers (HDAs) in issues of the Evidence-Based Practice journal at www.fpin.org 
· Please review available HDA topics at www.fpin.org or https://web.memberclicks.com/mc/quickForm/viewForm.do?orgId=fpin&formId=49287 and available topics for PEPID PCP at www.fpin.org or http://web.memberclicks.com/mc/page.do?sitePageId=77316&orgId=fpin
· Please submit choice as prompted on the topic website or if having difficulty submit your top 5 choices to hda@fpin.org for HDAs and emedref@fpin.org for eMedRef identifying yourself as a faculty author for the Georgetown University-Providence Hospital FMR. Please cc (Dr. Roett) 

	2 weeks after start date
Date completed: _________
	· If you do not receive a response regarding HDA/eMedRef topic assignment within 7 days, please email and/or phone 573-256-2066 to inquire about progress.

· If all 5 ranked topics have been assigned to other authors, please ask for an updated list of topics and review as soon as possible.  This process may take up to 3 weeks.

	4 weeks after start date

Date completed: _________

FPIN Project Deadline:

_________
	· Forward your author assignment email with HDA/eMedRef topic assignment and due date to (Dr. Roett). Note that the deadline for submission is flexible.
· For eMedRef only: once you are signed up for a PEPID PCP topic you can request your free 1-year subscription for the PDA version of PEPID PCP ($199 value).  Please email (Dr. Roett) to request your PDA version

· Start planning work schedule
· Update CV for author submission

	Topic Assignment: ________________
Editor/email:

________________

Topic Due Date:

_______________


	· Review the author invitation received with topic assignment for any questions.  Note that the deadline for submission is flexible.
· Complete the HDA/eMedRef Author Agreements (GUShare documents).  These need to be completed, signed and faxed to the number indicated on each form.
· Consider the following websites in your search: 
· Up-To-Date FPIN faculty account at www.uptodateonline.com. Please email (Dr. Roett) for login information.

· http://dml.georgetown.edu/5074.html for free access to DynaMed with GOCard access off-campus

· http://www.tripdatabase.com/index.html for the TRIP database

· http://dml.georgetown.edu/5074.html for other search engines such as MDConsult and Cochrane Reviews available with GOCard access
· http://dml.georgetown.edu/5504.html for fulltext journals

· Please contact your FPIN Librarians Laurie Davidson (email) or Doug Varner(email) at Dahlgren Memorial Library for searching assistance.  They will provide a search summary.
· Please save all articles as word or pdf documents for later reference

	4 weeks before Due Date
Date completed: _________
	· Download HDA/eMedRef topic template and author checklist from GUShare

· Create a new GUShare folder under HDA/eMedRef topics in progress for your topic assignment

· Create a GUShare background research folder to save your references
· If needed email FPIN faculty team for suggestions or potential points of concern regarding topic. Please ask the FPIN Faculty team for co-author volunteers.


	2 weeks before the Due date
Date completed: _________
	· As you work on your HDA/eMedRef topic, please continue to post it on GUShare.

· If the deadline is approaching and there are concerns about completing the topic by that date, please email hda@fpin.org and/or emedref@fpin.org  and your assigned senior editor to inform of new timeline.


	On Due date
	· Submit first draft of HDA/eMedRef topic by email to the senior editor.  Please cc (Dr. Roett), as well as hda@fpin.org and/or emedref@fpin.org 
· Submit your CV and HDA/eMedRef author checklist to hda@fpin.org and/or emedref@fpin.org 


	2 weeks after due date
Date completed: _________
	· You will receive comments from your assigned senior editor regarding acceptance and/or requested revisions.  Please set a 2 week deadline for responding and revising accordingly.

	4 weeks after due date

Date completed

__________
	· Submit revised version

· Optional: update your CV with “In Press” publication citation
· Please email this completed form to (Dr. Roett)



Congratulations, and thank you for your participation in the FPIN writing process.  If there are suggestions for improving this checklist, please email (Dr. Roett).  Your input is greatly appreciated.

Sincerely,

Michelle Roett, MD, MPH

Georgetown FPIN Project Director

Associate Professor, Residency Faculty

Georgetown University-Providence Hospital

Family Medicine Residency Program

Fort Lincoln Family Medicine Center

4151 Bladensburg Rd

Colmar Manor, MD 20722

(301) 699-7707
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