The Publishing Process

Manuscript Submission

All manuscripts should be submitted as electronic files (saved in ASCII rich text format or PC-accessible word files).

All manuscripts should be double-spaced, with 1 ½-inch margins on all four sides. All footnotes should be double-spaced and should be grouped at the ends of chapters or at the end of the manuscript – not at the bottom of text pages – and should be numbered accordingly. Pagination should run continuously throughout the manuscript and not begin anew with each chapter.

Please retain an electronic copy and a hard copy of the finished manuscript.

Note: Any illustrations or other art work for the book (including cover art if you are providing it) – and also all permissions for illustrations and quoted text requiring permission from another publisher – must be provided upon transmittal, prior to copyediting. It is the author’s responsibility (see paragraph 7 of your contract) to obtain permission to reprint substantive portions of other authors’ writings or works of art unless otherwise agreed with your editor. See [Permissions & Copyright Help] for further information.

See [Manuscript Submission Guidelines for Authors] for more detailed manuscript submission information.

Copyediting

The copyeditor for your book will be chosen because of experience with similar manuscripts. It is the author’s responsibility to participate in the copyediting process by implementing those stylistic revisions seen as necessary to bring the manuscript into harmony with the Publisher’s standards and the book designer’s specifications concerning typography. On matters of substance, the copyeditor will query you and/or the sponsoring editor and will sometimes propose additions, deletions, or other revisions to improve your text.

Note: Nearly all copyediting done will be done electronically. In cases of heavy editing, a printed copy including these markings will be sent to the author along with the copyeditor’s queries. In cases of light or medium copyediting, the author does not see the marked manuscript prior to typesetting.

The copyediting process usually takes 2 to 3 weeks. 

Page Design, Composition, and Review

The edited hardcopy manuscript is sent to the typesetter to create page proofs (also called “galleys” or “first pages”). The corrections from the hardcopy or electronic edit are taken into the Word file submitted with the manuscript, so it is imperative that the file and the printout supplied match exactly. Any deviation means that there is potential for serious errors and inconsistencies in the final product, lowering the editorial standards of the book. The corrected Word file is then flowed into a desktop publishing style template and the proofs show the text as it will appear as a printed book.

The typeset first proofs are reviewed in-house, sent to a proofreader and to you. Your contract allows for a standard percentage of the total typesetting bill for Author’s Alterations (aa’s). While we will, of course, correct errors, we strongly discourage any revisions at this stage. Remember that cost incurred beyond the allowable aa’s are charge to you, the author. The typesetting process takes approximately 2 weeks but times will vary according to length and complexity.
Indexing

Indexing for your book may be undertaken by you, the author, if you are confident that you can carry it out effectively or if you are using a word processor that includes an indexing program. Continuum will provide indexing instructions upon request. Should you choose not to create the index, Continuum will hire a freelance indexer and the charges will be split between Continuum and your future royalties (as per your contract). All indexes should be created from second page proofs (which include changes marked on the first pass), and the final index should be submitted electronically. Two weeks are allowed for the indexing process.

Final pages are created by the typesetter once all corrections and elements are in place. These pages (also called “repros”) are submitted to the printer with the final disk.

Timeline

The entire copyediting-to-bound book process normally takes between 5 and 7 months, barring unforeseen difficulties. The author’s timely cooperation at each stage is essential.

The publication date will not coincide with the printer’s job completion date (or “bound book date”) because “pub date” is a marketing decision, timed to meet review, advertising, and sales deadlines. Generally, however, “pub date” is 4 to 8 weeks after books are delivered to our warehouse.

Copyediting: 2-3 weeks

Typesetting: 2-3 weeks

Proofreading: 2 weeks

Revised proof stage (indexing): 2 weeks

Final corrected pages: 2 weeks

Printing: one to two months

