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1. Submit a two-to-three-page single-spaced book proposal to the acquisitions editor of a publishing house. This proposal must include the following sections: 

a. About the Book—This paragraph explains the thesis of the book, and its unique “hook.” How will it draw readers in? What is its point, and how is that point relevant to a twenty-first-century audience?

b. Readership—Be more specific. Who will read this book? Explain the demographics of the book’s readership in a paragraph or less.

c. Estimated Length—Estimate how many words the book will contain. My books have been anywhere from 40,000 to 45,000 words.

d. Books in the Genre—In about two paragraphs, survey the literature that has been written in the same genre as the book you are proposing. How does this book compare with other books in the field? For example, what other books deal with the medieval women mystics, and how does this book, Incandescence: 365 Readings with Women Mystics, offer something new? 

e. Estimated Time to Complete—This requires a short answer, like anywhere from six months to a year or more. 

f. Credentials—Why are you qualified to write this book? Be specific.

g. Personal Life—Be succinct.

h. Sample Chapters from the Book—It is also helpful to include a working table of contents in a proposal, to show where the book is going.

i. The book proposal includes in it all of your contact information also.

2. The acquisitions editor responds, after a certain period of consideration, to your proposal. He or she will initially respond favorably or not. If the response is favorable, and before submitting your proposal to the editorial board of the publishing house, the acquisitions editor may at this point make suggestions for improvement of your proposal. Even if the response is hesitant, the acquisitions editor may ask you to make changes to your proposal before deciding to accept it or not. Either way, the proposal then comes back to you, and you make the changes and re-submit the proposal. A really good acquisitions editor is your best friend in the initial stages of this process. Why? He or she will guide you through the choppy waters and will listen to you as you explain your book. A good acquisitions editor will help you ask all the right questions that will in turn help you understand better what you are trying to say.
3. Once approved, the acquisitions editor submits your revised proposal to the editorial board. It must be approved at this level also. If it is accepted, you then negotiate the terms of your contract, including the amount of the advance, the deadline for the manuscript delivery, and the other terms of agreement, including the amount of time allowed for the various revisions. You will usually be paid half of the advance on signing the contract and the remaining half when you deliver a satisfactory manuscript.

4. At this time, the publishing house should send you a style sheet. Study it carefully. It will tell you how the publisher expects you to deliver your manuscript. How should research be documented? When do you capitalize and what do you capitalize? In general, the latest Chicago Manual of Style will be followed, but every publishing house has its own preferred quirks. It is best to know these beforehand, and to make your book fit the house style.

5. You continue to research and write your book manuscript. The acquisitions editor assumes that you are making significant progress and will, in general, leave you to your most hard work, which is the actual writing itself. You keep copies everywhere, on a memory stick, on several computers, and in cyberspace (attached to e-mails). After six months or even a year, you submit your manuscript to the editor who will help polish it and transform it into a real book. In general, a good editor is God’s gift to writers. When a good editor says, “This writing is not quite clear here, but over here I’d follow you anywhere,” you are lucky indeed to have found someone who can edit you and make you a better writer. Also, a good editor will point out where your manuscript is just plain heading in the wrong direction. However, that said, a good editor will also listen to you when you have concerns about a suggested editing change, and you can often talk through areas where you feel strongly you must keep the material as it is.

6. At this time, you work with any graphics artists and map consultants, if your book will contain photographs or maps or any other sort of graphic.

7. You submit your manuscript on or before the delivery date, as specified in your contract. Each publishing house has different guidelines, but, in general, you submit your manuscript both in e-files and in hard copy. The e-files break up the manuscript up into front matter, text, and back matter. The front matter is the table of contents, dedication, any maps, preface, and introduction. The text consists of the book’s chapters. The back matter includes the acknowledgements, end notes, bibliography, and any appendices. You should also include a cover letter that notes the manuscript’s length (in words) and what is specifically included in each e-file.

8. The editor scours your manuscript and responds in a few weeks. He or she will send you the edits via an attached e-file, often using an editing software tool that marks the suggested changes in your manuscript, or the editor will send the changes to you in hard copy, hand-written on your manuscript.

9. You are given a set time to make revisions. You have to realize that the publisher is under a publishing deadline itself. It has a Spring or Winter catalog already gone to print, promising your book. So get to work! Usually you have several weeks to make changes, but the turn-around can seem perilously short when your editor suggests major changes. Believe me.

10. Usually at this point the editor will want to rendezvous with you over the phone. Phone conversations and conversations in person with your editor (when possible) really facilitate the revisions stage of a book. 

11. You make the changes, write a new cover letter, and send the book back to your editor, in e-files. Usually you do not have to re-send a hard copy at this stage, but sometimes you do.

12. The editor looks the revised manuscript over and makes further changes.

13. You revise and send back.

14. This stage of the process can seem to take forever, and it can actually take many, many weeks of collaboration between you and your editor. You become partners.

15. The editor accepts your manuscript, and things get rolling. 

16. During this time, the writer must make contact with sources/people he or she may have quoted at length in the manuscript and must get the proper copyright releases for quoting at length, eg., from a long poem. In Incandescence: 365 Readings with Women Mystics, I had to contact the agent for the poet Lucille Clifton, in order to get copyright permission to quote her “Light” poem from The Book of Light. This took many phone calls and e-mails and faxes between me and Lucille Clifton’s agent, but allowed me, in the end, to have printed in Incandescence: “Reprinted with the permission of Copper Canyon Press, P.O. Box 271, Port Townsend, WA 98368.”

17. The marketing manager also sends you an e-mail request for the following: 
· 150 words that explain the focus of your new book.

· A headline or tagline that captures the importance of the
book in ten words or less.

· A brief author bio that explains why you are the ideal
person to write this book.
18. At this point, you start writing copy for the marketing of the book, as this 

information is for their Spring or Winter catalog, and must be submitted in a 

timely manner.

18. The press sends you around this point in the process a copy of your cover for your approval. 

19. Not long after, the marketing manager asks you to send in a fifty-to-100-page Author’s Questionnaire, which asks for the following items or information:

· Please include at least 2 copies of a 4 x 6 glossy print of a good, recent color photograph of yourself (preferably a full face shot). The Press will retain these photos in their files, and they will not be returned to you. You must have the photographer sign the enclosed release and mail same back to us along with this questionnaire and the photos. [So you have to arrange for a professional photo to be taken, and you have to get the legal documents signed, releasing it for use.]

· Current address, phone number, fax number and e-mail address.
· Current occupation.

· Accomplishments.

· Education
· Previous books you have published (indicating title, publisher, year and estimated number of copies sold to date).
· Periodicals in which your work has been published (with title, date, relevant notes, and publisher's address).

· Summary (200 word minimum) of the contents, nature, style, etc. of the book which will be used as a basis of promotional copy to be prepared for this book.

· Describe any other supplementary features (prefaces, appendices, charts, index, etc.) to be incorporated into this book.

· Has any material in this manuscript been published previously?  Give details. 

· Please provide a concise overview of the style of the writing used in the book in order to provide the copy editor with an explanation of your intent.
· Who has most influenced your life?  Who has most influenced your writing?
· Please give personal information about yourself that might interest the readers of this book and help them get to know you (hobbies, personal passions, interests, etc.).

· What audience did you write this book for? 
· What needs in our culture/society are you filling by writing this book?

· What specific features of this book will cause informed readers who already own numerous titles on this subject area to acquire this particular book?

· List the addresses and contact information for organizations that you believe might want to use this book (in bulk) as program resource material.  Please give names and complete addresses, if possible.

· Please recommend people who might endorse or promote your book. They can be recognized authorities, media contacts, personal friends, professional contacts, etc. Please include addresses and/or phone numbers.  These endorsements may be used on the back cover of the book, the press release, and other marketing materials.

· List publications and names of editors, if possible, that might do articles or reviews on your book. 

· Do you have an established media contact list or mailing list for Paraclete to use it in the marketing of this book?

· Please identify any TV and/or radio commentators who might be interested in discussing your work.  Indicate those you know personally.

· Please indicate advertising suggestions, secular, religious or both in order of preference.

· Please identify book clubs that might be interested in the book as a selection.

· Are you willing to do public speaking and/or retreat leading for churches, conferences, and for organizations who hold conventions and gatherings? 

· Do you have a suggested fee? What is your usual honorarium at a church or library? Do you ever waive this in cases where books are sold?

· Additional comments or suggestions.
20. Throughout this concentrated time of writing marketing copy and of helping market the book by suggesting contacts, you will also be doing the final edits for the book. This is one of the most stressful times in the book-writing and book-publishing process because you are juggling so many different tasks.

21. You will at this point, depending on the publishing house and your editor, answer a flurry of e-mails about the book from the publishing house and the editor, and you will also proofread the galleys very carefully.

22. Among the requests that you will get from the marketing department of the publishing house will be that you answer “Author’s Questions” about the book. This document will then be distributed to radio stations and newspapers, to be used in your future interviews. Author’s Questions can be time-intensive, and you must set aside a significant amount of time to complete them. This document is an essentially thorough, in-depth collection of questions about your book, your motivations for writing it, the current news events that impact it, and other appropriate book-related inquiries. Author’s Questions require careful research and complete, cogent, well-written answers.

23. Next, you must pick several people to approach and ask if they will read the book before it is published and then write “blurbs” for the book jacket. It is your responsibility to see that they do follow through, too. This requires many phone calls and e-mails to your helpful blurb writers.
24. Not long after, you will be sent a copy of the book that is spiral-bound and is used as a marketing tool for select readers, including your blurb writers. It is usually filled with copy and format errors, but these are usually always fixed before the book goes to press.

25. You design an author’s tour with the help of the marketing manager at the Press.

26. You are sent the Spring or Winter catalog and see your book in it.

27. Not long after, you receive your book. You get a few free copies as its author.

28. Then you do newspaper and radio interviews, and you travel on an author’s tour, promoting your book. You will also do book-signings. At this point, it is important to get out there. You also help your publisher “create an Internet presence” for you. You definitely need a website, YouTube videos, and a Facebook presence. And remember whenever you are called for an interview, the reporter HAS A DEADLINE. You want the good publicity for your college, for your publisher, and for your work, so be efficient in working with the reporter, always remembering that every reporter always has a deadline, and sometimes that deadline is a day or even an hour away. 
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