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WRITING YOUR BOOK
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Outcomes-based textbooks
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Writing to design
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Know your competition
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Roots and tubers,
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New book on
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OUPSA’s “Notes to authors”
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Being a volume editor
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WORKING WITH YOUR EDITOR
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Book design and marketing
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THE PRODUCTION PROCESS
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PHASE ONE: COMMISSIONING
Step 1 Initial concept OR Receipt of unsolicited

MS
Step 2 Acknowledge-ment of

arrival
Step 3 MS information form Reader’s assessment

of MS
Step 4 Advice and MS

revision
Step 5 Costings

Step 6 Publication proposal
form (PPF)

ISBN allocation

Step 7 Commissioning
meeting/letter

Step 8 Contract drawn up and
sent to author

Permissions form sent
to author

Author’s Publicity
Form filled in

PHASE 2: WRITING
Step 9 Writing of MS

Step 10 Internal and field
assessment of MS

Step 11 Revisions to MS
PHASE 3: PRODUCTION
Week 1 Final MS in-house MS copying and

registration
Brief editor Production schedule

drawn up
Week 6 Final MS review

Week 14 Copy editing, editorial
mark-up

Prep. prelims and
endmatter

Artwork brief and list
of figures

Apply for permissions

Week 15 Edited MS and queries
to author

Design brief Pre-production
meeting

Finalize production
schedule

Week 16 Page design spec Design approval Design spec for
typesetter drafted

New Book
Announcement

Week 18 Editor inputs author’s
corrections

Editor marks-up MS
for design

Artwork commissioned

Week 22 Typesetting Finalize prelims and
endmatter

Artwork approved

Week 26 Proofread first page
proofs

Prelims and endmatter
designed

Editor compiles cover
copy

Week 28 Editor collates all
proofreading marks

Week 30 Typesetter corrects
first page proofs

Cover brief and blurb
to designer

Promotion plan

Week 32 Second page proofs
checked

Indexer identified Promotion meeting

Week 33 Typesetter corrects
second page proofs

Cover approval

Week 34 Third page proofs
checked

Indexing begins

Week 36 Typesetter corrects
third page proofs

Index typeset

Week 37 Final corrections

Week 38 Final pages checked

Week 39 Reproduction to film Price fixed

Week 40 Approval of dyelines Print order placed

Weeks 41–
44

Printing

Week 45 Published book arrives
at OUP!

Week 46 Gratis copies sent out Permissions payments
sent out

Costs and author’s
deductions checked

Reprint copy filed

Week 50 Reprint corrections
made to reprint copy
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Week 52 Project files archived

PUBLICITY
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AUTHOR’S PUBLICITY FORM
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