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Process Sheet for soon-to-be authors!

Your book’s journey from email to printers:
Getting your book ready for print takes time and expertise. You’ve invested in it emotionally, now it’s
time to hand it over to the experts who can transform your Word document into a properly bound book!
Exciting. However, there are several steps that need to happen before you see your work of art delivered
in print…

1. Your book needs a proper copy edit. This is where my editor (Danielle) reads through your work, and
makes any adjustments that will help your words sing off the page. Danielle can offer you a test page of
what she does, so that you can be confident that your work is in good hands. Once you’ve given her the
thumbs up, she will then copy edit your manuscript. This can take up to three weeks, so bear that in
mind when doing your planning. 
2. Once it’s been copy edited it comes back to you, as usually there are questions or comments made
by Danielle that need answering. It is really important that you only use the new ‘edited’ document. We
suggest you create a new file on your computer, labelled ‘old versions’, and put all of the Word documents
in that folder. Then once you open the new, edited document from Danielle, you are then using the
correct version. Once you’ve gone through the comments and/or questions asked by Danielle, you then
save it and send it back to her, for the proofread. This is where Danielle will pick up any little mistakes,
such as with spellings, punctuation, or errors that were missed first time round. This process can take
up to 2 weeks.  
3. In the meantime, Alexa will be working on your layout design. You might have a font in mind, or a
design for the cover. Together with Alexa, you will go through these options, and she will send over some
test pages, so that she gets the right feel and look for your book. The cover will be created as well.  
4. Once the book is back from Danielle (the proofread), Alexa will then start layout. This generally takes
a week, so keep this in mind when planning any future marketing. 
4. Once Alexa has finished the typesetting (and she may have questions throughout this process), it will
then come to you, in PDF format, for you to read through in its entirety.  Your cover will then be finished
(if not already).
5. Do remember that we are only human, so there may be a few tweaks needed before we can send to
the printers. You have two rounds of amends alloted for your project (see your terms of service), so do
make sure you go through this read through carefully. Then once you are happy with everything, you sign
off on your PDF and your book is ready for print. 
6. Files get sent to the printer. Please see notes for which printer suits your needs. 
7. Your finished book gets sent to you – Wow, you’re now an author!

Checklist for what your book could include:
¨ Copyright page – Your name and contact details. Websites or email address.

¨ Dedication page – is this book being dedicated to anyone?

¨ Foreword/intro or both? – Are you having a Foreword written for your book? If so, do you need to
wait until the book is formatted before you get this, or do you have one now? This might delay 
printing, so take that into consideration. 
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¨ Main copy – in Word, Times New Roman (if poss) 12 point, with only minimal formatting – if you
have formatting preferences, then this can be discussed during point 3 of your journey, with 
Alexa, who will incorporate this into her typesetting. 

¨ Conclusion – any links or ads for further contact for your services or consulting?

¨ About the Author page – It’s always nice to have a page or two that is all about you – what got 
you motivated about the work you’re involved with now?

¨ Any specific images you need to include on your cover?
¨ Synopsis of your book for the back cover.
¨ Photo of yourself for the back cover.
¨ A paragraph for the back cover about you, the author. 

Copy edit and proofread – what’s the difference?
Copy editing* is when the editor makes improvements to sentence structure and copy flow, checks for
inconsistencies and repetition, and performs basic fact checking. Small rewrites will be carried out
when necessary, but any bigger changes will be marked for the author's attention/approval.

Proofreading* is when the editor checks for errors in punctuation, grammar and spelling.

Ideally the book requires both these steps, and that’s why it’s done at two different times. 

Your writing ability will determine the level of copy editing needed for your book. Danielle can provide
you with a test page, to show you a sample of the types of changes your book may need, but after this
test page, Danielle does not provide tracked changes. If there are any bits that don’t make sense, or
further clarification is needed, then these will be included in the document when it’s sent back to you
for the first round of queries/edits – see step 2 in ‘Your book’s journey’. 
Please make sure you have allowed enough time for both of these steps. They are super important to
your book’s development, and it’s highly recommended not to miss these. We will do everything we can
to priorities your work, but sometimes delays can happen. 

Keeping in contact:
We highly recommend that you keep in touch on a regular basis, and if you have any questions, then
don’t hesitate to contact Alexa. Sometimes you will need to talk or communicate with either Danielle or
Alexa, which is super important if either of them have any questions, or vice versa. It’s also really helpful
if you can respond to any emails within 24 hours. Our aim is to make this process as smooth as possible,
so if in doubt, please get in touch!

Our details are as follows:
Danielle: danielle.wrate@btinternet.com 
Tel number: 0208 6700 660
Alexa: alexa@thebookrefinery.com
Tel number: 01795 483825
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