
• A • 
“About the Author” section, 65
administrative tasks, 12
Adobe eBook Reader format, 183
Adobe InDesign CS2, 123
advantages of self-publishing, 19–24
advertising consultant, 27
Advertising For Dummies (Dahl), 291
Amazon.com

overview, 204
promotional opportunities with, 208–209

American Booksellers Association (ABA),
218, 348

American Society of Journalists and
Authors, 52

Angel Falls (Dick), 138, 139
appearance while promoting book, 282–284
appendixes, 64
artwork

incorporating into page design, 119–121
offset printing, 157

The Associated Press Guide to Punctuation
(Basic Books), 47

The Associated Press Stylebook (Basic
Books), 47

attention from traditional book publishing
industry, difficulty in getting, 18

attention-grabbing titles, 133–134
audience

catering to your, 29
content for, choosing appropriate, 51–52
incorrectly targeting your, 341
for manuscript, 49–52
overview, 49
targeting readers, 50

audio books, 330–332
author

back cover, information and photo on, 143
editing by, 70–71
front cover, highlighting name and

credentials on, 137
information in press release, 258–259

author acknowledgments, 62
author appearances and book signings,

285–287
author bio

Barnes & Noble.com, submitting to,
205–206

body in, 262–263
heading in, 260, 262
overview, 64, 260
sample author bio, 261

• B • 
The Bachelor’s Guide To Life: Answers To

Common and Not-So-Common Questions
Every Single Guy Often Asks (Rich),
139–141, 145, 200, 256, 258

back cover
author information and photo, 143
barcode, 143–144
BISAC Audience Code, 144
BISAC Subject Code, 144
description of book, 142
elements of, 142–144
ISBN, 143–144
overall design, 145
overview, 141
page design, 113–114
price, 143–144
publisher imprint information, 144
quotes, 144
reviews, 144
white space, 145

Baker & Taylor, 214
barcode, 100–101, 143–144
Barnes & Noble.com

application for listing with, 205
bibliographic information, submitting,

205–206
cover image, submitting, 205–206
overview, 204–205
promotional opportunities with, 209
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Barnes & Noble Retail Bookstores,
distribution through, 224

Basic Books
The Associated Press Guide to

Punctuation, 47
The Associated Press Stylebook, 47

Bayan, Richard (Words That Sell, Revised
and Fully Updated Edition), 134

bibliographic information. See author bio
billboard and outdoor advertising, 297
binding types in offset printing, 155–156
BISAC Audience Code, 101, 144
BISAC Subject Code, 101, 144
Blogging For Dummies (Hill), 325
body language, 284–285
book clubs, 246
book displays, 310–311
Book Expo America, 222
Book Industry Study Group, 101
Book Marketing Update, 346
Book Sense, 218
book signings and author appearances,

285–287
book tours, 287
Booklist, 346
bookmarks, 306–307
books for writers, 345–346
book’s spine, information on, 146
BooksInPrint Professional Web site, 347
bookstore chains used for distribution

(traditional), 222–224
BookWire, 347–348
Borders Group, distribution through, 224
Bowker Bar Code Service, 100
Bowker’s Books In Print, 99–100, 101–102
breaks, 41
budget

costs of establishing a publishing
company, tracking and controlling,
89–93

for establishing a publishing company,
90–93

graphic designers, 128
hiring an editor, 74–75
local print shops, 187
media distribution of your press

materials, 272–273
paid advertising, 293, 299–300
press kit folder, 254

Print-On-Demand (POD), 165–166,
173–175

publicists, 289
publicity photo, 264–266

business administration, expert advice on,
93–94

business plan, developing, 84
Business Plans For Dummies (Tiffany &

Peterson), 84

• C • 
career, self-publishing as, 32–33
career-related goals, achieving, 22–23
cash payments, 232
Cataloging in Publication (CIP), 103
The Cell (King), 137
cellular phones, 44
chapter title pages, 119
charts, 61
Chase’s Calendar of Events, 110
chat rooms used to mention your

promotional Web site, 322
check payments, 232
The Chicago Manual of Style (University of

Chicago Press), 64, 345
clarity of titles, 132–133
color

front cover, 138
offset printing, 157
page design, 113

communicating your expectations to
printer, 193

competition in traditional book publishing
industry, 18

computer, 41–42
computer software, 87
concise listing with online bookseller,

importance of, 203
conferences, 221–222
consultant, working as a, 337–338
contact information in press release, 257
content

ability to publish any type of, 20
audience, choosing appropriate content

for, 51–52
control of your writing environment, 37–38
control over process, maintaining, 21
copyright page, 62
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copyrights
including copyright notice in your book,

104–105
manuscript, 67
overview, 104
registering your, 105

corporation, establishing a, 86
costs. See budget
cover coating, 155
cover design, implementing poor, 343
cover image, submitting, 205–206
cover price

demand, predicting, 107
discounted pricing, 108
mass-market audience, pricing for, 107
niche-oriented audience, pricing for, 107
overview, 106
perceived value, determining your

book’s, 108
publication costs, calculating, 106–107
sales tax reflected in, 110
setting, 106–110
shipping and handling reflected in, 110
total cost per book, determining, 109
wholesale pricing, 108

cover stock, 155
creativity and personality in work,

injecting, 29–30
creativity enhancing tools, 45–47
credibility as benefit of establishing a

publishing company, 82
credit-card companies, advice from, 93
criteria for self-publishing, 18–19
customized message in your press

materials, 251–253

• D• 
Dahl, Gary (Advertising For Dummies), 291
Dames, Jamise L. (Momma’s Baby Daddy’s

Maybe), 136, 316
DBA (doing business as), registering

company name as a, 83
deadline worries, 40–41
description of book on back cover, 142
design of book

back cover, 145
front cover, 139–141
overview, 12

desktop publishing software, 121–124
detail, lack of attention to, 342
Dick, Oliver (Angel Falls), 138, 139
dictionary, 47
digital recorders, 45
direct mail used for distribution, 220–221
direct sales

to international market, 244–245
royalties, 175

disadvantages of self-publishing, 24–28
discounted pricing, 108
distractions

breaks, 41
deadline worries, 40–41
e-mail, 39
IM (instant messaging), 39
Internet surfing, 39
minimizing, 38–41
noise, 39–40
overview, 38
telephone calls, incoming, 40
time management, 40–41
unavailable resources, 39
uncomfortable work environment, 38
visitors, 40
workspace layout, impractical, 38–39

distribution
bookstore chains, 222–224
challenges of, 212–213
conferences, 221–222
direct mail, 220–221
of eBooks, 184–186
independent booksellers, 216–219
lack of comprehensive, 343
marketing plan for increasing, 26–27
mass-market retailers, 13, 222–224
online booksellers, 13
overview, 13–14
special interest groups, 221–222
specialty retailers, 219–220
trade associations, 221–222
wholesalers and distributors, 213–216

documenting sources in manuscript, 67
drafts, reviewing, 51
Drake, Susan M. (Freelancing For

Dummies), 338
DVDs, 331, 332–333
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• E • 
eating breaks, 41
eBook publishing

Adobe eBook Reader format, 183
advantages of, 181
disadvantages of, 181–182
distribution, 184–186
formatting eBooks, 182–184
free downloads, distribution as, 186
Killer Mini Site, 186
Microsoft Reader eBook format, 183
online eBooksellers, selling through, 185
overview, 13, 179–180
Palm eBook Reader format, 183–184
pricing eBooks, 184
reading eBooks, 180
Web site marketing, 185–186

eCommerce Web site for order taking and
fulfillment, 230

editing
by author, 70–71
hiring an editor, 73–78
lack of attention to, 342
logical sequence, making sure all

information is provided in a, 72
overview, 11–12, 69–70
responsibilities of editor, 71–73
symbols, 73
terms, 73
Track Changes feature, 73

editor
hiring, 73–78
overview, 27
responsibilities of, 71–73

eFax, 43
Elance, 52, 75, 348
electronic press kit (EPK), 268
elements in book, 62–65
e-mail, 39
environment for writing, 35–41
establishing a publishing company

advantages of, 81–82
budget, formulating, 90–93
business administration, expert advice

on, 93–94
business plan, developing, 84
corporation, 86

costs, tracking and controlling, 89–93
credibility as benefit of, 82
credit-card companies, advice from, 93
DBA (doing business as), registering

company name as a, 83
expenses, listing your, 89–90
financing, 85
image, 83
Limited Liability Corporation (LLC), 86
loans, obtaining, 82
location, 82
logo, creating a, 83–84
name for company, 83
office, organizing your, 86–89
overview, 81–82
partnership, 85–86
professional trade associations, advice

from, 94
S corporation, 86
Service Corps of Retired Executives

(SCORE), advice from, 94
sole proprietorship, 85
steps for, 82–89
tax deductions, 82
trademark for company name and logo,

obtaining, 84
Web site domain name, registering your

name as, 83
excerpts from your book as promotional

materials, 310

• F • 
failure, reasons for, 33
fair use, 66–67
fax capability, 43
fiction book, 53, 63
final review of printed copies, 196
financial investment in spin-off

products/services, 328
financing a publishing company, 85
first serial rights, 246
font

page design, 113, 114–116
sans serif font, 116
serif font, 116
title, 135–137

foreword, 63, 66
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formatting
eBooks, 182–184
outlines, 54–58
page design, 116–119

forums used to mention your promotional
Web site, 322

free downloads, distribution of eBooks as,
186

freelance professionals, 27–28, 33
Freelance Work Exchange, 75
freelancing, 337–338
Freelancing For Dummies (Drake), 338
front cover

author’s name and credentials,
highlighting, 137

colors for, choosing, 138
design, implementing poor, 343
font for title, 135–137
graphic designer, working with, 146–148
images, using attractive, 137–138
overall design, 139–141
overview, 134–135
text on, showcasing, 135–137

front matter, 113
fulfillment. See order taking and fulfillment
full-time job, self-publishing as, 32–33
furniture for writing environment, 38

• G • 
galleys, reviewing, 75
geography and audience, media

categorized by, 252
ghostwriter, 27, 52
glossary, 64
graphic design, 12
graphic designers

cost of hiring, 128
described, 27
evaluating work of, 127
finding, 126–128
front cover work done with a, 146–148
hiring, 125–129
layout preferences, supplying your,

128–129
overview, 125–126

graphic elements, 60–62
graphic icons, 61
graphics, 61

graphs, 61
Gropen Associates, Inc., 107
group of country identifier, 96
Guidelines for the Implementation of 13-Digit

ISBNs (The International ISBN Agency),
97

Guru.com, 348

• H • 
hard work, willingness for, 28
hardcover books, offset printing for,

154–155
Help Publish, 112
Herman, Jeff (literary agent), 243
Hiam, Alexander (Marketing For Dummies),

328
hidden costs in Print-On-Demand (POD),

174
Hill, Brad (Blogging For Dummies), 325
hiring. See also hiring an editor

an advertising agency, 301
graphic designers, 125–129
offset printers, 158–162
professional proofreaders, 195

hiring an editor
cost of, 74–75
editing, 73–78
finding experienced editors, 75–76
galleys, reviewing, 75
overview, 73
technical editors, 76, 78
timeframe for editing, 73–74
when to hire an editor, 73–74

• I • 
illustrator, 27
IM (instant messaging), 39
image when establishing a publishing

company, 83
images for front cover, 137–138
inaccurate information, using, 342
independent booksellers

American Booksellers Association
(ABA), 218

Book Sense, 218
contacting, 218–219
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independent booksellers (continued)
distribution (traditional), 216–219
Independent Publishers Group (IPG), 219
overview, 216
PMA (Independent Book Publishers

Association), 94, 213, 219, 349
sell sheet, creating, 216–217

index, 64–65
industry-standard credit terms, 212
information about book and author,

providing, 170–171
Ingram Book Company, 214
inserts, 158
insurance, obtaining adequate, 89
international market, 244–245
International Standard Book Number.

See ISBN
Internet access, 42–43
Internet surfing, 39
interviews

answers, practicing your, 278–279
media training for, 282
mistakes in, avoiding common, 280–281
overview, 276–277
permissions, 66
PR message, focusing on your, 279–280
preparation for, 277
research, 60
sample interview questions, 277–278
sound bites, developing, 278
title of book, mentioning, 280

introduction, 63
inventory, managing your, 227
IPG (Independent Publishers Group), 219
ISBN

back cover, 143–144
check digit, 96
group of country identifier, 96
overview, 96–97
prefix, new, 96
processing fees, 98–99
publisher identifier, 96
registering for, 97–100
13-digit format, 97
title identifier, 96

ISBN-13 For Dummies (Wiley), 97
iUniverse, 176–177

• J • 
Jeff Herman Agency, 243

• K • 
keyword marketing, 321
Killer Mini Site, 186
King, Stephen (The Cell), 137
knowledge about subject, 33
Kranz, Jonathan (Writing Copy For

Dummies), 221, 304

• L • 
laser printer, 43
layout

preferences, supplying your graphic
designers with, 128–129

Print-On-Demand (POD), 167
lead times and media distribution of your

press materials, 273–274, 293–294
lecturing at colleges and universities,

335–336
length of titles, 132–133
Library of Congress Control Number

(LCCN), 103–104
Library of Congress Copyright Office, 105
licensing arrangement with foreign

publishers, 244
Limited Liability Corporation (LLC), 86
listing with online bookseller

concise listing, importance of, 203
creating, 200–203
elements to include in, 200–202
overview, 200
types of readers and Web surfers, listing

that appeals to many, 202
literary agent, 24, 239
loans, obtaining, 82
local print shops

cost of, 187
overview, 186
professional look, maintaining, 187–188
when to use, 186–187

location for establishing a publishing
company, 82
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logical sequence, making sure all
information is provided in a, 72

logo, 83–84
long titles, 147

• M • 
mail orders, 228–229
major publishers

contacting, 238–241
deals with, 241–242
overview, 237–238
proposals for, creating, 240–241
rejection by, 242, 244
researching potential publishers, 239–240
using literary agent to contact, 239

manuscript
audience for, 49–52
computers not used in creation of, 43
copyright issues, 67
creating a, 11
documenting sources in, 67
elements in book, 62–65
outline created for, 52–58
permissions, 65–67
plagiarism issues, 67
research for, 58–60
visual interest, 60–62

Manuscript Editing, 75
margins, 116–117
marketing

campaign, improper planning of, 344
described, 15
failure due to poor, 33
plan for increasing distribution, 26–27

marketing consultant, 27
Marketing For Dummies (Hiam), 328
mass-market audience, pricing for, 107
mass-market retailers, 222–224
media directories, 270–272
media distribution of your press materials

cost of, 272–273
lead times, 273–274, 293–294
media directories, using, 270–272
overview, 268–269
targeted press list, 269–270

media kits, 299
media training for interviews, 282

merchant account for credit card
payments, opening, 230–231

message boards used to mention your
promotional Web site, 322

methods for research, 59
Microsoft Publisher 2003, 122
Microsoft Reader eBook format, 183
mistakes to avoid (common)

audience, incorrectly targeting your, 341
cover design, implementing poor, 343
detail, lack of attention to, 342
distribution, a lack of comprehensive, 343
editing, lack of attention to, 342
in interviews, 280–281
inaccurate information, using, 342
marketing campaign, improper planning

of, 344
money, inefficient use of, 342
online distribution, wasting potential of,

343–344
organization, lack of, 342
printing method, choosing the wrong, 343
publicity, improper planning of, 344
resources, inefficient use of, 342
timing, not paying attention to

importance of, 344
title, using a poor, 343
writing, poor, 342

Momma’s Baby Daddy’s Maybe (Dames),
136, 316

money, inefficient use of, 342
Morris, Tee (Podcasting For Dummies), 325
movie theater advertising, 297–298

• N • 
name for company you are establishing, 83
newspaper column, writing a, 337
niche-oriented audience, pricing for, 107
noise, 39–40
nonfiction book, 53, 63
notebooks, 45

• O • 
office equipment

cellular phones, 44
computer, 41–42
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office equipment (continued)
fax capability, 43
Internet access, 42–43
overview, 41
printer, 43
telephone service, 44
Voice-Over-IP, 44

office organization
computer software, 87
insurance, obtaining adequate, 89
overview, 86–87
publishing trade magazines, subscribing

to, 88–89
shipping companies, setting up accounts

with, 88
supplies, 87–88

offset printers
choosing, 158–159
customer service, 159
hiring, 158–162
pricing considerations, 160–162
quotes from, reviewing, 161–162
working with, 162

offset printing
advantages of, 152
artwork, 157
binding types, 155–156
color used in interior design, 157
cover coating, 155
cover stock, 155
disadvantages of, 152
features of book, choosing, 153–158
finding offset printers, 152–153
hardcover books, 154–155
hiring offset printer, 158–162
inserts, 158
overview, 151–152
paper weight, 156–157
paperback (softcover) books, 154–155
trim size, 154

online advertising, 297
online booksellers

Amazon.com, 204
asking others to post reviews on, 207–208
Barnes & Noble.com, 204–206
described, 13
listing, creating an effective, 200–203
resources from, 208–209

reviewer, becoming a, 208
reviews, generating excellent, 207–208
submitting your listing to, 203–207

online chat, hosting, 326
online distribution, wasting potential of,

343–344
online eBooksellers, selling eBooks

through, 185
online resources, 347–348
order taking and fulfillment

with eCommerce Web site, 230
mail orders, 228–229
options for, 228–230
overview, 225–228
paperwork for, 233–234
payments, accepting, 230–232
in person, taking orders, 228
toll-free phone numbers, 229

organization of book, 342
organizational skills, 30-31
outlines

details in, 55–58
fiction books, 53
formatting, 54–58
importance of, 53
nonfiction books, 53
overview, 52–53
polishing, 58
topics, ordering, 54

• P • 
package, submitting, 215–216
page conversion, 124–125
page design

artwork, incorporating, 119–121
back matter, 113–114
for body of book, 114–121
chapter title pages, 119
color, 113
content, 113
fonts, 113, 114–116
formatting, 116–119
front matter, 113
margins, 116–117
overview, 112
page numbers, 118
running head, 117
target audience considerations, 112–114
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trim size, 113
word processor, setting your type in a, 112

page numbers, 118
paid advertising

advantages of, 292
billboard and outdoor advertising, 297
cost of, 293, 299–300
creating your ad, 301–305
disadvantages of, 292–294
electronic media, 296–297
hiring an advertising agency, 301
long lead time of media outlets, 293–294
media kits, 299
movie theater advertising, 297–298
online advertising, 297
overview, 14, 292
planning a successful ad campaign,

300–306
potential readers matched to specific

media outlets, 298
print media, 295–296
questions about book answered in

advertisement, 302–303
reviewing your advertisement, 305
target audience, reaching your, 294–300
text and graphics, combining, 303–304
timing of your campaign, 305
tracking results of your advertisements,

305–306
urgency, generating a sense of, 302–303

Palm eBook Reader format, 183–184
paperback (softcover) books, offset

printing, 154–155
paperwork for order taking and fulfillment,

233–234
partnership as option for establishing a

publishing company, 85–86
payments

accepting, 230–232
with cash, 232
with checks, 232
merchant account for credit card

payments, opening, 230–231
overview, 230

PayPal, payments with, 232
PCIP (Publisher’s Cataloging in

Publication), 103
PDF files, 124–125
pens, 45

perceived value, determining your
book’s, 108

permissions
fair use, 66–67
foreword, 66
interviews, 66
manuscript, 65–67
overview, 65
photographs, 66

personal digital assistant (PDA), 47
personal planner, 47
Peterson, Steven D. (Business Plans For

Dummies), 84
photographer, 27
photographs

overview, 61–62
permissions, 66
stockphoto libraries, 61

physical comfort, 37–38
pitch letter, 266–267
plagiarism issues, 67
PMA (Independent Book Publishers

Association), 94, 213, 219, 349
POD. See Print-On-Demand (POD)
podcast, producing a, 325
Podcasting For Dummies (Morris & Terra), 325
postcards, 307–310
PostScript PRN files, 125
potential readers matched to specific

media outlets, 298
PR message focused on during your

interviews, 279–280
preface, 63
prefix for ISBN, new, 96
preparation for interviews, 277
press materials

author bio, 260–263
customized message in your, 251–253
electronic media, 252–253
electronic press kit (EPK), 268
elements in press kit, 251
geography and audience, media

categorized by, 252
media, distributing your press materials

to the, 268–274
overview, 250
pitch letter, 266–267
press kit folder, 253–254
press kit, need for, 250–251
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press materials (continued)
press release, 254–260
print media, 252
publicity photo, 263–266

press release
author information in, 258–259
body in, 258
contact information in, 257
dateline in, 257
ending in, 259
headline in, 255
lead paragraph in, 258
overview, 254–255
release date in, 257
sample press release, 256
tips for, 259–260

price listed on back cover, 143–144
print media

paid advertising, 295–296
press kit customized for, 252

print publications, 346–347
printing

communicating your expectations to
printer, 193

eBooks, 13
final review of printed copies, 196
method, choosing the wrong, 343
overview, 13, 190–191
proofing stage, 193–195
questions for printer, 191–192
terminology, 192
traditional printing, 13

Print-On-Demand (POD)
advantages of, 164–166
companies to use for, 176–178
cost of, 165–166
design, 167
disadvantages of, 166–167
ease of, 165
financial considerations, 173–175
finding POD publisher, 171–175
hidden costs, 174
information about book and author,

providing, 170–171
iUniverse, 176–177
layout, 167
materials for layout and cover design,

providing, 169–170
overview, 13, 164

pricing your book, 174
process for, 167–171
researching companies, 171–173
returns, rejection of, 166
royalties, calculating, 174–175
speed of, 166
standard credit, lack of, 166–167
traditional offset printing compared, 164
Trafford, 177
versatility of, 166
Wheatmark, 178

processing fees, 98–99
productivity, 37–38
promoting an event, 286
promotion, failure due to poor, 33
promotional materials

book displays, 310–311
bookmarks, 306–307
excerpts from your book as, 310
overview, 306
postcards, 307–310

promotional opportunities
with Amazon.com, 208–209
with Barnes & Noble.com, 209

promotional Web site
address, choosing easy-to-remember, 319
affiliate marketing, using, 321–322
author’s blog, creating an, 323–325
chat rooms used to mention your, 322
creating, 317–318
displaying name of site in all promotional

and marketing materials, 320
domain name, registering, 319
electronic newsletters, including, 323
elements of, 315–317
forums used to mention your, 322
keyword marketing, using, 321
message boards used to mention your,

322
online chat, hosting, 326
opt-in mailing list, including, 323
overview, 314
podcast, producing a, 325
professional Web site designer used to

create, 318
search engines, registering with, 320
traffic, increasing, 319–322
turnkey solution used to create, 317
Web directories, registering with, 320
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writing reviews of other people’s books
where you mention your, 322

proofing stage
checklist for, 193–195
hiring professional proofreaders, 195
overview, 193

proposals for major publishers, creating,
240–241

public relations
appearance, 282–284
author appearances and book signings,

285–287
body language, 284–285
book reviews, generating, 285
interviews, 276–282
overview, 275–276
publicists, 287–289

public relations consultant, 27
public speaking opportunities

lecturing at colleges and universities,
335–336

overview, 333
seminars, hosting your own, 335
speaker’s bureau, working with a, 336
teaching through adult education

programs, 334–335
tips for, 334
trade shows and conferences, speaking

at, 336
publication costs, calculating, 106–107
publication date, selecting your, 110
publicists

cost of, 289
duties of, 288
finding, 288–289
overview, 287–288

publicity
described, 14
improper planning of, 344
press materials, 250–253

publicity photo
cost of, 264–266
overview, 263–264
size of, 265
tips for, 264

publisher identifier, 96
publisher imprint information on back

cover, 144

Publisher’s Cataloging in Publication
(PCIP), 103

Publisher’s Weekly, 75
publishing company, establishing. See

establishing a publishing company
publishing trade magazines, subscribing

to, 88–89

• Q • 
QuarkXPress, 123
quotes on back cover, 144

• R • 
radio program, hosting, 337
rates for shipping, 234–235
reading eBooks, 180
reasons for self-publishing, 17–19
reference books, 47, 345–346
reference materials and resources, master

list of, 59
registering for ISBN, 97–100
registering your copyrights, 105
rejection by major publishers, 242, 244
release date, 110, 257
repackaging your content in creative ways,

329–333
research for manuscript

interviews, 60
materials, 46–47
methods for, 59
overview, 58–60
reference materials and resources,

master list of, 59
tips for, 59

researching potential publishers, 239–240
resources

American Booksellers Association (ABA),
348

Book Marketing Update, 346
Booklist, 346
books for writers, 345–346
BooksInPrint Professional Web site, 347
BookWire, 347–348
Chicago Manual of Style, 345
Elance, 348
Guru.com, 348
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resources (continued)
Independent Book Publishers Association

(PMA), 94, 213, 219, 349
inefficient use of, 342
from online booksellers, 208–209
online resources, 347–348
print publications, 346–347
professional associations, 348–349
reference books, 345–346

responsibilities of editor, 71–73
retail booksellers, 175
retail distribution, 13
returns

Print-On-Demand (POD) rejection of, 166
traditional distribution accepting, 212

reviewer, becoming a, 208
reviewing

drafts, 51
your advertisement, 305

reviews
on back cover, 144
generating, 285
generating excellent, 207–208

Rich, Jason R. (The Bachelor’s Guide To
Life: Answers To Common and Not-So-
Common Questions Every Single Guy
Often Asks), 139–141, 145, 200, 256, 
258, 261

royalties
with author sales, 175
calculating, 174–175
with direct sales, 175
earning more, 23–24
with retail booksellers, 175

running head, 117

• S • 
S corporation, 86
sales representative, 27
sales tax reflected in cover price, 110
sales team used in traditional distribution,

212
sales tool, title of book as, 133
samples

author bio, 261
interview questions, 277–278
pitch letter, 267
press release, 256

sans serif font, 116
schedule, ability to set your own, 18
search engines, registering your

promotional Web site with, 320
second serial rights, 246
self-motivation, 31–32
self-publishing

administrative tasks, 12
design of book, 12
distribution methods, 13–14
editing your work, 11–12
manuscript, creating a, 11
marketing, 15
overview, 10
paid advertising, 14
printing options, 13
publicity, 14
timeline of task for, 15–16
tools for, 10–11

sell sheet, creating, 216–217
seminars, hosting your own, 335
serial rights, 245–246
serif font, 116
Service Corps of Retired Executives

(SCORE), advice from, 94
shipping

accounts setup with shipping 
companies, 88

cover price, reflected in, 110
major shipping companies, 235
process, 225–226
rates, 234–235
setting up your shipping department,

235–236
with United States Postal Service (USPS),

234–235
sidebars, 60
single title, 212
skills needed for self-published authors,

28–32
Small Publishers, Artists, and Writers

Network (SPAWN), 94
Small Publishers Association of North

America (SPAN), 94
sole proprietorship, 85
sound bites for interviews, developing, 278
speaker’s bureau, working with a, 336
special interest groups and distribution

(traditional), 221–222
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specialty retailers, 219–220
speed of Print-On-Demand (POD), 166
spin-off products/services

audio books, 330–332
choosing, 329
consultant, working as a, 337–338
DVDs, 331, 332–333
financial investment in, 328
freelancing, 337–338
multimedia applications, 331, 333
newspaper column, writing a, 337
overview, 328–329
public speaking opportunities, 333–336
radio program, hosting, 337
repackaging your content in creative

ways, 329–333
time investment in, 328
videos, 331, 332–333

standard credit, lack of, 166–167
stock photo libraries, 61
storing your books safely, 226–227
street date, 110
stretching breaks, 41
submitting your listing to online

booksellers, 203–207
subsidiary rights, 245–246
subtitles, 147
supplies needed for office organization,

87–88
symbols used in editing, 73

• T • 
table of contents, 62–63
tape recorders, 45
target audience

advertising to your, 294–300
page design, 112–114

targeted press list, 269–270
targeting readers, 50
tax deductions when establishing a

publishing company, 82
teaching through adult education

programs, 334–335
technical editors, 76, 78
telephone calls, incoming, 40
telephone service, 44
templates, 123–124
terminology for printing process, 192

terms used in editing, 73
Terra, Evo (Podcasting For Dummies), 325
text and graphics in paid advertising,

combining, 303–304
text on front cover, showcasing, 135–137
thesaurus, 47
13-digit format for ISBN, 97
Tiffany, Paul (Business Plans For

Dummies), 84
time commitment

overview, 24–25
spin-off products/services, 328

time management, 40–41
timeframe

for bringing book to print, 21–22
for editing, 73–74
of tasks for self-publishing, 15–16

timing, not paying attention to importance
of, 344

timing of your advertising campaign, 305
title identifier in ISBN, 96
titles

attention-grabbing titles, 133–134
clarity of, 132–133
interviews, mentioning title of book

during, 280
length of, 132–133
long titles, 147
overview, 132
as sales tool, 133
subtitles, 147
using a poor, 343

toll-free phone numbers used for order
taking and fulfillment, 229

tools for self-publishing, 10–11
topics in outlines, ordering, 54
total cost per book, determining, 109
Track Changes feature, 73
tracking results of your advertisements,

305–306
trade associations, 221–222
trade shows and conferences, speaking at,

336
trademark for company name and logo,

obtaining, 84
traditional book publishing industry

attention from, difficulty in getting, 18
competition in, 18
Print-On-Demand (POD) compared, 164
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traditional printing, 13
traffic to promotional Web site, increasing,

319–322
trim size

offset printing, 154
page design, 113

turnkey solution used to create
promotional Web site, 317

• U • 
unavailable resources, 39
uncomfortable work environment, 38
United States Postal Service (USPS), 234–235

• V • 
videos, 331, 332–333
visitors while working, 40
visual interest added to manuscript, 60–62

• W • 
Wal-Mart, distribution through, 223–224
warehousing

inventory, managing your, 227
overview, 225–226
storing your books safely, 226–227

Web directories, registering your
promotional Web site with, 320

Web site designer, 27
Web site domain name, registering your

name as, 83
Web site marketing for eBooks, 185–186
Wenger, Susan (Wheatmark), 147
white space on back cover, 145
wholesale pricing, 108
wholesalers and distributors

Baker & Taylor, 214
distribution (traditional), 213–216
Ingram Book Company, 214
list of, 215
overview, 213
package, submitting, 215–216
PMA (Independent Book Publishers

Association), 213
wire binding, 156
wire-O binding, 156
word processor, setting your type in a, 112
Words That Sell, Revised and Fully Updated

Edition (Bayan), 134
work environment, 38–41
workspace layout, impractical, 38–39
The Writer Magazine, 75
writer’s block, 33
Writer’s Digest, 75
writer’s toolbox, 41–47
Writing Copy For Dummies (Kranz), 221, 304
writing, poor, 342
writing environment, 35–41
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