
The Public Press is pioneering a new, technology-based way
of publishing books – for more about our reasoning, see the mis-
sion statement and Frequently Asked Questions elsewhere on this
website. The purpose is to remove as much as possible the over-
head of conventional book publishing, utilize the writing tools in
the hands of most authors, and simplify the path by which a manu-
script becomes a book and gets into the hands of eager readers. The
more thought you put into the completeness, persuasiveness, and
thoughtfulness of your manuscript, the better we will be able to turn
it into a book that presents your ideas and vision to a waiting pub-
lic. We deeply appreciate your interest in sharing this adventure,
and your book, with us.
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Submission Standards & Guidelines



Publishing your manuscript through The Public Press is a
cooperative venture, involving you, the author, your proof-readers
and domestic critics, and the staff at The Public Press. These page
provide you with standards and guidelines for making this venture
as rewarding and efficient as possible.

Please understand, The Public Press is not like other publish-
ers, and the version of your book that we will produce can best be
understood as something between (and in some ways better than)
your manuscript and a conventional printed book. Many of the
amenities and typographic frills and fripperies of a conventionally
published book will be absent. Some of the "hyper-book" qualities
will be present, and imagery in the online version of your book –
your eBook – will be in color for free. Our "book design" process is
deliberately kept simple and as invisible as possible, because we
want the part you provide to stand on its own. One major benefit of
this process is that your book will be placed in the hands of many
more readers more cost effectively than is possible using conven-
tional means.

We ask you to abide by a few simple Standards and Guidelines
when preparing a manuscript for publication by The Public Press.
As you will see, the Standards are requirements, and non-nego-
tiable, while the Guidelines are concerned with matters that we
have found to be wise for our audience and process.

Standards

1. Submit your manuscript as a single document prepared with a
recent version of WordPerfect or Word.

2. Avoid formatting. We want text, only text, nothing but text. 
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ers!) and back matter (index, resource list, bibliography, end
notes, colophon, afterword, listing of other books by the author)
– note that none of these are mandatory, but help make your
book appear as a finished, marketable product.

6. Keep your manuscript free of formatting. As you write and edit
your work, you should be looking at a simple typescript, unde-
filed by the adornments of fancy typography. See the sidebar
beside Standard #2 for allowable enhancements.

Standards
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Besides the regular characters on
your keyboard, admissible

typographic elaborations are the
following, and only the following:

italics, bold, superscript,
subscript, emm-dashes, "smart

quotes" and inverted commas. Do
not center, right justify, justify,
or indent. Do not use multiple

fonts or non-standard characters,
drop caps, dingbats.

We understand the urge to "desk-
top publish" and lament the way

it changes the focus from good
writing to good appearance.

Resist this urge, or, if you must,
maintain a second version of

your manuscript that you can
prettify to your heart's content. 

If you format your
manuscript, we will probably

send it back and ask you to
remove the formatting. It is

much harder to remove
formatting than it is to resist

using it from the beginning.

3. No formatting! We mention
this again because, in our
experience, this is a difficult
standard to comply with. If
your manuscript already has
formatting in it, make a new,
format-free copy, and desig-
nate it as your official manu-
script.

4. Send us finished copy. We
will set your book only
once, and if it contains
typos, errors, misspellings,
glitches, or other defects,
they will most likely persist
into the finished book.
Every finished book has
mistakes in it, but it is your
job (and your proofreaders')
to reduce these to a mini-
mum before sending us the
manuscript.

5. Provide complete front mat-
ter (title page, foreword,
preface, table of contents,
list of illustrations, and dedi-
cation – don't forget to
acknowledge your domestic
editing team and proofread-



7. Communicate clearly with our book designers by adopting, and
sticking to, a consistent format for chapter headings, section
headings, and other elaborations. We suggest including com-
ments, call-outs and captions for graphics provided separately,
and formatting requests within double square brackets 

[[ like this ]]
against the left margin on a line of their own preceding the
copy.

8. Do not embed graphics in your manuscript. Provide them as
.TIF (compressed) or .EPS files sent separately, making sure
that they are named logically and their intended location in
your document are clearly noted as suggested in the foregoing
Standard. Use color if possible (for your ebook version) but be
sure that graphics will read well in grey scale when printed.

9. Did we mention, NO FORMATTING! This is very important,
and thank you in advance.

10. Send your manuscript file and associated files via email to
design@thePublicPress.com If your book contains abundant
graphics, we suggest that you prepare it as a CD, make two
copies, and send one of those copies to

The Public Press Design Team
c/o Caspar Institute
box 88
Caspar, California 95420

Guidelines for Authors:
"House Style"

Almost anyone who can read can also write ...but being able to
write is not the same as being an author. At The Public Press, we
hold books in high regard, and ask that our authors work at a high
level of literacy. We ask, but do not require: If we deem your work
to be compelling or important, we will ignore non-standard spelling
and punctuation and other variations from "proper" writing. We do
suggest that these variations may reflect poorly on you, the author,

Standards
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and may undercut the respect with which you hope your work will
be greeted.

Any good dictionary is acceptable for resolving spelling ques-
tions. We use the Oxford English Dictionary, Webster's New
Universal Unabridged, and American Heritage.

For questions of editing style we consult the current edition of
The Chicago Manual of Style (The University of Chicago Press;
page references given herein are for the 14th edition), with a few
well-considered exceptions. We suggest that you consult this book.

Below you will find an alphabetic listing of house style prefer-
ences, followed by a section on writing numbers. As The Chicago
Manual of Style explains, the term "style" means both "rules regard-
ing the mechanics of written communication" (p.65) and the unique
qualities of literary expression. We are concerned on your behalf
with style in both senses, but these guidelines are mostly intended
to assist you in resolving issues of mechanics.

Style Points

abbreviations and acronyms should be spelled out or defined the
first time each appears in each chapter. Example: NRDC
(Natural Resources Defense Council). Do not use i.e. or e.g. in
the main text; these abbreviations may be used parenthetically
(i.e., as you see here). Replace these terms with "for instance"
or "for example." Spell out state names except in bibliography
or resource address lists. Never use zipcode abbreviations for
state names.

ambiguous pronouns: Avoid using the words "it" or "this" as the
primary pronoun in a sentence, since they are almost always
ambiguous. For similar reasons, avoid the words "thing" and
"stuff."

In our experience, the presence of the word "it" points out a
weakness in the writing that would reward careful rethinking
and rewriting for power and clarity.
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art: also called "graphics" or "graphical elements." If illustrations,
photographs, or figures ("art") are to be part of your book,
please do not leave specific spaces for them in your text, since
the designer requires flexibility in placing these elements.
Indicate approximately where art belongs in your manuscript
with a "Call-out" (which see).

Your manuscript cannot be turned into a book until all art is
received by the designers. If a reference to a non-existent
graphic is found in your manuscript, it will be deleted.

If you create your own figures or tables on the computer,
include these as separate files. We require that your graphical
elements are provided to us in .EPS or .TIF (LZW compression
okay) at a minimum of 150 dpi at the size you contemplate for
their inclusion. It is better to provide graphics that are too large.
We encourage you to use color (preferably 24-bit RGB or 32-
bit CMYK) to brighten your ebook, but consider what colored
charts and diagrams will look like when rendered in grey scale
in the printed product.

block quotations: Also called extracts. See quotations.

call-outs: Communicate with the book designer as suggested in the
Standards by enclosing an instruction, question, or comment in
doubled brackets at the appropriate point in the text, placed
against the left margin on a line by itself, thusly:

[[ insert chart  2.2 here; caption: This illustrates the placement of a
chart in this manuscript]]

Be sure these indications are noticeable and distinct from
note references, lest they show up in the finished product.

Utilize call-outs to identify the location, and provide the
captions, for graphical elements, to indicate the level of a sub-
heading, to request a special treatment of a following section
(for example, a distinct font or long quotation – see
Quotations).

capitals: Use capitals for the beginning of sentences and for initial
letters in titles, headings, names, etc. Never type any text in all
capitals, unless it is an acronym. Please avoid typing headings
or subheadings in all caps, since these will not be corrected and
will appear as "SHOUTING" in your book.

Style Points  art –
capitals
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colloquialisms: Avoid phrases that are too colloquial to immediate-
ly make sense in print, such as the word "gotten." Unless using
these terms to develop character, avoid trendy lingo such as
"downside" where "drawback" or "disadvantage" might be bet-
ter.

colon: Use a capital letter following a colon when what follows is a
"self-contained" entity, such as a motto or paraphrased quota-
tion (even if not in quotation marks). 

commas: House style is to use the serial comma, the comma that
comes just before "or" or "and" in a list of three or more peo-
ple, things, places, or qualities, as demonstrated in this sen-
tence. These examples demonstrate the ambiguity that the serial
comma prevents:

Anna, May and Walter are here. [Might be read as telling Anna
that May and Walter are here.]

Anna, May, and Walter are here. [Can only mean that three per-
sons are here.]

The green trees, the sight of the hills and fresh raw meat had
quickly revived the beast. [last phrase can be misread as the object
of the preposition "of."]

The green trees, the sight of the hills, and fresh raw meat had
quickly revived the beast. [Comma prevents misreading as "the sight
of raw meat."]

We also favor commas between elements of a compound sen-
tence and no commas between compound predicates:

We enjoy politics even after all these years, and we recommend a
political career to you.

But,
We enjoy politics even after all these years and recommend a

political career to you.
We prefer a "closed" style for introductory adverbial phrases:

Since 1972, PV module costs have decreased one-hundredfold.

consistency: In publishing, not just the bugaboo of small minds.
Your own spellings, usages, and idiomatic expressions ought to
be consistently rendered throughout the manuscript. For
instance, if you refer to an individual by a nickname early on,
continue to use that name (Bill Clinton would not become
William Clinton later). See also style sheets in this Glossary.

Style Points  capitals – consistency
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contractions: Consider three issues regarding the use of contrac-
tions: avoid ambiguity; maintain consistency; and be eupho-
nious. Spell out "is," to avoid ambiguities with possessives,
such as "when the wind's good." Likewise, "we'd" might be a
contraction of either "we had" or "we would." Within particular
passages, maintain consistency by generally using or eschewing
contractions, depending on the casualness of the prose. Listen
to contractions such as "I'd," "you'll," and "there's" to hear
whether they create confusion or just sound ugly.

cross-references: Spell Out all words in cross references to other
chapters or to illustrations by figure number, whether these are
in parentheses or not. See also art. Examples: 

(see chapter 4) [If in the middle of a sentence]
as described in chapter 4 [If your reference is within a sentence]
(see the chapter The Depot) or (see The Depot) [If your chapters
have no numbers]
(see figure 6-9) [to refer to a photograph or illustration]
(see page 000) [For a specific reference; use sparingly. The
zeros are place-holders, to he filled in once the book is formatted.
Please provide an exhaustive list of all instances of incomplete page
referencing to insure that the designers resolve them all.]

dash or em dash: For a dash (–), use two hyphens with no spaces
on either side of the hyphens (--) if your software does not
allow you to use the em dash character. An en dash, used in
number ranges (pp.3-5), can be inserted; consult your word
processor's documentation. We prefer that em-dashes be pro-
ceeded and followed by a space; en-dashes should not be sepa-
rated from their numbers by spaces.

In our view, the dash (or em dash), like contractions,
reduces the formality of your prose, and belongs, in most cases,
in the spontaneous, uncrafted writings between friends or in let-
ters. Use them consciously to show character and set tone. Too
often, the dash is a lazy replacement for commas, semicolons,
colons, and parentheses, punctuation marks whose proper uses
are often challenging to master. We urge you to read the section
on punctuation in The Chicago Manual of Style if you are not
fully confident of the uses of other marks.

An em dash may be used to indicate an abrupt change in
subject or tone within a sentence, or to list or define an element
in the sentence which needs clarification. In general, the dash

Style Points  consistency – dash or em
 dash
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gives greater emphasis than a comma, is less forceful than a
colon, and less formal than the parentheses. It is better to use a
colon or semicolon when the change in subject, or the list of
elements, completes the second half of the sentence. If dashes
are overused, the result will be a staccato or choppy texture in
the prose.

I realized that my three friends, Tory, Ami, and Raul, were all
missing after the storm. [pause for list of names; but no emphasis
needed]

Her first reaction (if he had given her any time to react) would
have been to say that she would never in her life do such a thing.
[interruption, slight emphasis]

He felt strongly that his three greatest dilemma – his mother, his
asthma, and the bird trapped in his bedroom-were all connected. [list
of elements; more emphasis]

We lost three of our closest friends in one day: Tory, Atni, and
Raul were all drowned in the same storm. [greater emphasis; divi-
sion of sentence into two clear parts.]

ellipses: Ellipsis points should be spaced like this (. . .) not this (...).
Do not use your word processor's ellipsis character, and limit
yourself to three, and only three, dots. These three periods are
used in the middle of a sentence to indicate a missing word or
words or hesitation in speech

I wasn't sure . . . I mean there was nothing that anyone could
have said.

At the beginning or end of a sentence, three periods indicates
that the sentence is incomplete, and either beguin in the middle
or left hanging.

The spirit of our American radicalism is destructive and aimless .
. . It vindicates no right, it aspires to no real good . . . The best lack
all conviction, while the worst are full of passionate intensity . . .

Please consult The Chicago Manual of Style, §10.38, for more
explanation on how to use ellipses.

extracts: See quotations.

figure references: See art; cross-references.

footnotes: See notes.

graphs, graphics, graphical elements: See art.

Style Points  dash or em
 dash – figure references
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headings: All headings should followed by TWO hard returns.
Please DO NOT center, embolden, or otherwise format your
headings. Do not use all capitals or different fonts or font sizes
for any subheadings. Communicate directly with your book's
designer using the recommended form of call-outs as described
in Art, above. Also see the examples in the Sample Manuscript
Pages.

hyphenation: Hyphenate only those words in which the hyphen
properly belongs, such as compound words like empty-handed
and hard-of-hearing. Do not hyphenate words for line breaks or
use the automatic hyphenation feature of your software, since
the lines will break differently in the designed book, but these
hyphens will persist and deface your book. 

Hyphenation of compound adjectives can be tricky. For a
guide, see The Chicago Manual of Style, pages 176–81. We
prefer to use closed compounds for those terms generally
accepted (handmade, rainwater), open style for those temporary
compounds that are unambiguous (floor plan, barbed wire), but
to hyphenate potentially ambiguous compound adjectives (ener-
gy-efficient house, year-round garden). In our experience,
hyphenation is over-used. Leave out the hyphen unless the
meaning is changed or the clarity reduced by their omission.

illustrations: See art.

inclusive language: As a publisher specializing in unconventional
and innovative approaches to culture, we feel that sexist lan-
guage is as inappropriate to our times as pesticide- intensive
farming or fossil-fuel energy systems. Our editorial practice is
to use gender- neutral and inclusive language wherever possible
without creating awkward prose. For example, avoid referring
to a builder or grower with a male pronoun, perhaps by substi-
tuting a plural pronoun (e.g., replace "The builder may schedule
his own inspections" with "Builders may schedule their own
inspections") or by using second person ("You may schedule
your own inspections'"). Use "humanity"' or "'humankind"' for
"mankind," "person-hours" for "man-hours," and so forth. Be
ingenious . . . or not. As with the elimination of the weak "it,"
we find that your meaning can nearly always be strengthened
by attending to this issue. Your goal as author, and ours as pub-
lisher, is to reach as many readers as possible.

Style Points  footnotes – inclusive language
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jargon: Watch for jargon that may need to be explained. For exam-
ple, an explanation that "subs" means "subcontractors" could be
inserted parenthetically, or the full word could replace the jar-
gon term (which itself could be given parenthetically).
Remember, your audience will not be limited to people who
share the expertise of your book's characters or subject. Jargon
is compelling and engaging, and if you are master of the jargon
typically used by your characters or in your book's areas of
expertise, by all means, write it ...but make it accessible to all
your readers. We have found that a liberal helping of jargon
(and foreign, technical, or strange terminology) can usually be
integrated an engaging story by providing clues or restatements
of meaning into the writing.

letter spacing: Always use only one space between words and only
one space after a period or colon. Note that the old-fashioned
style of double-spacing after periods has gone the way of man-
ual typewriters and typing teachers who corrected lousy posture
by whacking your fingers with a ruler.

like/such as: Avoid using "like" when "such as" is more suitable.
Example: "Avoid using ambiguous words like ‘it,' ‘stuff,'
‘thingy,' and ‘widget,'  when more complete or correct words or
phrases are available." "Avoid using ambiguous words such
as..." is much easier to read. Save "like" for when you really
mean appreciate.

line spacing: All text should be single-spaced. Never, EVER, use
extra hard returns between lines, but only at the ends of para-
graphs or lines meant to stand alone. There should be no extra
line spacing in the text unless you intend to show a break in
your narrative and extra line spaces are meant to appear in the
finished book.

notes: We prefer the use of unnumbered end notes. If absolutely
necessary, footnotes or endnotes should be numbered by plac-
ing a superscript number in the text; notes should then be num-
bered and included in a separate file. If you wish to use the
automatic footnote function of your software, you must provide
us with a sample file to test early in the process.

Style Points  inclusive language – notes

the Public Press Author’s Guide page 11



numbers: See the following section on Writing Numbers.

page numbers: If necessary, use the automatic numbering feature
of your software. Page numeration will change when your
books is composited. Do not under any circumstances incorpo-
rate page numbering in the body of your manuscript.

paragraphs: End a paragraph with a hard return by hitting the
return key once. Do not use the space bar to indent paragraphs;
you may, if you like, use the tab key to indent paragraphs. The
designer will set paragraph indentation (see style codes). Do
not insert extra linespaces between paragraphs, except to indi-
cate extracts, subheadings, or other special formats. See also
line spacing.

puns: We find it best to read a book aloud to insure that it sounds
right and is lacking in unintentional or inadvertent puns, such
as the phrase "meltdown"  when discussing kitchen appliances,
or "beef up production" in a passage on cattle-raising.

quotations: For quoted material of less than three lines in your
word processor (12 point Times Roman on a standard 6-1/2"
width manuscript page) use quotation marks, which your word
processor should render as "smart quotes." To set off block
quotations (extracts) longer than three lines from your body
copy, enter an extra return at the beginning and end of the
quote, and use a call-out (which see) to call for the special
treatment. Do NOT indent the quotation from the left using the
paragraph formatting function of your software. Do not indent
with tabs, or force line breaks within an extract with hard
returns, unless you are quoting lines of poetry. Please make
sure that the line breaks in poetry are accurate – that is, do hit
the return at the end of each line of poetry.

returns: After two decades of computerization, you undoubtedly
know that there are properly five  places where you may use a
hard return: at the end of a paragraph, after a heading or sub-
heading, after a line of poetry (hard returns come at the poet's
line breaks), to set off a long quoted passage, or to call atten-
tion to a call-out intended to communicate with your book
designer. Since much of the compositing process is automated,

Style Points  notes – returns
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extra spaces will most likely persist into the finished product
and will, in the extreme case, make it more costly to produce.

scanning: It is your responsibility to scan, or have scanned, any
photographs or hand-drawn illustrations that are called for in
your book. We are only able to handle digitized graphics. We
prefer .TIF (compressed LZW okay) or .EPS files scanned at
150 dots per inch or above calculated at the actual size they
will be reproduced in your book. We encourage the use of color
(preferably 24-bit RGB or 32-bit CMYK) 

spacing: See letter spacing or line spacing; returns.

spelling: You may consult the Oxford English Dictionary (use
American or English spellings at your option based on your
audience), Webster's Third New International, American
Heritage,  or any good unabridged dictionary for orthographic
queries. We suggest that you use your spell- checking function
just before submitting your final manuscript and that you
update your specialized dictionary with your spelling decisions.
Obviously, automatic spell-checking is not a substitute for
proofreading. If possible, provide us with a list of special
spellings and proper names with your final draft manuscript.
See also style sheet.

tables: Any tables requiring special formatting should be consid-
ered to be the same as a graphical element, and provided as a
.TIF or .EPS file with its location appropriately called out in the
text. Our designers typically use Times Roman, 10 or 11 point
for tabular material. See art.

tabs: Please do NOT use the tab to set off block quotes, or to
arrange the text on the page in any way. You may use a single
tab at the start of every paragraph to make your manuscript
more readable.

that/which: Carefully review the use of "that" and "which" for
appropriateness. Use "that" only to introduce a restrictive (or
"defining") relative clause identifying the entity being talked
about – in this use it should never be preceded by a comma:

I am looking for a book that is easy to read. ["easy to read" tells
what kind of book is desired]

Use "which" with nonrestrictive (or "nondefining") clauses,

Style Points  returns – tabs
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which give additional information about an entity that has
already been identified in the context; in this use, "which" is
always preceded by a comma. 

The students in Chemistry 10 have been complaining about the
textbook, which is hard to follow. ["which is hard to follow" does
not indicate which text is being complained about; even if the clause
were omitted, we would know that the phrase "the textbook" refers
to the text in Chemistry 10]

Do not omit "that" in a relative clause when the subject of the
clause differs from the referent of the preceding clause, though
this practice is common in spoken language:

the book that I was reading
not

the book I was reading [where the subject of the clause ("I") is
not the referent of the phrase "the book."

yet: Substitute "yet" for "but" if there is a pile-up of "but" clauses
or sentences. 

Writing Numbers

Context and frequency of occurrence are the factors to consider
when deciding whether to spell out numbers or use figures. In gen-
eral, use words instead of numerals for dimensions, quantities, and
distances when approximate or general, and numerals when figures
are precise.

1. Within these overall guidelines, spell out whole numbers under
twenty and any whole number followed by hundred, thousand,
million, etc.

The poem is ostensibly about thirteen blackbirds.

Patterns established when be was a ten-year-old boy are still part of
his psyche even though he's now forty-five.
She had amassed a collection of well over seven hundred thousand
stamps.
The age of the earth has been estimated to be between four and five
billion years.

Style Points  that/w
hich – yet
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2. Regardless of consistency, if a number begins a sentence, it
should always be spelled out. If spelling out the number is
clumsy, rewrite the sentence to move the number away from
the beginning.

Forty-six pipers are piping in the pear tree.
The number of pipers piping was 1,234.

3. Spell common fractions. Hyphenate fractions unless the numera-
tor or denominator is already hyphenated. Always use figures
with mixed fractions (combinations of whole numbers and frac-
tions).

one-half two-thirds three sixty-fourths
a 3 7/8-inch clearance

4. When many numbers occur in a sentence or paragraph, it is bet-
ter to use figures.

The population of the three towns was 672, 420, and 1,152,  respec-
tively.

5. Numbers that belong to the same category should be treated alike
within the same context, be it sentence, paragraph, or group of
paragraphs. If figures must be used for one of the numbers in a
given category, then all numbers in that category should be
expressed in figures.

In the past five years fifteen sites have been closed. In one territory
a 110-person office replaces four old offices of 30 or 40 persons
each.

6. Use a comma in numbers of four places or more; the only place a
four-digit number is used without a comma is in a year.

1,600 miles $80,000 [but: June 30, 2005]

7. For ordinal numbers and dates, use numerals.
8th century 1950s and 1960s [not 1960's or '60s or sixties]

8. Spell out approximate dimensions: fifteen-by-fifteen [not: 15 x
15]

9. However, when referring to dimensional lumber, use a lower
case x for adjectives and nouns:

a 2 x 4, 2 x 10, 2 x 12 two 2 x 4s three 2 x 10s

W
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10. For more precise dimensions, use numerals for all measure-
ments except units of time:

1,500 megawatts 37 cubic feet 10 degrees Farenheit
three hours

11. For dimensions, in general spell out "inch" and "foot"; occa-
sionally inch and foot marks may be used to avoid awkward-
ness (such as within a table).

2 x 10-foot collar tie 6 inches of clearance

12. Use figures for percentages, decimal fractions, and tempera-
tures. Spell out percent and degree except in tables or other
special situations.

50 percent 5.2 volts 26 degrees Fahrenheit

13. Be careful with hyphens in spelled-out numbers:
twenty-six two hundred and fifty a ten-foot pole
eight thousand six hundred one hundred eighty-six
six-year-old car six-and-a-half-year-old car
seventy-five miles per hour

14. In clauses where a dimensional phrase is being used as an
adjective, the only hyphen required is before the unit of meas-
urement:

1 x 1 x 4-inch board

Specific usages for numbers will be included in the style sheet
for your book. For more details on money, dates, times, names,
addresses, organizations, etc., see Chapter 8 of The Chicago
Manual of Style.
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Manuscript Format
Unlike most conventional publishing companies, The Public

Press requires that you submit only one copy of your manuscript in
electronic format, either by email, on a floppy disk (if it will fit;
IBM format only, please) or CD.

In addition to the electronic copy itself, we need the following
(both on disk and in hard copy):
• All front matter: which may include dedication, acknowledg-

ments, epigraph, preface, introduction, and table of contents. If
applicable, the table of contents should list chapter titles and all
headings and subheadings within chapters.

• Back matter: such as endnotes, appendices, glossary, and bibliog-
raphy. (The index cannot be prepared until the book is compos-
ited and accurately paginated.)

• Art: digitized versions of all photographs, tables, charts, diagrams,
and illustrations to be included, together with an ordered list of
these elements. If possible, a scheme that orders these elements
automatically should be used. See below, Naming Files.

• A list of any unusual spellings, usages, terms, idioms, foreign
words, and proper names that our designer should be aware of.
This list need not be long, and will help us to design your book.

We count on you to keep copies of everything that you submit.
We are not responsible for the integrity of your project.

Permissions
According to your agreement with The Public Press, you are

solely responsible for requesting and securing permission for any
illustration, photograph, or lengthy piece of text that you did not
produce or that was previously published, including the payment of
any fees. This is usually a straightforward matter of contacting the
owner of intellectual property you wish to include and asking them
to provide permission in writing. If the owner demands a fee, you
should request that the fee be waived because your reuse of the
material will benefit the owner by providing additional exposure for
his or her work. All such permissions must accompany your final
manuscript and a contract to publish will not be tendered until all
permissions have been delivered to The Public Press. If there is any
question about permission to use an extract or element, we suggest
that you protect yourself by erring on the side of caution in using
copyrighted material belonging to others.

M
anuscript Form
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Manuscript Preparation

Since the designer will be formatting directly from your disks
according to the design specifications, your files should be mini-
mally formatted by your own word processing software. Otherwise,
we are faced with the decision to reject your manuscript, or tackle
the onerous and time-consuming task of undoing your formatting.
For example, if you use all capitals for subheads, and the designer
specifies initial cap/lowercase italics, every subhead must be
retyped.

We prefer manuscripts formatted as follows:

Single-space all copy.

Make all margins at least one inch and not wider than one and one-
half inches.

Format all text left justified and ragged right; do NOT right justify
any text.

Use hard returns only to delineate a heading, at the end of a para-
graph, before and after a heading or extract, and to isolate call-
outs so they will be immediately visible to the designer. Please,
NEVER use the return key in the middle of a paragraph to start
the next word or sentence on the next line (except in poetry).

Indicate chapter titles and headings with an initial capital for each
prominent word and by using a single return after the title or
heading. Please don't set titles or headings in all capitals, in a
different font or in a size larger or smaller than the running text.
You may differentiate among levels of headings by creating a
simple hierarchy of different formats and iodentifying them by
preceding them with a call-out.

Please don't use the space bar to indent a paragraph. Please don't
use more than one space anywhere in the text: after periods,
after colons, between words. Forget  what you learned about
old-fashioned typewriter style. Never use two spaces, any-
where. Use one, and only one, space after each word and punc-
tuation.

M
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Indicate extracts or block quotations within the text by using an
extra hard return before and after these segments of text and
using a call-out to identify the block.

Group any footnotes and endnotes at the end of your book, organ-
ized along the same lines as your table of contents. If necessary,
notes should be indicated within the text by a superscript or
bracketed number inserted at the end of the relevant sentence
and listed at the end of the book, in order, and grouped at least
by chapter. Begin the list of footnotes in each chapter with the
number [1]. If you wish to use the automatic footnote feature of
your software, you must supply a sample file prior to submit-
ting your final draft manuscript, so that we may test whether
footnotes can be efficiently translated into our book design soft-
ware.

For emphasis within the text, use italics only. Please don't use
underlining, all caps, small caps, or bold face. If special empha-
sis or treatment is required, use a call-out to communicate this
to the designer.

Please don't hyphenate words at the end of a line unless the hyphen
belongs in the word (for example, in compound words such as
empty-handed).  Turn off the automatic hyphenation feature of
your software.

Include any tables or figures as separate files, and present them to
us as finished graphics. This is the only way to be sure that
your intention will survive translation in a manner that will
please you.

For more on notes, pagination, hyphenation, indexing, and for-
matting, see the Style Points, above. 

M
anuscript Preparation
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Submission Preparation

Please send your manuscript in one of the following formats:
WordPerfect (version 9 or above), Word (version 9 or above),
Quark (version 5 or above; if you must heavily format your docu-
ment, and you are a competent Quark jockey, this is the only way
we will accept your heavily formatted document. The decision to
accept or reject a heavily formatted Quark document is the sole
responsibility of our book designers.) You may attempt sending a
small sample file using other formats, but it will be accepted only if
it ports smoothly into one of our book design programs.

Tabular material may be presented in any of the formats men-
tioned in the foregoing paragraph, or in Excel (version 9 or above).

The intention of the preceding paragraphs is to minimize the
character-level intervention necessary for the translation of your
manuscript into a book. We must be able to preserve such elements
as italics, em dashes, en dashes, superscripts, and diacritical marks,
because it is not possible for us to reinsert them into your docu-
ment. If you suspect that your software might be problematic, if
you have used many special characters, or if you wish to use auto-
matic footnoting, we require that you send us a sample file to trans-
late.

There may be some automatic functions of software that we do
not want, since they only make the design and formatting of the
manuscript more complicated. We ask that you do not use the fol-
lowing functions of your software:

• Automatic hyphenation
• Running headers or footers
• Text justification
• Widow/orphan control
Our first preferred form of submission is by attachments to

emails; we have broadband connections but if your internet connec-
tion is by dial-up, your upload time may be extreme. Address your
email to

design@thePublicPress.com
Standard data-formatted CDs using the ISO 9660 Mode 1 for-

mat are industry standard and are probably the most reliable means
of transporting large amounts of data. We can only accept 3.5" PC-
format double-density floppy diskettes; typically, a standard length
word processor file will barely fit on a floppy diskette. Mail your

Subm
ission Preparation

the Public Press Author’s Guide page 20



submission to
The Public Press Design Team
c/o Caspar Institute
box 88
Caspar, California 95420

Please name and label your diskettes distinctively with an
abbreviated book title and the date. On a cover letter, indicate what
system and software you used. Print out a directory of the files con-
tained on each disk you provide, with file types, sizes, and dates.
Let your computer help you organize your submissions by employ-
ing a file naming convention (see below) that allows for automatic
sequencing of files. 

Naming Files
Your files should be organized to reflect their order of appear-

ance of the elements in the finished book. To this end, it is useful to
name the files so your computer can sort them automatically. This
may be done by the thoughtful use of a scheme of initial letters and
extensions. For example, a complex project might consist of the
following files:

filename contents
a1Cover.tif cover art; an LZW compressed tiff
a2Title.wpd title page, dedication, etc.; WordPerfect document
b1Contents.xls table of contents; Excel file
b2Illustrations.xls list of illustrations; Excel file
b4Preface.wpd preface; WordPerfect document
b5Introduction.wpd preface; WordPerfect document
c01_FourLetter.wpd chapter 1: Four Letter Words; WordPerfect doc
c01aBass.tif photo of bass for ch 1; an LZW compressed tiff
c01bFishing.tif image offisherman; an LZW compressed tiff
c01cBumpSticker.tif "I'd rather be fishing"; an LZW compressed tiff
c02_Familiar.wpd chapter 2: His Familiar; WordPerfect document

.

.

.
c11_Bitter.wpd chapter 11: Bitter End; WordPerfect document
c11FishFry.jpg fried fish platter; a high resolution jpeg image
x1Epilogue.wpd epilogue; WordPerfect document
z1Bibliography.wpd bibliography; WordPerfect document
z2Resources.wpd resource list; WordPerfect document
z3Colo.wpd colophon; WordPerfect document
z9Books.wpd list of books by same author; WordPerfect doc

Subm
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Book Jargon

Yes, we publishers have our shorthand, too. Most publishers
use it as a sort of bludgeon to make writers aware of the fact that
they aren't authors until we say so. At The Public Press we don't
believe in using information that way, so here are some terms you
may encounter on your voyage on the authorship.

back matter may contain the following, usually in this order:
appendix(ces), notes, glossary, bibliography or list of sources,
and index. The back matter should be submitted in separate
files along with the text of the manuscript. See also submitting
multiple files; bibliography; front matter; index; notes.

backup copy: You should keep at least one backup copy of all disk
files you send to us.

bibliography: If a bibliography is part of your book, we prefer that
you follow the "A style" discussed in The Chicago Manual of
Style, §16.5~§16.10.

bluelines are final proofs provided by the printer before the press
run in the conventional printing process. The Public Press
replaces this step by posting your eBook at a location known
only to you and to us, then asking for your feedback and
approval. Following this short period between private posting
and submission to our printer, changes may be possible. The
decision to make changes an eBook .PDF will be made by the
editors, and will generally not be granted unless (1) the errors
found were introduced by us, or (2) the time consumed is paid
for by the author.

bound galleys are first page proofs (or sometimes second proofs)
that are, in the conventional book publishing process, copied
and bound to be sent with promotional materials to sales reps,
reviewers, and other key contacts for the purpose of marketing
your book. When your eBook graduates from the private post-
ing period, it will serve as your book's bound galley without
causing the loss of a single tree.

B
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compositor or typesetter: Used interchangeably with "designer."
The person who types in the approved changes to the copyedit-
ed manuscript and inserts the style codes.

copyediting/copyeditor: Not at The Public Press! This editorial
function includes "mechanical editing" (close scrutiny of every
aspect of your manuscript for consistency, spelling, usage,
grammatical accuracy, formatting, etc.), as well as "substantive
editing" (organization, presentation, literary style, content,
accuracy). Your manuscript will be rendered more or less exact-
ly as you submit it, and so it is up to you to provide copy edit-
ing and fact checking. We recommend that your manuscript be
carefully, lovingly, and thoroughly reviewed by at least two
detail-oriented readers before it is sent to us. 

cover: The two hinged parts of a book binding, front and back, and
the center panel, or spine, that joins them. On a paperback
book, the cover carries printed matter, while the protective
paper wrapper on a clothbound book is called the jacket. Jacket
or cover copy may include promotional text, quotations from
reviewers, and author biographical information and photo, all to
be provided by you, the author. The Public Press will provide
an ISBN identification number and pricing barcode. If your
back cover design does not reserve space for the barcode block,
a section of your design will be lost. Consult other books like
yours to learn how to format your book's back cover.

Your book's cover is the only part that will be rendered in
color in both its eBook and printed editions, and so it is worth
great care and attention to detail. We recommend that the cover
art be rendered at 300 dots per inch for the entire sheet – front
cover, spine, and back cover – and provided as a separate file in
.TIF (compressed LZW okay) or .EPS format.

design/designer: The Public Press's experienced book designers
work closely with the editors and the author to develop the for-
mat and "look" of your book during a very early part of their
design process – usually the setting of the first chapter. The
Public Press deliberately makes all its books conform to a fair-
ly narrow "template" in order to reduce design and printing
costs and to utilize our mixed media well.

Book design includes the typography, page and margin

B
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size, display elements, layout, and some aspects of the art
included in the book (for example, where illustrations are
placed and their size). The designer uses the computer files you
provide, incorporating the various formats and characteristics
by way of special coding and "styles" for chapter headings,
subheadings, boxes, extracts, page numbering, running headers
and footers, and so forth. This is why we need the disk copy to
be as format-free and generic as possible (see the section on
Manuscript Format later in these guidelines).

files: the front matter, the entire body of the book, and each item of
back matter should be saved as a separate file for your submis-
sion. It is probably best to create a special folder containing
only your manuscript, its essential attendant files, and (possi-
bly) a list of all files associated with the project. Also see the
section on Disk Preparation later in these guidelines.

first proofs: As soon as the first chapter or segment of your book is
composited, the designer and webster post first proofs (or page
proofs) that incorporate all elements of the way your finished
book will appear. At this point, you will be notified of this sam-
ple's URL (Universal Resource Locator, or web address), and
will be encouraged to review and comment on a severely limit-
ed number of issues having to do with typography and appear-
ance only. This is NOT an opportunity for editing that should
have been accomplished before the manuscript was submitted.

front matter: The front matter contains some or all of the follow-
ing, usually in this order: title page, dedication, epigraph,
acknowledgments, contents, list of illustrations, list of tables,
and preface or introduction. Submit the front matter with your
final manuscript. Front matter should be stored in one file with
each part on a separate page. If elements of the front matter are
complex or long, you may submit separate files; please provide
a list of your front matter files in your preferred order. As with
all parts of your manuscript, do not attempt to format the title
page, etc. with larger fonts, boldface type, centering, or other
special attributes. See also back matter; contents.

index/indexer: The index cannot be made until the pagination of
the page proofs is reliably set. You are responsible for provid-
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ing an index either by indexing the proofs yourself or by con-
tracting someone to do so. Our experienced indicates that if a
good, usable index is desired, it is best, and most cost-effective,
to employ a professional indexer. Your list of unusual spellings
and proper names will facilitate the production of the index.

jacket: See cover.

proofreading: You, and your proofreaders, must carefully check
every iota of copy in your submitted manuscript. The composit-
ing (design) process is reliably automated, and it is highly
unlikely that errors will be introduced into your text by The
Public Press. Making alterations after your manuscript is com-
posited is costly and time-consuming, and under the terms of
your contract, you are liable for author's alterations subsequent
to acceptance of the manuscript. You will receive detailed
instructions for checking your proofs.

specs: Short for "specifications," which are the composition,
design, and page-makeup rules that describe the various ele-
ments of the book, including typefaces and sizes, subhead,
header/footer, note, table, and figure formats, page and margin
sizes, and paper color and weight. Our book designer will, after
consulting with you about your ideas and preferences, will
determine specs. Typically this consultation takes place during
the first proof process (which see).

style codes: The book designer will electronically mark codes in
your manuscript to indicate chapter titles, subheadings, extracts,
and other elements. These will appear on the first proof exactly
as they will appear when your book is printed. For example, the
designer may initially make all "A" subheads 12- point bold
Palatino, but later decide that a 14-point font is preferable. A
single command automatically changes all of the subheads
throughout the book. Although you don't need to understand
how to use these automatic style codes, we want you to recog-
nize why it is important that you do not include idiosyncratic
formatting that will interfere with this function.

style sheet: If your manuscript is rife with difficult words, proper
names, unusual spellings, new terms, and hyphenations, it will
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help the book designer if you provide us with a style sheet list-
ing  them.

table of contents: The table of contents (in a printed book, simply
called "Contents") should be prepared with an eye to the overall
organization of the book. If the book is divided into parts as
well as chapters, then Part 1, Part 2, Part 3, should be indicated
in the table of contents. Subheadings within chapters should
also be listed in the contents that you submit with your manu-
script, as such divisions contribute to the designer's understand-
ing of the structure or conceptual design of the book. You may
use an outline style of progressive indentation to indicate levels
of subheadings. It is easier to condense a table of contents than
to add subheadings later.

Pagination in the table of contents will obviously not be
available until the book is composited. The designer will take
care of this.
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Book Production Sequence

These steps take you on a brief tour of the stages your book
passes through from submission to posted eBook and bound book.
Detailed information concerning your role will be provided to you
at each stage. Feel free to email questions along the way. Following
each step there is a very approximate indication of the time this
step typically takes. From start to finish, the process can be com-
pleted in as few as twelve weeks, but typically takes sixteen.

1. After your manuscript has been accepted and a contract has been
signed, a designer will be assigned and the book design phase
will commence. (two weeks)

2. Based on your manuscript, its table of contents, and any sugges-
tions or examples you care to present at submission time, the
designer will prepare a set sample pages and a provisional
cover design. The Public Press webster will assign a URL
(Uniform Resource Locator or web address) and will notify you
of the address. Only you, the designer, the publisher, and the
webster will know about the whereabouts of your sample
pages, but you are free to tell others to take a look. (two weeks)

3. The designer will provide you by email with guidelines for com-
menting on the posted pages, and will engage in a brief dia-
logue with you, by email, to refine the presentation of your
book. If you anticipate that the designer will find areas of diffi-
culty in composing your book, this is the time to point to those
sections, and make sure they are included in the sample pages
under discussion. (two weeks; can be less if you are quick)

4. When the refinement cycle is completed to the designer's satis-
faction, composing the rest of your manuscript will proceed.
During the composition process the designer may, but will
probably not, contact you with questions and a request that you
take a look at the work so far. We expect you to respond to
inquiries from the designer promptly. If you do not, the com-
positing process will be shelved, and may not be taken up again
until the designer assigned to your book becomes free. (two
weeks)
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5. When composition of your book is complete, you will be again
directed to its URL and asked to check the book. You may be
as thorough or as cursory as you wish to be at this time, but
must understand that we will only correct errors introduced by
us at this time. Any editing or corrections that should have been
accomplished before manuscript submission will be performed
at your cost. The posted eBook constitutes the bound galley of
your book, and may be used by us or by you to solicit "blurb"
copy, reviews, and expert commentary. (one week)

6. At this point, the table of contents and index (if any) will be pre-
pared. The designer will complete the table of contents, but the
index is your responsibility. (two weeks; may be less if there is
no index or if the indexing goes quickly)

7. When all front and back matter are completed, and you have
approved the eBook, the URL will be added to The Public
Press's online catalog, and sales of the eBook will commence.
Thereafter you will receive quarterly advice of the number of
eBook sales, and will receive a check for those sales of a semi-
annual basis. (one week)

8. When it is determined (1) that your book is ready for printing,
(2) you and the publisher agree on the number of copies to be
printed, and (3) arrangements for payment for printing have
been completed, the publication files for your book will be sent
to the printer. Depending on these arrangements, boxes of
books will appear on your doorstep. (six weeks)
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Frequently Asked Questions

For Authors seeking an alternative to the traditional author/publish-
er relationship, The Public Press offers an option that involves the
author more proactively and more equitably. 

Why would an author choose The Public Press?
The Public Press operates with a different set of economic

rules. The upfront investment is much less, and the division of rev-
enues between author and publisher is more democratic. If an
author feels that sales will be driven by her or his personal efforts
(as opposed to the publisher's marketing effort), The Public Press
is a better financial option. 

Autonomy is the second reason. The final product will reflect
the author's vision, not the publisher's.

What are some key differences between The Public Press and a
commercial trade publisher?

A commercial trade publisher contracts with an author for the
exclusive right to turn an intellectual property into a finished book.
The publisher pays a royalty on the sales of the finished product,
and an "advance payment" that varies according to projected rev-
enues. In essence it is a loan to the author.

The publisher takes the author's manuscript and puts it through
editing, proofing, and design. Since the publisher is bearing the
costs of creating the finished product, they have the final say in key
issues of market positioning, such as title and cover design.

The minimum time that elapses between the acceptance of a
manuscript and a finished book is a year. Typically, the time
between signing a contract and having a finished product is three
years.

At The Public Press we don't sign a contract until a manuscript
exists. Publishing services are made available to the author on a
free-lance basis, and at the author's expense. Once a contract is
signed, the elapsed time to a finished book available to the public is
usually less than two months. We work directly with the author to
tailor an appropriate marketing campaign.

Our contract is non-exclusive, meaning that if your book
attracts the attention of a commercial trade publisher, you are free
to sell it again. In such cases The Public Press will function as
your agent. The same goes for film rights, foreign rights, and other
possible sales
.
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What kind of books will be published by The Public Press?
All kinds. Novels, memoirs, poetry, cookbooks, kids' books. All

kinds.

What books won't you publish?
Books that are not submitted to our standards for professional

manuscripts. Books that we don't understand. Books that portray or
advocate anything illegal.

What will be the quality of the products of The Public Press?
It will vary, because the quality level is determined more by the

author than the publisher.

Why not just publish my book myself?
It's easy enough to come up with a decent-looking book, but the

sales, marketing, and distribution challenges simply cannot be han-
dled cost-effectively with a single title. Most booksellers will order
only a single copy of a new title. The profit you can make from a
sale will never justify the cost of your sales call.

Self-published authors handle everything from concept to col-
lections. The Public Press handles the complicated mechanics of
manufacturing and distributing your books. We aggressively and
proactively market them to our membership. This leaves authors
free for writing and promotion
.
Is The Public Press a vanity press?

No! A vanity press earns its profits from the publishing services
it provides the author. The final product can the look and feel of a
commercially published book, but it has no context as part of a
coherent publishing program, nor does it have any marketing aside
from what the author provides directly.

With vanity presses, authors are the clients. With The Public
Press, authors are our partners.

Will authors be paid an advance?
No, but the royalty stream will be much more generous than

that offered by traditional publishers. After the cost of goods is
recovered, revenues will be split 80% to the author and 20% to The
Public Press. 

If your book is successful with The Public Press, it stands a
good chance of being acquired by a traditional publisher who will
pay an advance.
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How will sales volume compare to traditional publishing?
It's difficult to make this comparison. What is important to keep

in mind is that an author who publishes with The Public Press
retains the rights to their work, including book rights. Our hope is
that traditional publishers will see The Public Press as a grassroots
test market to see if certain projects have a spark of life.

What's different about the author/publisher relationship with The
Public Press?

Traditional publishers are financial buffers between the author
and the marketplace. Since it's their investment, they make the key
decisions in marketing (cover design, title, etc.) and distribution
(size of print run, how many to advance into bookstores). When
you are a major author or celebrity, this works to your advantage. If
you are not a well-known author, your book may be published with
little fanfare or notice. Too often the author/publisher relationship
becomes adversarial because the author perceives the publisher's
commitment to the project to being so much less than their own.

At The Public Press the initial investment is dramatically
reduced through the use of new technologies. The risk and opportu-
nity is shared equally by author and publisher. Both parties have the
same goals. The author and publisher are truly partners.

What are these new technologies?
Books from The Public Press are published electronically on

the Internet and are produced in hard copy using "print-on-demand"
technology which enables the production of inventory in very small
batches as needed.

If a book is available on the Internet, why would anyone buy it?
Because traditional books are still the overwhelmingly pre-

ferred way to transfer written information. This is a situation cur-
rently in flux, a key factor in the strategy and philosophy of The
Public Press.

Will books be available in bookstores? Barnes & Nobles and
Borders? Amazon?

Books from The Public Press will be easily available to tradi-
tional book outlets, but they will generally not be carried in stock.
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Why not?
The average bookstore carries 15,000 titles, the vast majority of

which are proven, steady-selling backlist books. With 175,000 new
titles appearing annually, the odds are against any new title, espe-
cially from a small publisher, seeing meaningful shelf space are
small. 

Chains carry more titles, but the economics of servicing them
are prohibitive.

Increasingly, books are special ordered or ordered electronical-
ly. The competitive advantage tips in favor of the smaller, more
specialized publishers, because they are not bearing the costs of
huge inventories.

If I have an idea for a book, should I send you a proposal? A letter
of query?

No, we work only with complete manuscripts. If you feel that
you need editorial assistance in completing your manuscript, refer
to the Editorial Services part of our website.

When a complete manuscript is accepted for publication, we
will send very specific instructions on manuscript formatting (these
are also available on our website) and a contract. Upon receipt of
the signed contract, the correctly formatted manuscript, and your
membership fee ($1,000) for joining The Public Press Author
Ship, we will begin the publication process.

What does an author get for joining the Author Ship?
• Formatting of the manuscript into electronic form
• Coordination with printer for printed books
• The right to purchase finished stock for printed cost plus 20%
• Availability via booksellers, libraries, electronic booksellers
• Fulfillment for individual orders
• Posting of promotional material on The Public Press website
• After market promotion via The Page

What will the publication timeline be like?
Compared with traditional publishers, lightning fast. Within

three months of manuscript submission (compared to up to two
years) your book will be posted on the web and available through
bookstores and electronic booksellers).
How is publicity handled?

The Public Press handles all publicity relating to its website
and its periodical, The Page.
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It also provides assistance, connections, and information for an
author to manage campaigns targeted either at the book trade or
towards special markets. The extent to which an author decides to
invest in publicity is personal. (It's really no different in traditional
publishing. The difference is that with The Public Press, we are
upfront about it.)

Will you send out review copies?
No. The truth is, sending out hundreds of review copies to

reviewers who are inundated by more titles than they can ever look
at is one of the most costly, least efficient ways to promote a book.
If you want to do it, we will provide you with the right contacts and
tools, and point you in the right direction. Our business, however, is
founded on eliminating the inefficiencies of publishing, and sending
out review copies is the biggest offender.

We believe that interested reviewers will happily make use of
your posted eBook and write a good review anyway.

Will you send me on an author tour?
Not physically, but increasingly there are virtual author tours

evolving. The Public Press will be on the forefront of these. It's a
lot more cost effective to transport electrons than flesh and bones.

Can you get me on the talk shows?
Not likely. It's not worth our time to pursue such highly com-

petitive venues, but we are glad to tell you how to pursue Oprah
and Letterman if you care to.

What if I need color photos in my book?
Graphic intensive materials, such as color photos, will appear

in your eBook, but not, the state of the printing art being what it
presently is, in the printed text. Although this is unorthodox, we
consider it a reasonable compromise until such time that print-on-
demand printing in color is affordable and less ecologically objec-
tionable.

If you still absolutely must have color and are prepared to bear
the cost, there’s nobody better than us in the business to help you
break trail.
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Can I develop my own website?
Not only can you, but you must. Then, you must market your

site as broadly as possible to the most likely candidates to be inter-
ested in your project.

The Public Press will host your website, so that you can bene-
fit from the overall traffic on our site. Moreover, there will be peri-
odic opportunities to publicize your book through our regular mar-
keting vehicle, The Page.

What kind of authors should consider The Public Press?
The Public Press publishes information that is, by definition,

too specialized, too controversial, or not of interest to the commer-
cial publishing industry. Among the likely candidates:

• Academics
• Novelists
• Anthologists
• Authors whose books have prematurely gone out of print
• Organizations with a body of information they want published

in book form
Our authors select themselves. By joining our Author Ship,

they earn the right to have their works published by The Public
Press. (Manuscripts, however, must meet our very specific stan-
dards for quality and formatting.)

How do your books look?
Very similar, and intentionally so. We don't publish "books" so

much as "texts." Our products look like books, smell like books,
read like books, and are available wherever books are sold (includ-
ing Amazon and the major chains). Each new book is matched with
an electronic counterpart that features extensive graphics, reader
reviews, author interviews, and other materials not found in a nor-
mal "book."

A book from The Public Press is DVD as compared to yester-
day's videotape.
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The publisher and art director at The Public Press wish to
acknowledge and pay tribute to Jim Schley, the original author of
much of the technical material in the Author’s Guide. As Editor-
Off--the-Grid of Chelsea Green Publishing Company in its glory
days as the primiere sustainability press in the world, Jim worked
hard to develop the tools that smart practitioners and experts need-
ed to turn their experience and expertise into readable, useful
books.

This material has been updated, augmented, and adapted to suit
the needs of a broader range of authors by Michael Potts (art direc-
tor) and Stephen Morris (publisher) and all material is copyrighted
© by The Public Press in September, 2004.  

colophon
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Rules for Writing Good 

• Each pronoun agrees with their antecedent.

• Verbs has to agree with their subjects.

• Don't use no double negatives.

• A writer mustn't shift your point of view.

• Don't use a run-on sentence you got to punctuate it.

• About sentence fragments.

• Don't use commas, which aren't necessary.

• Don't abbrev.

• Check to see if you any words out.

• Never use a preposition to end a sentence with.

• Use apostrophe's right.

• Last but not least, lay off cliches.
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