TOMMIES GUIDES MILITARY BOOK SPECIALISTS

REVEILLE PRESS - TECHNICAL NOTES
Manuscript Submission

Material that is supplied on disk will, wherever possible, be edited on disk and interfaced directly to composition. We expect authors to provide manuscript, artwork and related materials in electronic formats wherever possible. In the current technological environment, it is very unusual for authors not to use an electronic medium. If you are not intending to supply electronic files, please let us know as soon as possible.

Your manuscript should be prepared on a word processor and ideally saved as a Microsoft Word 97-2003 (.doc) or Rich Text Format (.rtf) file format. Your book should be submitted as a single file and should be laid out in the page order that is required for the final printed book.

When using your word-processor package you should avoid unnecessary formatting of the document; the appearance and layout of your book will be created when we process your submission.

Where formatting of text is required (e.g. centred, italic, indents), please use the specific tools built into the word processing package.

Page Numbers

These will change when we lay out your book. If you have included any references to pages in the body of the text it is important you identify these to use on a separate sheet.

Book Layout

Each new chapter or section should start on a new page. Do not use the space bar to create indents or tabs.

Graphics and Images

If you want to include images in the body of your book please remember these can normally be reproduced only in black and white unless by arrangement. When preparing your digital text, ideally you should NOT embed or paste the images into the actual text of the document. However, you do need to indicate where the image should go in the document and you should do this by inserting a marker enclosed by angle brackets < > with a blank line above and below, as follows:

<image1.jpg >

 'caption'

If you require a caption, this should be included in the text of your manuscript immediately following the image marker.

If the images are embedded, please ensure we also have a complete copy of all the images supplied separately.

You should also include a list of all the images you intend to use in the book with your submission. Please include a copy of our Illustration Instructions for your use.

Scanned Images

For colour or black-and-white / greyscale images, we recommend all images are scanned at a minimum of 300dpi. Line drawings or charts should be scanned at a minimum of 600dpi.

At a resolution of 300dpi all images or graphics should be scanned at the actual size you wish to use or greater (usually we recommend you supply at the same size as the original).

Digital Photographs

Sometimes it is not possible to scan images or drawings so you may submit digital photographs to us. We recommend a minimum resolution camera of 3mp (mega pixels) and ensure you have the settings on the camera to highest quality.

If you have any queries relating to the preparation of your manuscript or graphics and images please do not hesitate to contact us at E: books@reveillepress.com T: +44 (0)845 475 1945 or Fax: +44 (0)870 622 1918).

COMPONENT PARTS OF A BOOK

The first step to making your book credible and professional is to include all the necessary parts of a book and put them in the right order. The inside of your book, which we call the book block, is divided into three main sections: the prelims or front matter, book block text, and end matter.

Please make sure that the manuscript you submit to us includes all three sections combined into a single document and in the correct format. See a detailed explanation and breakdown of all parts of your book below, followed by a checklist to help you ensure your book includes all the necessary sections.

Not all books will require all parts. If you have any doubts or questions please contact us.

Front Matter

Front matter introduces your book to your readers. The front-matter section, which appears before the main text, comprises a few pages that include the book's title, the author's name, the copyright information and perhaps even a preface or a foreword. Use the list of common front-matter pages below to identify those pages that are suitable for your book.

Half Title Page

The half title page is the first page of your book and contains your title only. This page does not include a by-line or subtitle. 
We will add this to your book layout.

Title Page

The title page is the part of your book that shows your full book title and subtitle (if necessary) along with your name, and any co-writer, editor or translator. 
We will add this to your book layout, although if you have a specific idea of how you want this to look, you may include it.

Copyright Page

The copyright page contains the copyright notice, which consists of the year of publication and the name of the copyright owner. The copyright owner is usually the author but may be an organisation or corporation. This page may also list the book's publishing history, permissions, acknowledgments and disclaimers.

We will provide you with a standard copyright page that incorporates your individual information and one of our ISBNs (International Standard Book Number).

Dedication

A dedication is optional and if required should be kept on a separate page.

Epigraph

If you have a simple quote or phrase that is significant to your book, you may want to consider adding it to the front matter of your manuscript as an epigraph. The source of the epigraph should be printed on the line under the quote or phrase. Please make sure you have permission to use your epigraph if it is beyond fair-use guidelines.

Table of Contents

A table of contents is the part of a book that is usually used only in non-fiction works that have parts and chapters. The wording of titles and headings must be worded exactly as they are in the book itself. You do not need to worry about the page numbers.

The contents should appear as a list in order of appearance:

All front material except title page, copyright page and dedication

Part numbers and titles, if you have them

Chapter numbers and titles

First level headings

All end matter (appendices, glossary, references, bibliography, index)

List of Illustrations or Tables

If your book includes several key illustrations or tables that provide information or enhance the text in some way, consider creating a page that lists them. If this material is included simply for comic relief or as a visual aid, a page listing may not be necessary. Just as with the table of contents, you will not need to list the page numbers.

Foreword

The foreword contains a statement about the book and is usually written by someone other than the author, who is an expert in the field/genre or is widely known in the area of the book's topic. 
A foreword lends authority to your book and may increase its potential for sales. If you plan to include a foreword, please arrange to have it written and included in your submitted manuscript. A foreword is most commonly found in non-fiction works and will include the author’s name at its close.

Preface

The preface is the brief introduction to your book, written by you. 
It usually describes why you wrote the book, your research methods and perhaps some acknowledgments if they have not been included in a separate section. It may also establish your qualifications and expertise as an authority in the field in which you are writing. Again, a preface is far more common in non-fiction titles and should be used only if necessary in fiction works.

Acknowledgments

Acknowledgments may be included as part of the preface, or they may be a separate page following or in lieu of the preface. These will include your notes of appreciation to people who provided you with support or help during the writing process or in your writing career in general. This section may also include any credits for illustrations or excerpts if not included on the copyright page. If the information is lengthy, you may choose to put the section in the back matter before or after the bibliography.

Book Block Text

The main text, or what we call the book block text, is the core of your manuscript. In the following outline of book block sections, find and use only the sections that apply to your manuscript. Make sure you combine each section into a single document, and submit it in the correct format.

Introduction

The introduction describes something about the main text that your reader should know before proceeding to read the book. Unlike a preface, which usually addresses the qualifications of the author, an introduction refers to the main body of the work itself. For example, if there are questions at the conclusion of each chapter, here is where you might prepare the reader and give tips on how best to use them. The introduction may also describe, in more detail than a preface, the research, methods and overall concept of the book. 
Main Text

Parts, chapters, subtitles, text breaks, tables, diagrams and images are good ways to organise and visually break up the monotony of your main text. The organisation of your book should follow the logical progression of your ideas from the introduction to the conclusion. In non-fiction titles, the contents page should reflect the organisation of your book and a brief outline of its content.

We recommend the Oxford Dictionary for Writers and Editors as well as Fowler’s Modern English Usage for points of style and the Concise Oxford Dictionary for spelling. Issues relating to style, grammar and punctuation are dealt with in our House Style Guide.

Clarity and consistency are essential. Be especially vigilant in maintaining consistency in spelling: if you capitalise, hyphenate or abbreviate a term you should do so throughout the manuscript.

While we do offer an optional professional proofing and copy-editing service, please do not assume all responsibility lies with them. While our copy-editors are word and grammar specialists, they may not always be experts in your field – this is usually advantageous because they will view your work without preconceptions. Be careful therefore to ensure that all technical or specialist material is spelled, typed and styled as it should be.

Epilogue

An epilogue is a brief concluding section, often addressed directly to the reader in a work of fiction. Most epilogues continue the story years later or update the reader on a certain character's whereabouts. You do not need to use a chapter number for this section.

Afterword

The afterword is also a brief concluding section, often used in non-fiction works. It also does not need a chapter number.

Conclusion

More extensive than an epilogue or afterword, a conclusion may or may not be numbered as the final chapter. The conclusion provides a summary of your ideas and concepts, leaving the reader with a clear understanding of the major concepts presented in the book and some guidelines on what to do with that information.

About the Author(s)

You may add a short biography at the end of your main text that summarises (1) any expertise you have in the field in which you are writing, (2) any previous books that you have published, and (3) a brief summary of where you currently live, with whom you live, and what type of work you do. If you would like to include a photo of yourself, be sure to submit it to us with your final manuscript according to the required image specifications.

End Matter

Your book submission is not complete unless it includes the information that goes into the back of your book, or end matter. Does your book require notes? An index? A resource list? End matter should be continuously paginated with the main body of the text, so that if the last page of the last chapter is 425, the first page of the end matter is 426. The following describes each of the common back matter sections:

Appendix

An appendix includes any data that might help clarify the text for the reader but would have disrupted the flow of the main text had it been included in an earlier part of the book. Some items included here might be a list of references, maps, tables, reports, background research and sources, if not extensive enough to be included in a separate section.

Notes

If your main text requires notes to amplify or document certain passages throughout the text, please arrange the notes by chapter in a notes section. Footnotes would more likely be included in the references section, described below.

Glossary

A glossary comprises alphabetically arranged words and their definitions. Be sure to include one if you use terminology or abbreviations that are not generally known to the average reader.

Resources

Often, readers want to buy products, conduct further research or join organisations in the field in which you have written. A list of organisations and associations, manufacturers and distributors, Web sites and other sources are invaluable to your readers.

Bibliography or References

Both the bibliography and reference sections list the sources for works used in your book. Be sure to arrange the sources alphabetically by the author's last name.

We prefer the author–date (Harvard) system of referencing and recommend you use it. This makes the job of referencing much easier. References are cited in the text using the author’s last name and date of publication.

The following guidelines will give you some of the basic rules of the system:

Multiple sources in one parenthetical citation are separated by semi-colons: (Smith 1969; Jones 1984; Roberts 1987).

Works with three or fewer authors include all names: (Smith, Jones, and Roberts 1987).

When a cited work has four or more authors, the first author’s name is used, with et al.: (Johnson et al. 1986).

If you are citing a direct quotation, include the page number on which the quote appears in the original source: (Johnson 1980: 63).

If two different authors whom you are citing have the same last name, include the first initial in text citations: (K. Bronson 1984); (F. Bronson 1942).

If an author has written more than one publication in the same year put 'a', 'b' etc. next to the date eg: (Smith 1996a) so that the reader can match it up to the correct reference.

Never use ibid. or op. cit. for text citations when using the author–date system.

Index

The index is an alphabetically ordered list of words and terms used for referencing your text. Please keep in mind that a computer-generated keyword index that lists a page number for a key term every time it occurs in your book tends to be overly long and has no logical organisation other than alphabetisation. On the other hand, a professional indexer analyses your entire book, anticipates subject items your reader will most likely want to find and lists them in an intuitive, accessible manner.

If you are preparing your own index, a combined subject index/author index is quite adequate for most books. However, you may want to supply these separately for ease of use. For some books other types of index may be added, e.g. place-name index.

For applicable titles, Tommies Guides offers an optional editorial service of a professional indexer who considers the focus, purpose, audience and organisation of your book to create an industry-standard, two-level index that is fully copy-edited and proof-read.

House Style

In order to gain some consistency in our publications we have devised a series of style guides which you may use prior to submitting your manuscript to us. This ensures consistent and accurate use of abbreviations and capitalisation across our titles.

For more information contact us to receive a copy at E: books@reveillepress.com or;

T: +44 (0)845 475 1945, Fax: +44 (0)870 622 1918.

