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INTRODUCTION

All this

Because of the specia part D W Thorpe plays in the Australian publishing industry, we are in the unique
position of being able to fill the information gap surrounding the seemingly mysterious area of self-
publishing. We have been publishing information about the Australian book industry since 1921; including
the trade journals Australian Bookseller & Publisher and the Weekly Book Newsletter. Our other well-known
titles Australian Books in Print and Guide to New Australian Books, are taken from one of the largest
bibliographies of Australian titles.

Since D W Thorpe acquired the ISBN Agency, we have been inundated with inquiries from self-publishers
seeking further information on how to go about publishing their titles ‘ professionally’. To meet this demand
and assist self-publishers in making production and distribution decisions, we have put together this
pamphlet. It aims to answer your questions, clarify the steps usually taken when producing publications, and
point you in the right direction for answers to any problems or queries you might have along the way.

The ISBN Agency was passed to D W Thorpe from the National Library of Australiain July 1997. Since
then, we have assigned many thousands of |SBNs to Australian publishers, enabling their publications to be
precisely identified across the world.

ISBNs are used to specificaly identify a title with a particular format, edition and content; usualy for
information accession (libraries) or ordering purposes (libraries and bookshops). They are internationally
applied and recognised, and as such make it much easier for people al over the world to find your works.
They can aso be incorporated into the EAN and barcode of abook, facilitating electronic sales in bookshops.

The ISBN Agency provides ‘blocks” of numbers to publishers, which range in size from 5 to 100,000, with
an administration fee caculated on a sliding scale. Publishers need to supply title details with their
application, and can expect to receive notification of their ISBN within two working days. At any time,
publishers can update their title details with us, should the title details change between the ISBN application
and publication.

The alocation of an ISBN to a work automatically ensures its inclusion in the Australian Books in Print
directory, along with the title details supplied by the publisher. This information is then reproduced in
international bibliographies (such as Global Books in Print), which our sister companies in the United
Kingdom and the United States produce. Subscribers to this service, anywhere in the world, can thus locate
the exact version or format of atitle (or author, or subject, etc), and easily contact the publisher/distributor.

from one 10-digit number ...




CHAPTER 1 - Producing your book

Despite the saying that ‘ you can’'t judge abook by its cover’, what your book looks like isimportant. A book
that 1ooks professional is more likely to appeal to readers than one which is poorly designed or produced. It
also stands a better chance of being supported by retailers — the easier your book is for booksellers to order
and sell, the better.

As a self-publisher, you have three options for producing your book. You can pay a professiona to
manage the entire process for you; manage part of the process yourself and pay a professional to manage
other aspects; or manage each step of the production process yourself — dealing directly with editors,
designers, printers and others. Which option you choose will depend on your own skills, and your finances.

Paying a professional to manage the production of your book might sound expensive, but companies that
do this kind of work will often be able to get better rates from designers and printers than you will as an
individual. You will, however, have to pay for their experience and expertise, so be sure to shop around — get
at least three quotes, and ask as many questions as you need to. Even if you do choose this option, it is still
important that you understand each step of the production process, so that you can be comfortable with
handing your book over to somebody else. Even though somebody else might handle the production, you
are still the publisher of the book.

While it may appear that handling all aspects of the production process yourself offers a cost advantage,
think carefully about taking on the task. Consider how much time you can commit to the project, and what
that time ‘costs' you, and whether you will need to spend money on equipment to do the job effectively.
However, if you do have the time and resources, have good computer skills and are confident about your
abilities, the greatest advantage of ‘doing it yourself’ is having complete control over the production of your

book.

The production process
Planning is the key to making the publication of your book an
enjoyable process! Read as much information as you can to
familiarise yourself with each step of the production process before
embarking on the process itself. Set out a schedule that is realistic
and allows amargin for unforeseen circumstances. It is better to take
a little longer to produce a good-quality product than make costly
mistakes as a result of rushing the project.

In very general terms, the main stages in the production process
are writing, editing, design and printing, and there are various steps
within each of these stages.

Writing

To make editing easier, your manuscript — the text of your book —
should be typed (on an electric typewriter but preferably on a
computer), with double spacing between each line, on one side of the
paper only, and with 3-5cm margins either side of the text. Use
white, A4-size paper and include a page number on every page
(although these will not be your book’s actual page numbers, this
allows the pages to be kept in order during the editing stage). If a
professional is managing the production of your book, ideally you
should provide the text on disk, as retyping the manuscript will incur
additional costs.

Editing
Whether you are managing your book’s production yourself, or using
a professional to manage design and printing, you should pay an
experienced editor to at least copyedit your manuscript. The level of
editing that you pay for depends on you: if you only want an editor
to check for basic grammar, spelling, typographical errors and
inconsistenciesin style — copyediting — stress that that isall you want.
If you want the editor to make more detailed suggestions as to how
you can improve your text and ensure that you are making your
message clear for your readers — structural editing — tell them.
Editing costs will vary depending on the size of your manuscript
and the level of editing required. Use a professional editor — ideally,
one with experience or interest in the subject of your book. There is
a Society of Editors in most states in Austraia (refer to our list of
contacts at the back of this pamphlet or our web site for local contact

details — www.thorpe.com.au) many of them publish a ‘freelance
register’ which provides contact details for editors and lists their
areas of expertise.

The editor will provide a‘marked-up’ copy of your manuscript for
you to look at before any changes are made. If you are unfamiliar
with proofreading marks, the editor can also be asked to make the
changes that you agree with. If you make the changes yourself, you
can ask the editor to proofread the corrections against their original
marked-up copy.

Design

If you are managing the production of your book yourself, you will
need a designer to design either the cover or the text, or both. Again,
use a professional designer; check your local newspaper, the Yellow
Pages, or contact the Galley Club of NSW or Victoria. (Printers may
a so be able to recommend a good designer, and vice versa.)

To create a cover design, the designer will need to know whether
the cover will be printed in one, two or four colours; what size book
you want; what the book is about; what wording and other elements
there will be on the cover; and what sort of ‘look’ you want for the
book. Show examples of what you like and don’t like about other
books, but try to allow the designer some creative freedom.

When deciding whether to print your book in one, two or four
(full) colour, remember that black is regarded as a colour (white is
not a colour). If using one or two colours you might use a PMS
(Pantone Matching System) colour; a good designer should suggest
colours, show you examples of PM S colours and explain that colours
can look different according to the type of paper they are printed on.

For the inside of your book, the designer will need to know the
extent of the book — how many pages it will be; whether it contains
colour, illustrations, photographs, tables and charts, or an index; and,
again, what sort of ‘look’ you want. (To work out the extent of your
book, you need to ‘cast off’ — that is, to calculate how many words
will fit on apage of a particular size, and using a particular typeface.
A good designer should be able to do this for you, but you should
have an idea of what physical size you want the book to be.)

If you have desktop publishing software and choose to design your
book yourself, there are a number of publications that go into great




detail about design and typography. Most importantly, your design
should be easy to read, and take into account any special needs of
your book’s audience.

Printing

The most important decisions you must make with regard to printing
are what sort of paper and binding will be used for your book, and
how many copies will be printed. The quality of the paper used will
depend on what sort of book it is—you need a ‘coated’, glossy, ‘art’
paper for a full-colour photographic book, but inexpensive
‘uncoated’ paper for anovel. A good printer will make suggestions as
to the most suitable paper and binding (there are many different types
within the paperback and hardback options) for your book, and will
be ableto provide you with paper samplesto choose from. To provide
a quote, the printer will need to know the size of your book; the
extent of your book; stock — what sort of paper; quantity — the
number of copies required; use of colour —whether one, two or four;
whether any scanning (reproduction) of photographs or illustrations
is required and if so, how many pictures there will be; whether the
text will be provided in a printed form (camera-ready artwork) or on
disk; and where to deliver the printed books (one delivery point only
is most economical). You should ask the printer what the job
‘turnaround’ will be —how long it will take.

Get several quotes from printers of different sizes. Check the
Yellow Pages, or contact the Galley Club of NSW or Victoria
Generally, the more copies you print, the cheaper ‘per unit’.
However, it is not economical to print more copies of your book than
you will be able to sall!

Structure of a book
Generally, a book can contain the following elements, although not
always al of them, in this standard order:

« half-title page

« title page

* imprint page

« dedication

« acknowledgments

* contents

* list of illustrations
* introduction

* body text (chapters)
* epilogue

* glossary

* appendixes

* list of abbreviations
* notes

« bibliography

* index

Page numbers are odd on right-hand (recto) pages, and even on
left-hand (verso) pages. Pages up to and including the introduction
are paginated with lower-case Roman numerals; the following pages
with Arabic numerals. For example, in the case of abook containing
al of the above elements, the first page of the body text would be
page 1. However, not al pages will be printed with a page number, or
folio. For detailed guidelines on page numbers and planning the order
of your book, refer to Auslnfo’s (formerly the Australian Government
Publishing Service) latest edition of the Style Manual for Writers,
Editors and Printers.

The imprint page

The information contained on the imprint page (verso of the title
page) varies from publisher to publisher, but you should at least
consider obtaining a CiP entry containing your book’s ISBN and a
copyright line (see Chapter Two - Your Rights &
Responsibilities).You may also wish to include the name of the
editor, designer and printer on your book’s imprint page.

Further reading

There are many books which go into great detail about every aspect
of the production process; your local library or writers' centre should
be able to suggest a number of titles to you. Again, Ausinfo’'s Syle
Manual for Writers, Editors and Printers provides comprehensive
but accessible information on every aspect of producing a book.




Chapter 2 — Your Rights and Responsibilities

The goal of al publishersis to ensure that their book reaches as many people as possible. There are a
number of standard procedures and systems which guarantee that all publications can be located and used
by a wide audience, and which protect your rights as a publisher. There are also certain legal requirements
that you must meet as a publisher, no matter how large or small you are.

Copyright

Copyright is an international ly recognised system of protecting the
rights of creators of written, performed or artistic works such as
books, plays, paintings, computer programs or sound recordings.
There are a number of aspects of copyright that you as a self-
publisher should be aware of.

Copyright does not protect ideas or titles (although atitle may
be registered as a trademark), but it does protect the written or
published form of your book. There is no procedure necessary to
protect copyright in your book — it is an automatic right. Generally,
as soon as an original work is written down, saved to disk, or
recorded in someway, it is protected. And although it does not cost
you anything to ‘own’ copyright of your book, copyright can be
bought and sold (for example, a magazine may pay to reproduce
part of your book, or a film company may pay for the right to
produce a film version of your book). Although the duration of
copyright protection can vary, in the case of books it generally
lasts for the lifetime of the creator or author of the book, plus 50
years.

Under international convention, Australian copyright works are
protected in most other countries, and copyright works from most
other countries are protected in Australia.

Although there is no legal requirement to do so, most copyright
owners — in the case of books, usually the author or publisher —
include the international copyright symbol ©, the copyright
owner's name, and the year of publication on the printed book.
This merely serves the function of indicating who the owner of the
copyright on that work is. Remember that as a publisher you are
legally obliged to obtain permission to use others’ copyright-
protected material in your book.

The Copyright Council of Australia is an independent non-
profit organisation that freely provides a large number of
information sheets on this topic from its web site —
www.copyright.org.au — or you can contact them directly:

Copyright Council of Australia
245 Chalmers Street

Redfern NSW 2016

Tel (02) 9318-1788, Fax (02) 9698-3536

Email info@copyright.org.au

Copyright Agency Limited (CAL) distributes moneys collected
from institutions and organisations for the copying of CAL
members' copyright material. An information brochure outlining
this function, as well as general information brochures about
various aspects of copyright, can be obtained by contacting:

Copyright Agency Limited
Level 19, 157 Liverpool Street

Sydney NSW 2000

Tel (02) 9394-7600, Fax (02) 9394-7601
Email info@copyright.com.au

Web site www.copyright.com.au

Moral Rights

Moral rights relate to a creator’s reputation in connection to their

work. These rights now exist automatically in Australia. The three

moral rights for authors are:

1. Theright of an author to be identified as the author of awork (‘the
right of attribution’);

2. Theright of an author not to have their work altered in aprejudicial
way (‘theright of integrity’); and

3. The right not to have authorship falsely attributed (‘the right
against false attribution’).

Basically, this means that your work cannot be altered without your
consultation and written consent, it cannot be intentionally destroyed
or defaced, and you must be credited for your work.

The Copyright Council of Australia can provide you with more
detailed information on this topic. You can contact them directly on
the numbers provided above, or you can log on to their web site
www.copyright.com.au.

ISBN — International Standard

Book Number

An International Standard Book Number (ISBN) isaunique, 10-digit
number that ensures that your book can be identified throughout the
world.

The various elements of the ISBN comprise the country, language
or other ‘group identifier’ of your book; your ‘publisher prefix’; the
‘title identifier’; and a ‘check digit’. The ISBN enables libraries,
booksellers and others to identify books in orders, stock control and
library systems; it simplifies processing of book orders; and can be
part of the EAN number (formerly known as Australian Product
Number) used on barcodes for books. The alocation of ISBNs in
Australia since July 1997 has been managed by Thorpe Information
Services. Costs vary according to the number of ISBNs issued. You
will require a separate ISBN for each different title that you publish,
and each new edition of atitle. More information, alist of frequently
asked questions and application forms are available from Thorpe's
web site www.thorpe.com.au — alternatively, contact:

ISBN Agency

D W Thorpe

Locked Bag 20

Port Melbourne VIC 3207

Tel (03) 9245-7385, Fax (03) 9245-7393
Email isbn.agency @thorpe.com.au

Web site www.thorpe.com.au

ISSN — International Standard

Serial Number

An ISSN isan eight-digit number used for serial publications. Unlike
the ISBN, an ISSN only identifies the title — there is no ‘group’ or
‘publisher identifier'’ making up part of the eight-digit number. A
‘serial’ publication is allocated an ISSN to the title — this number
does not change until the title does. The alocation of ISSNs in
Australia is managed by the National Library of Australia




Information brochures or application forms can be obtained by
contacting:

ISSN Agency

National Library of Austraia

Canberra ACT 2600

Tel (02) 6262-1213, Fax (02) 6273-4492
Email issn@nla.gov.au

Web site www.nla.gov.au/services/I SSN.html

CiP — Cataloguing-in-Publication

The National Library of Australia (NLA) manages Cataloguing-in-
Publication (CiP) data, which is used by libraries in Australia and
around the world to catalogue books. A CiP entry includes the name
of the authors, the book’s title and subjects, and the book’s ISBN
(you must have an ISBN in order to obtain CiP). While CiP data is
not alegal requirement, CiP entries are listed on Kinetica, the NLA's
database of material held in Australian libraries, ensuring that books
can be used by a wide audience. As CiP information should be
included on the printed version of your book, the NLA will prepare a
CiP entry for your book beforeit is published, from aform completed
by you. The CiP information should be printed in your book
according to the guidelines provided by the NLA. An information
brochure and application forms can be obtained online at the NLA’s
web site, or by contacting:

Cataloguing-in-Publication Unit
Nationa Library of Austraia

CanberraACT 2600

Tel (02) 6262-1458, Fax (02) 6273-4492

Email cip@nla.gov.au

Web site www.nla.gov.au/services/CIPhtml

Legal deposit

As the name suggests, legal deposit is alega requirement to ensure
that copies of publications are deposited in librariesin the country in
which they are published. In Australia, the Copyright Act 1968 and a
number of State Acts require publishers to provide one copy of any
work they publish to the National Library of Australia and to the
relevant library/iesin the statein whichit is published. Legal deposit
ensures that your book can be identified and used by as many people
as possible, now and in the future.

You should provide copies of your book for legal deposit as soon
as possible after publication, athough legal deposit libraries will
contact publishers when they find that they have not received a
publication required for legal deposit. The time frame within which
your book must be lodged with the appropriate libraries varies from
state to state, but, generally, it must be deposited within one to two
months of publication. There is no charge for legal deposit. An

information brochure listing requirements and contact details for
each state can be obtained by contacting:

Legal Deposit Unit

National Library of Australia

Canberra ACT 2600

Tel (02) 6262-1312, Fax (02) 6273-4322
Email legaldep@nla.gov.au

Web site www.nla.gov.au/services/|deposit.html

EAN
EAN Australia (formerly the Australian Product Number)
admini sters the standard worl dwide numbering and barcoding system
used to identify products, goods, services, locations and shipments,
in many different industry sectors. In the book sector, the EAN can
be calculated from the ISBN/ISSN. EAN Australia provides this
service and encourages publishers to join in order to receive many
other benefits like newdletters, barcode testing, and the software to
calculate check digits from your ISBN</ISSNs.

The EAN number is then represented by an EAN 13 digit barcode
— see barcode section below. For EAN information, contact:

EAN Australia

2 Kingston Town Close

(Locked Bag 10)

Oakleigh VIC 3166

National Tel Number 1300-366-033, Fax (03) 9569-1525
Web site www.ean.com.au

Barcode

The barcode, representing a product’s number in aform which can be
read by an electronic barcode scanner, is used by publishers,
booksellers and libraries to order, sell and manage books using
computerised inventory and cataloguing systems. Including a
barcode on your book will make it easier for a bookseller or library
to sell or lend your book. The barcode should be included on the back
cover of the book, for ease of use.

Barcodes can be generated without an ISBN/ISSN, however if
you have either of these numbers, it makes more sense to generate the
barcode from them, as they are complementary systems. If you don’'t
have an ISBN/ISSN, you will need to contact EAN (see address
above), who administer barcodes in Austraia.

Thorpe Information Services offers publishers the option of
obtaining barcodes in a ready-to-use format with their 1SBNs.
Contact Thorpe ( contact details are listed in the ‘ISBN’ section,
above) for an application form to have a barcode produced with your
ISBN. Alternatively, barcode suppliers are listed in the Yellow Pages
of major cities, under the heading ‘Identification Systems'.




Chapter & — Australian Books in Print & GNAB

All books published in Australia are eligible for free inclusion in D W Thorpe's Australian Books in Print
(AusBiP), which is used by libraries and bookshops to identify and order titles for their customers. It is
currently produced in two different formats: an annual bound edition, and a monthly edition on microfiche;
and it will soon be available on-line. Australian Booksin Print includes lists of Australian titles and authors,
as well as contact details for Australian publishers and distributors.

As Australian Books in Print is an excellent form of free advertising
for your book, it is important that you provide up-to-date details for
inclusion in each edition. To ensure that libraries and bookshops are
able to locate and order your books easily, it is essential that you
provide as much information as possible, and as early as possible
prior to the publication of your book. Should any details change
during the production process, your entry in Australian Books in
Print will be updated free of charge, as soon as you notify D W
Thorpe in writing, quoting the relevant ISBN.

Thorpe's free entry forms allow you to add new titles, and Thorpe
will assist you in completing them if necessary.

Guide to New Australian Books is a unique listing and description
of newly published Australian books. Each entry includes an
annotation (a description of the work’s contents), full bibliographic
details, author, editor, illustrator and subject index.

To be eligible for entry into GNAB, you need to send a copy of
your work to Thorpe Information Services as soon as possible after
publication. When submitting, please include a notification of its
GST-inclusive recommended retail price and the month and year of
its publication.

For more information, or for application forms for Australian Books
in Print, contact:

Thorpe Information Services
18 Salmon Street

(Locked Bag 20)

Port Melbourne VIC 3207

Tel (03) 9245-7576, Fax (03) 9245-7393
Email infoservices@thorpe.com.au

Web site www.thorpe.com.au




Chapter 4 — seling your book

When publishing a book, you must consider whether or not you want to sell it, or whether you'd
rather just supply it to certain people (say your family, friends, loca library, people within your
writing group). If you decide to make it available outside of this ‘circle’ —to retail outlets for example
—you must invest time and energy into promoting and selling your book.

You may wish to pay a professional to handle either the promotion or distribution, or both, but even if
you do, be aware of the options available to you. You will want to be confident that the person you
are paying is doing a good job, and you may wish to do additional promotion yourself.

Promoting your book

There are two aspects of ‘promotion’: publicity and advertising. The
difference between the two is that publicity isfree, whilst advertising
is paid for. However, good publicity can result in ‘free advertising’.

Publicity
When promoting your book, keep in mind that it needs to stand out
from the thousands of other books that are published each year.
Booksellers and book reviewers receive literally hundreds of
catalogues, information sheets and review copies of ‘bestsellers' each
month, and will need more than your personal guarantee to be
convinced that the book has something to offer them. Emphasise your
book’s unique qualities clearly and interestingly, and provide all the
necessary information about your book (keeping in mind that
sometimes less is more).

There are many avenues for publicising your book, and you
should plan your publicity strategy even before the book has been
printed.

Pressreleases If you believe that your book is unique in its subject
matter or takes a new approach to a subject, or if thereisan
interesting story behind your decision to self-publish your book,
newspapers, magazines, radio and television programs may wish to
interview you about it. Send a press release about your book to a
range of publications and programs, and be sure to address them to
the appropriate person.

Pay as much attention to writing your press release as you did to
writing your book. Remember that you need to grab the attention of
the editor or producer who makes decisions. Offer them something
timely, new or quirky, but make sure you approach the relevant
industry contacts for the type of book you are publishing: if your
book is light-hearted, don't approach a serious, current affairs
magazine or program.

(If you are not confident about speaking on radio or appearing on
television, don’t approach them. Also, don’'t expect to be paid for any
of these appearances; thisis ‘free advertising’ for your book.)

One of the best resources for deciding where to promote your
book is Margaret Gee's Media Guide (published by Information
Australia), which lists contact details for media outlets all over
Australia

Review copies You will need to set aside a number of copies of your
book for promotional purposes. Sending out review copies can prove
to be an expensive exercise if you don't achieve your goal, so before
you send out finished copies, plan your strategy. You may decide to
send written material only, stating that a review copy is available on
request.

Be sure to establish the reviewing policy of the publication in
question. There may be particular guidelines that you should follow
to increase the chances of your book being reviewed; amagazine may

commission books for review, rather than accept unsolicited material.
(For example, D W Thorpe's book industry journa Australian
Bookseller & Publisher does not review books in every issue, and
reviews books two to three months ahead of their publication.)

Aswell as genera publications, target any specialist publications
that might be interested in your book. Many clubs and associations
have their own member newsletters and are always keen to review a
new product that relates to their special interest.

You might also choose to send areview (or ‘reading’) copy to any
bookshops that you think may be interested in your book. Many
bookshops like to support self-publishers, particularly local authors.
If you have a good relationship with your local bookseller, talk to
them about the possibility of promoting your book with them. You
may find that they will support areading and signing session in their
store if your book will be of interest to their local market.

When sending review copies, include an information sheet
providing details about the book’s subject, some information about
the author, the price and format (hardback or paperback), the book’s
ISBN and your contact details.

Word-of-mouth While you can't control word-of-mouth publicity
for your book, you can tell as many people as you can about it, and
be proud of your achievement. Word-of-mouth publicity can aso
come about as the result of booksellers recommending it to their
customers, or readers recommending it to others. It's one of the best
forms of publicity you can hope to get.

‘AusBiP’/*GNAB’ Be sure to compl ete the forms and provide a copy
of your book for listing in D W Thorpe's Australian Books in Print
and consideration for inclusion in Guide to New Australian Books
(see Chapter Three—Australian Booksin Print). Thisisfree publicity
which ‘advertises’ your book to booksellers and librarians.

Advertising

If you are going to pay to advertise your book, you want to be sure
that you are spending your money effectively. You can pay to
advertise your book to both booksellers and consumers, but if you
have limited funds, you should concentrate on letting booksellers
know about your book through advertising.

Don’t advertise your book until you have finished copiesto supply
to booksellers Customers want to be able to buy something when
they want it, and booksellers need to be able to have your book on
their shelves in anticipation of customer demand. Trade publications
such as Australian Bookseller & Publisher and the Weekly Book
Newsletter are ideal places to advertise your book to booksellers.

If you do decide to pay to advertise your book directly to
customers, you should consider advertising in special-interest
publications and bookshop newsletters as well as newspapers and
magazines, as they may be less expensive options. You may aso be
able to purchase mailing lists from special-interest groups, so that
you can ‘direct mail’ advertising material and order forms to those




who may have a particular interest in your book. (Be sure to include
an order form if you choose to direct mail.)

Distributing your book

All the promotion in the world will come to naught if you cannot
follow through and provide copies of your book quickly and
efficiently. You can choose to distribute your book yourself, or
employ a distributor or agent to supply your book to booksellers for
you.

Doing it yourself

The biggest disadvantage of managing distribution yourself is that it
takes time and is an ongoing job. You need to be easily contactable
(by phone, fax, and, increasingly, email), and able to provide quick
turnaround of orders. You will aso need to be vigilant in your
accounting and offer standard terms of trade to booksellers.

Terms of trade

‘Terms of trade’ are the terms under which you supply your book to
booksdllers. If you complete your form for free listing of your
publisher details in Australian Books in Print (see Chapter Three),
you will be asked for details such as what discount you offer, whether
you charge for freight, whether you have a ‘small order surcharge’,
and what your ‘returns’ policy is. These are your ‘terms of trade’, and
if you choose to supply your book yourself, you need to understand
these terms and think carefully about them. Your terms of trade are
very important decisions, and should be based on sensible business
principles.

Freight — ‘FIS' stands for ‘Free Into Store’, which means you bear
all the costs of getting copies of your book (regardless of quantity) to
the bookshop. ‘FIS + service charge’ means that you apply a set
charge for supplying any quantity of your books. ‘Freight charged’
means that you charge the bookshop for the actual cost of sending the
books to them. As a self-publisher without the distribution facilities
of alarge publisher, you will probably want to charge freight at cost.

Small order surcharge (SOS) — As the name suggests, this is a
charge for supplying a small quantity of books, usually based on the
number of copies ordered or the net value of an order. For example,
a publisher may impose a SOS of ‘$5 on single copies’, or ‘$5 on
invoices under $50 net’.

Returns — ‘All orders firm sal€’ (FS) means that booksellers must
pay for al copies ordered and cannot return them. ‘Sale or return’
(SOR) means that a bookseller can return unsold copies, usualy
within a time frame specified by the publisher. You might also wish
to offer your books ‘on consignment’, which means the bookseller
takes a certain number of copies of your book, pays you as they are

sold, and can return unsold copies within a certain time frame. If you
choose to sell your books at firm sale, booksellers will expect a
higher discount for ‘taking the risk’ on your book.

Discount — You need to offer a discount to booksellers to sell your
book for you. When planning to self-publish your book, you need to
include this discount in your costing; if the GST-inclusive retail price
of your book is $14.95, you will not, of course, receive that amount
for each copy! Discounts may range from 10% up to 60%, but
‘standard’ discount is 33-40%. You may wish to offer a range of
discounts based on the quantity of books ordered — see SOS above.

GST —You should ensure that the GST inclusive recommended retail
priceis quoted on al your promotional and other material.

Faulty copies — If your book is faulty in any way — for example,
misbound, or damaged in transit to a bookshop — booksellers will
expect to be able to return copies to you and receive either a credit or
a replacement copy. As the publisher usualy bears the cost of
returning faulty copies, you may wish to specify that the bookseller
can ‘return title page’ rather than ‘return whole book’.

Using a distributor

The biggest advantage of using a distributor or commissioned agent
to sell your book for you, isthat they have the expertise and resources
to do the job effectively. The biggest drawback is that you will need
to supply your book to a distributor at a high discount, as they are
bearing the costs of supplying your book to bookshops (including
discount to booksellers). Also consider that if you are distributing
your book yourself, you can focus all of your resources on it, whereas
adistributor or agent is handling many titles at once.

You need to be confident that a distributor will do justice to your
book. Be sure to ask al the questions you need to feel confident that
the distributor will promote your book as effectively as possible; ask
about their publicity policy, the strength of their sales representative
force, what they require in terms of discount, and their accounting
procedures (that is, when you receive payment for sales of your
book), and compare them with others. You will also want to establish
whether you are also able to promote and sell your book yourself, as
some distributors may prefer an ‘exclusive’ arrangement.

Some distributors are known for specialising in particular types of
books, and are able to market your book effectively to outlets that
will have a particular interest in your book.

Both the Australian Publishers Association (APA) and the
Australian Booksellers Association (ABA) sell lists of Australian
book distributors, which will help you establish which distributors
might be interested in selling your book.

Good luck with your publishing endeavours, and maybe some
time soon we'll see your name on the bestseller’s list!




Glossary — of Acronyms & Terms

AB&P
ABA
Agent

APA

ARP

AusBiP

Barcode

Binding

©

CAL

CiP
Copyediting

CRA

Discount

Distributor

Extent
FIS

FS

Australian Bookseller & Publisher.
Australian Booksellers Association.

May be somebody commissioned by a publisher
or distributor to sell books to retail outlets, or
somebody who represents the interests of an
author.

Australian Publishers Association (formerly
ABPA — Australian Book Publishers
Association).

Australian Recommended Price. Now RRP (see
below).

Australian Books in Print.

A code printed on a product which can be read
by an electronic barcode scanner. Used by
publishers, booksellers and libraries to identify,
order, sell and manage books using computerised
inventory systems.

The type of cover of abook — generally
expressed as either hardback or paperback, but
sometimes as cased (hardback) or limp/softback
(paperback).

Copyright.
Copyright Agency Limited.
Cataloguing-in-Publication.

Checking a manuscript for grammar, spelling and
typographical errors, and inconsistenciesin style.

Camera-ready artwork/art. Final film or bromide
version of a manuscript, ready for printing, as
opposed to providing the version on a disk.

A percentage of the RRP of a book subtracted by
the publisher when supplying the book to a
retailer.

Somebody who supplies other publishers’ books
to retailers.

The number of pages in a book.

Free Into Store. The publisher bears the freight
costs of supplying books to retail outlets.

Firm Sale. A term of trade under which aretail
outlet cannot return unsold books to the
publisher or distributor.

Folio

Full-colour

GNAB
Hard copy

Imprint page

ISSN
L egal Deposit

Page number.

Printing using the four-colour process, which
uses the ‘ process colours' cyan (blue), magenta
(red), yellow and black (CMY B) to make any
colour needed.

Guide to New Australian Books.

A printed version of a manuscript or other text,
as opposed to an electronic copy of the text (on
computer or disk).

Usually the reverse page of a book’s title page.
Carries information such as CiP data, including a
book’s ISBN, copyright line, publication date,
and information about the publisher and printer.

International Standard Book Number. (It is
incorrect to say ‘ISBN number’ — use simply
‘ISBN’.)

International Standard Serial Number.

Statutory provision to ensure that copies of all
publications in Australia are lodged with the
National Library of Australia and State Libraries.

Manuscript (M S)The copy of a book.

NLA
Returns

RRP

Supplier

Terms of trade

WBN

National Library of Australia.

Unsold books returned to the publisher or
distributor.

Recommended Retail Price. The GST-inclusive
price at which the publisher recommends that
retail outlets sell the book.

Sale Or Return. Term of trade under which a
retail outlet may return unsold books to a
publisher or distributor, usually within a
specified time frame.

Somebody who supplies books to retail outlets.
May be a publisher or a distributor.

The terms, including discount and returns policy,
under which a publisher or distributor supplies
books to retail outlets.

Weekly Book Newsletter.




Useful Addresses

Australia Council — Literature Fund
Acting Manager: Gail Corke

Administrator: Gail Ford

372 Elizabeth Street

Surry Hills NSW 2010

PO Box 788

Strawberry Hills NSW 2012

Tel (02) 9950 9000, 1800 226 912 (toll free),
Fax (02) 9215 9111

Website: www.ozco.gov.au

Email: literature@ozco.gov.au

Australian Booksellers Association
Executive Director: Kathleen Mapperson

President: Margie Arnold

Suite 65, 3rd Floor, 255 Drummond Street

(PO Box 1088)

Carlton VIC 3053

Tel (03) 9349 5766, Fax (03) 9349 5799

Website: www.aba.org.au

Email: abasba@aba.org.au

Australian Copyright Council
Chairman: Peter Banki

Executive Officer: Libby Balch

Suite 3, 245 Chalmers Street

Redfern NSW 2016

Tel (02) 9318 1788, Fax (02) 9698 3536

Website: www.copyright.org.au

Email: info@copyright.org.au

Australian Literary Translators
Association (ALITRA)

Contact: Dr Lila Zarnowski

Department of Slavic Studies

Monash University

Clayton VIC 3168

Tel (03) 9905 2252

Email: lila.zarnowsy @arts.monash.edu.au

Australian Publishers Association
(APA)

Executive Director: Susan Bridge

Suit 60, 89 Jones Street

Ultimo NSW 2007

Tel (02) 9281 9788, Fax (02) 9281 1073

Website: www.publishers.asn.au

Email: apa@publishers.asn.au

Australian Society of Authors (ASA)
Chair: Libby Gleeson

Executive Director: Jose Borgnino

PO Box 1566

Strawberry Hills NSW 2012

Tel (02) 9318 0877, Fax (02) 9318 0530

Website: www.asauthors.org

Email: asa@asauthors.org

Australian Society of Indexers
PO Box R598, Royal Exchange

Sydney NSW 1225

Tel 0500 525 005

A more extensive and updated list can be found by
visiting www.thorpe.com.au/support/support_links.htm
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Website: www.aussi.org
Email: secretary@aussi.org

Australian Capital Territory
GPO Box 2069
CanberraACT 2601

Email: actbranch@aussi.org

New South Wales

PO Box R598, Royal Exchange
Sydney NSW 1225

Email: nswbranch@aussi.org
Victoria

GPO Box 1251
Melbourne VIC 3001

Email: vicbranch@aussi.org

Australian Storytelling Guild
Australian Capital Territory

President: Mary French

Tel (02) 6254 2349

Secretary: Ed Miller

Tel (02) 6241 1119

Treasurer: Yvonne Wisbey

Tel (02) 6259 1918

PO Box 420

Dickson ACT 2602

New South Wales

Contact: Sandra O’ Neill

PO Box Q274, QVB Post Poffice
Sydney NSW 1230

Tel/Fax (02) 9525 9958

Email: gsoneill @ozemail .com.au
Website: www.home.aone.net.au/stories

South Australia

Contact: Joyce Tyrell

1/98 Marian Road

Glynde SA 5070

Tel (08) 8337 6144

Email: gfross@merlin.net.au
Victoria

Contact: Gael Cresp

PO Box 10

Deepdene Delivery Centre VIC 3103
Tel (03) 9571 7303, Fax (03) 9568 6033
Email: gcresp@swin.edu.au

Western Australia

President: Neville Blantey
Secretary: Sandra Swain

PO Box 1170

West Perth WA 6872

Email: talzydog@upnaway.com
Email: Sandras@nw.com.au

Australian Writers Guild (AWG)
(The Professional Association for Scriptwriters)
Executive Director: Sue McCreadie

8/50 Reservoir Street

Surry Hills NSW 2010

Tel (02) 9281 1554, Fax (02) 9281 4321

Website: www.awg.com.au

Email: admin@awg.com.au




Queendand

QLD Writers' Centre QPIX
Branch Manager: ElsVVan Poppel
33A Logan Road
Woolloongabba QLD 4102
Tel/Fax (07) 3391 2809

Email: awggld@powerup.com.au

South Australia

The Writers Centre

Branch Manager: Joya Stevens
187 Rundle Street

Adelaide SA 5000

Tel/Fax (08) 8232 6852

Email: sa@awg.com.au
Victoria

Branch Manager: Daphne Stitt
Metropolitan Meat Market

42 Courtney Street

North Melbourne VIC 3051

Tel (03) 9328 5671, Fax (03) 9328 5670
Email: awgvic@ozemail.com.au

Western Australia

Branch Manager: Alan Payne

196 Oxford Street

(PO Box 492)

L eederville WA 6007

Tel (08) 9201 1172, Fax (08) 9201 1173
Email: wa@awg.com.au

Australian Writers Guild Authorship
Collecting Society (AWGACS)
Executive Officer: Polly Seidler

8/50 Reservoir Street

Surry Hills NSW 2010

Tel (02) 9281 2973, Fax (02) 9281 4321

Email: awgacs@awg.com.au

Cataloguing-in-Publication (CiP) Unit
Nationa Library of Austraia

Canberra ACT 2600

Tel (02) 6262 1458, Fax (02) 6273 4492

Website: www.nla.gov.au/services/CIPhtml

Email: cip@nla.gov.au

Copyright Agency Limited (CAL)
Member Services Manager: Jenny Longland

Level 19, 157 Liverpool Street

Sydney NSW 2000

Tel (02) 9394 7600, Fax (02) 9394 7601

Website: www.copyright.com.au

Email: info@copyright.com.au

Educational Lending Right (ELR)
Contact: Margaret Brookes

GPO Box 3241

Canberra ACT 2601

Tel (02) 6271 1650, 1800 672 842 (toll free),

Fax (02) 6271 1651

Website: www.dcita.gov.au/elr.html

Email: elr.mail @dcita.gov.au

Fellowship of Australian Writers
New South Wales

Secretary: Alan Russell

PO Box 488

Rozelle NSW 2039

Tel/Fax (02) 9810 1307
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Northern Territory
President: Jacquie Williams
PO Box 37512

Winnellie NT 0821

Tel (08) 8927 0541

Queensland

President: Adele Moy

PO Box 6338

Upper Mount Gravatt QLD 4122
Tel (07) 3359 8647

Email: adelem@eis.net.au

South Australia
53 Ozone Street
Victor Harbour SA 5311

Tasmania

President: Mrs J Cooke
Fourwinds, ¢/- Post Office
Margate TAS 7054

Fax (03) 6239 6991

Victoria

Executive Officer: Marcus Niski
PO Box 3036

RipponleaVIC 3183

Tel/Fax (03) 9528 7088
Website: www.writers.asn.au/
Western Australia

PO Box 312

Cottesloe WA 6001

Galley Club of NSW
Janis Barbi

PO Box 983

Lane Cove NSW 1595

Email: janisb@mm.com.au

Galley Club of Victoria
The Secretary

PO Box 72

Port Melbourne VIC 3207

ISBN (International Standard Book
Number) Agency

Thorpe Information Services

18 Salmon Street

(Locked Bag 20)

Port Melbourne VIC 3207

Tel (03) 9245 7385, Fax (03) 9245 7393

Website: www.thorpe.com.au

Email: isbn@thorpe.com.au

ISSN (International Standard Serial
Number) Agency

National Library of Australia

Canberra ACT 2600

Tel (02) 6262 1213, Fax (02) 6273 4492

Website: www.nla.gov.au/services/issn.htm/

Email: issn@nla.gov.au

National Library of Australia -
Legal Deposit Unit

National Library of Australia

Canberra ACT 2600

Tel (02) 6262 1312, Fax (02) 6273 4492

Website: www.nla.gov.au/services/Ideposit.h.tml
Email: legaldep@nla.gov.au




Public Lending Right (PLR) Scheme
Administrator: Paul Bootes

GPO Box 3241

CanberraACT 2601

Tel (02) 6271 1650, 1800 672 842 (toll free),

Fax (02) 6271 1651

Website: www.dcita.gov.au/plr.html

Email: plr.mail @dcita.gov.au

SAN (Standard Address Number)
Agency

Thorpe Information Services

18 Salmon Street

(Locked Bag 20)

Port Melbourne VIC 3207

Tel (03) 9245 7385, Fax (03) 9245 7373

Email: isbn@thorpe.com.au

Society of Book lllustrators - Victoria
Coordinator: Ann James

15 Graham Street

Albert Park VIC 3206

Tel (03) 9696 0947, Fax (03) 9696 0893

Society of Editors
Australian Capital Territory
President: Lee Kirwan

PO Box 3222

Manuka ACT 2603

Tel (02) 6251 2415

Website: www.editors.dynamite.com.au
Email: Ikirwan@nla.gov.au

New South Wales
Contact: John Fleming
PO Box 254
Broadway NSW 2007
Tel (02) 9294 4999

Queensland

President: Barbara Ker Wilson

Vice President: Janette Whelan

PO Box 1524

Toowong QLD 4066

Tel/Fax (07) 3822 6571

Website: www.editorsgld.com

Email: kerwilson@telstra.easymail.com.au

South Australia

Treasurer: Pam Maitland

PO Box 2328

Kent Town SA 5071

Tel (08) 8411 6375 (message service), Fax (08) 8232 3994
Website: www.editors-sa.org.au

Email: info@editors-sa.org.au

Victoria

President: Pia Herbert

Secretary: Stefanie Pearce

PO Box 176

Carlton South VIC 3053

Tel (03) 9513 6608

Website: www.vicnet.net.au/~socedvic

Writers Centres

New South Wales

Executive Director: Irina Dunn

NSW Writers' Centre

PO Box 1056

Rozelle NSW 2039

Tel (02) 9555 9757, Fax (02) 9818 1327
Website: www.nswwriterscentre.org.au
Email: nswwc@nswwriterscentre.org.au

Queensland

Director: Hilary Beaton

Queensland Writers Centre

Level 2, 109 Edward Street

Brisbane QLD 4000

Tel (07) 3839 1243, Fax (07) 3839 1245
Website: www.qwc.asn.au

Email: gldwriters@qwec.asn.au

South Australia

Director: Barbara McFayden

SA Writers' Centre

187 Rundle Street

(PO Box 43, Rundle Mall Post Office)
Adelaide SA 5000

Tel (08) 8223 7662, Fax (08) 8232 3994
Website: www.sawriters.on.net

Email: sawriters@sawriters.on.net

Victoria

Director: Christine McKenzie

Victorian Writers Centre

Broom Factory

Level 1, 156 George Street

(PO Box 2936)

Fitzroy VIC 3065

Tel (03) 9415 1077, Fax (03) 9415 1080
Website: www.writers-centre.org

Email: info@writers-centre.org

Tasmania

Director: Joe Bugden

Tasmanian Writers' Centre

77 Salamanca Place

Hobart TAS 7004

Tel/Fax (03) 6224 0029

Website: www.fearless.net.au/taswriters
Email: writers@trump.net.au




