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Project Summary

To be revised throughout the project

Master Plan: Goals, Skills and Timeline

Vision
Your purpose for publishing and expected tangible result
Possible items to consider:
— 1 book or many? 
— Print, ebook, or both? 
— Where this book fits in your career and long-term vision?
Personal and Professional Goals

Year 1 goals:

Year 5 goals: 

<Your Book>: The Details

Manuscript Description and Status

Draft status:
Electronic format: 
Number of pages: 
Number of art elements: 
What’s needed to complete the content: 

“This book is about”

See detailed Description information in Metadata Cheat-sheet
On which shelf will it be found in a bookstore or library: 
… It’s a novel | memoir | biography | inspirational … story about …
In what world?  
In a dystopian future when … | In a 70s-era Idaho commune … | In the Troubadour world of France … 
What’s the problem? 
Fiction: Story problem, character challenge
Nonfiction: transformation or problem you will solve for reader…
What makes the readers care? What insights experienced?
Donald Maass suggests specific words in the last sentence: love, heart, dream, journey, fortune, destiny 
Make it shine – at no more than 200 words! 
Perk up the nouns and set fire to the verbs. Include genre or category tags and related keywords.
Business Basics 

Business Fundamentals

· Your business and DBA business name are registered with the state (and city, as appropriate). 
WA State business number = 
http://bls.dor.wa.gov/startbusiness.aspx 
· You have a Federal EID so you can create a business checking / credit account.
EID = 
http://www.irs.gov/Businesses/Small-Businesses-%26-Self-Employed/State-and-Federal-Online-Business-Registration 
· Your business bank account is set up 
(so that vendors can deposit payments directly).

· You have a Square or other credit-card processing account, 
so you can accept credit cards at readings and events.
https://squareup.com/ 
· You have an account with the U.S. Copyright office, 
and your book(s) are submitted for registered copyright.
http://www.copyright.gov/eco/ 
DIY Skills and Professional Requirements

To be revised throughout the project

Skills Assessment

What’s your personal and professional experience?
—ranging from “do it as a job” to “participate with a team” to “work with others who do this”
—for all kinds of content: college thesis? your club’s newsletter? work-related content?
—acting as: “the do-er” or “the planner” or “the supervisor or buyer”
Tips: List specific experience. Rate your feelings about your proficiency on a 0-to-5 scale
Draft-to-print processes and tools:  
— Using or managing tools (list which tools)
— Supervising others in a workflow 
— “Hands on” roles for publication tasks
Editing and manuscript preparation: 
— Developmental editing 
— Copy editing 
— Proofreading 
— Production markup
Print design / web design:
— Typography for text 
— Book components 
— Page design 
— Web layout and usability 
— Photo and image elements 
Technology and software skills:
— Microsoft Word
— HTML or XML
— InDesign  
— Web-based software (as either user or developer)
Marketing skills: 
— Professional networking
— Online audience engagement 
— Newsletter and list management
— Contact management; “leads” development
“Online social” abilities: 
— Time spent in specific communities 
— Active participation in online communities 
— Blogging 
Overall project management: 
— Know how to create detailed task lists and deadlines 
— Know how to collaborate to complete tasks

Professional Help Requirements

To be revised throughout the project 
— What you need; who you know that can help; how you’ll find the help
Editing:

Artwork and cover:

Production: 
Distribution: 

Marketing: 

Project management
Tasks Timeline
To be revised throughout the project, beginning with guestimates
July – Sept:

Oct – Dec:

Jan – March:

April – June:

Budget

To be revised throughout the project, beginning with guestimates
	
	Project 1
	Project 2

	Editing (all phases)
	
	

	Cover and other art 
(all phases)
	
	

	Design and production
— Print 
— eBook 
— Web site 
— Marketing collateral
	
	

	Marketing (promotions)
— Web domain and hosting
— Giveaways 
— Reviewer copies
	
	

	Project management
	
	

	Business / overhead
— Business license; DBA name
— Specialty software
— Copyright 
— ISBN 
— Bar code
	
	

	Professional services
	
	

	Other
	
	


Required Book Components 

To be revised throughout the project — Costs, pros & cons, decisions for this project 
Required and Traditional Components

ISBN: 
Barcode: 
Copyright: 
Library of Congress Number or LCCN: 
Auxiliary Project Components

To be revised throughout the project

Possible items to consider:
— Website 
— Audio books
— Blogs
— Workshops, events, or speaking engagements
— Other media: podcasts, videos, games, … 
— Clothes
— e-courses, videos, teleseminars and webinars, 
— Membership sites
— Personal services like coaching, etc.
Author Brand

Visuals and Descriptors 
To develop a brand: colors, values, logos, fonts, adjectives, tagline, … 

Author Name and Bio

Tip: Specify your name in the exact format that will be entered everywhere. 
If you use initials, leave no space between the initials:
Author Bio

This tip is from Kelsye Nelson’s on-demand webinar: Build Your Author Platform in 30-days
http://kelsye.com/build-your-author-platform-in-30-days-webinar/ 

Up to 250 words to paste in Amazon and POD vendor Author box. 

— Write in 3rd person
— 1st line states your name, what you do, and (often) where you live.
— How many books you’ve published, how long you’ve written?
— Won any awards, or been on any bestseller lists? 
— Are you working on other books?
— Don’t reveal too much that’s personal.

Bio for publishing sites
Bio for social media (Twitter, etc.)
Tip: Create a longer CV-type bio to use on your social media sites:
— Your website 
— Amazon Author Central
— Goodreads, and so on …
Web Plan

	
Get help: Lynda.com Web tutorials
WordPress.com tutorials: 
https://learn.wordpress.com/ 
WordPress.org tutorials: 
http://bit.ly/1QhthRV  

Homepage:
· Most important: Visual ad for “Free item of value” to join your email list  

· Your latest book (cover)

· Links or buttons to buy the book at major sellers

· Your social media links

· Clear navigation

· Clear branding elements

· Author photo. (optional, NOT main element)


	Sections / Pages:
· Books / Excerpts: 
· Use the Amazon “look inside” element to preview your published book(s)

· About

· Biography, Links to any press or interviews

· Blog — if you commit to this
· Contact 

· “Contact me” form 

· Links to all social networks & author profiles (… Facebook, Goodreads)

Optional:
· Widgets that show your social activity or promote your books, such as tweets, GoodReads activity
· Campaign Landing Pages


Tip: On hosting sites such as WordPress, common elements that look like they require professional help are often as simple as a button that leads to an easy-to-use form.
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Exciting tag line!
Descriptive text that draws
reader to long to read this
book. Captures genre, time,
characters, tone, and so on

“Pull quote!

I'll never read another book!”

Links to blog posts o latest
Tweets or whatever is your
top social site





Discoverability Strategy

Audience

Who wants to read this book, and were to find them
Ideas from Eric Maisel’s The Art of the Book Proposal
Who are your readers?

What they read?

What they listen to and watch:

Who they know:

Where they go:

What they join:

Who has a stake in the issue:

Metadata Strategy

See template at “Metadata Cheat Sheet for DIY Books” on anniepearson.com
Social Media

List possible connections, then winnow into a strategy for your platform.
For example: Facebook, YouTube, Twitter, email newsletters, blogs, LinkedIn, Library Thing, Goodreads, Tumblr, Pinterest, Instagram…
Research: Top 10 Comparative Books

Include Cover, Page count, Description, Non-discounted price, and category details.
For categories, on Amazon check both Kindle and print book. Girl with a Pearl Earring example:

[image: image3.png]Kindle Store > Kindle eBooks > Literature & Fiction > Literary Fiction > Historical
Kindle Store > Kindle eBooks > Literature & Fiction > Historical Fiction
Books > Literature & Fiction > Genre Fiction > Historical
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Partnerships and Allies

Writing the Book

Can you collaborate with others on writing the book?
Who will you turn to for information and resources?
Who has already done a similar book and can mentor you?
Where do you find role models?
Try Googling your favorite authors or content experts and see if they are teaching anywhere.

Building Relationships

Do you belong to any writing associations?
Any organizations related to your field of interest?
Do you stay in contact with students and teachers from classes you’ve taken ?
How can you use social media to find influential people in your field?
Do you apply for opportunities for writers like grants, residencies and contests?

Producing Your Book

Do you need someone to take photos? Scan photos? Find photos?
Provide artwork? Create maps? Index your book?
Create a cover for your book?  Do you need a web designer?
Do you have friends with editing skills?
Where can you find beta readers? [Hint: the mailing list you’ve developed] 
Could you use the services of an intern or hire an assistant to help you with research?
Or with permissions? 
Editorial Development

INITIAL ASSESSMENT
· Self-edit work complete

· Editorial budget set
· Author-created style sheet available

DEVELOPMENTAL EDIT? 
· If professional edit desired: 

· Developmental editor identified and contracted

· Consultation in place
· Changes completed


· If beta reader evaluation desired: 
· Appropriate readers identified

· Manuscript and guidelines provided

· Beta complete

· Changes completed


SUBSTANTIVE EDIT? 
· Same checklist as for developmental editor

PROFESSIONAL COPYEDITING – required for market-ready publications
· Copy-editor identified 

· Sample edit complete

· Consultation in place
· Writing stopped while editor works

· Copyedit complete

· Changes completed


Book Cover Design Basics
INITIAL ASSESSMENT
· Print vendor identified

· Print vendor file and design requirements available

· Author’s design and production requirements defined
· Physical dimensions of book selected
· Complete list of required collateral and file types

· Cover copy complete and edited

COVER DESIGN BASICS

· Prospective cover designers identified

· Cover designer chosen 

· Contract, timeline, and budget issues defined in writing

COVER DESIGN DEVELOPMENT

· Initial design ideas provided to artist
— including genre design requirements
· Artist delivers initial composite ideas

· Beta and other reviewer input

· Basic design selected
· Licensing of art elements complete

· Review cycles for completing cover design


Platform Decisions

To be revised throughout the project

DIY vs. Traditional Publishing: 

Options and choices in terms of your personal goals 

Decision = DIY (or you wouldn’t be working on this plan) 
DIY Platform Choices: 

Options and choices about: 
— Print: Letterpress, copy shop, POD, zines, etc.
— eBook: Amazon versus other platforms


* AGGREGATOR / DISTRIBUTORS (can create ebooks from Word docs, distribute to most stores)
Pros & Cons of eBook aggregators: http://www.ebookdesigns.net/ebook_aggregator_vs_self-publishing 
Draft2Digital — https://draft2digital.com/ 
Smashwords — https://www.smashwords.com/auth 

EBOOK STORES
Apple iBooks Store — http://apple.co/1J1KH3b 
Kindle Direct Publishing — https://kdp.amazon.com/ 
Kobo Writing Life — https://www.kobo.com/writinglife 
Nook Press — https://www.nookpress.com/ 
Oyster — https://www.oysterbooks.com/help/publishers 
Scribd — https://www.scribd.com/upload-document 

EBOOK PAID PRODUCTION SERVICES
CreateSpace conversion to Kindle file — http://bit.ly/1IwTHYv 
Bibliocrunch Services Market — http://bibliocrunch.com/ 
Bookbaby Services — http://bit.ly/1OW7bRx 
eBookArchitects — http://ebookarchitects.com/ 
Decision: DIY Publishers — Print and Electronic

Determine costs, features, benefits, and limitations for potential local printer, POD, and eBook platforms
Print costs and features per vendor — print-on-demand, local printer, author services company:

	
	Vendor 1
	Vendor 2
	Vendor 3

	Setup charges
	
	
	

	Trim sizes available
	
	
	

	Templates provided 
(for your tools)
	
	
	

	Internal paper choices 
(weight, color, finish…)
	
	
	

	Cover choices 
(weight, finish…)
	
	
	

	Internal print costs* 
— Black&white only**
— Full-color interior**
	
	
	

	Cover print costs 
— Black&white only
— Full-color cover:
	
	
	

	Printed proof costs
	
	
	

	“Author copies” 
— Printing costs
	
	
	

	— Shipping costs
	
	
	

	Turnaround time
	
	
	

	Distribution options
	
	
	

	Royalty rates
	
	
	

	Sales reporting tools
	
	
	

	Royalty payment schedule
	
	
	

	Author vs. vendor publication rights
	
	
	

	Ease of changes
	
	
	

	Community satisfaction
(per Google search)
	
	
	


* For your project’s estimated page count

** Specify with or without bleeds 
POD research resources: 
“Cost per book from POD Vendors” – April 2015: http://bit.ly/1HIzodX 
CreateSpace options & calculators: https://www.createspace.com/Products/Book/ 
Ingram-Spark: https://www.ingramspark.com/Portal/CostsandRevenue 
ALLi guide to finding / choosing an author services company: 
http://allianceindependentauthors.org/guidebooks-for-authors/ 

eBook costs and features per vendor or platform or aggregator*:

	
	Vendor 1
	Vendor 2
	Vendor 3

	Setup charges
	
	
	

	File formats - input
(Word, HTML, …)
	
	
	

	File formats - output
(MOBI, ePub, PDF,…)
	
	
	

	Output limitations
(color, fixed format…)
	
	
	

	Turnaround time
	
	
	

	Delivery charges
	
	
	

	Royalty % to author
	
	
	

	Royalty payment schedule
	
	
	

	Sales reporting tools
	
	
	

	Marketing programs
	
	
	

	Distributed to which eStores?
	
	
	

	Ease of changes
	
	
	

	Author vs. vendor publication rights
	
	
	

	Community satisfaction
(per Google search)
	
	
	


Print Book Design and Production
INITIAL ASSESSMENT
· Self-production or vendor production?

· If vendor, production vendor identified and agreement in place
· Print-vendor final file requirements available

· Author’s internal design and production requirements defined

· Physical dimensions of book selected

· Complete list of internal page components
· All internal copy complete and edited


INTERNAL DESIGN BASICS

· Page design elements selected, including any printer ornaments
· Fonts and font sizes selected

· Chapter heading design defined

· Recto and Verso header definition; page number design 


INTERNAL PRODUCTION (Production Edit)
· All content in template
· Page breaks and page numbers set
· Headers and footers in place
· Chapter headings complete
· Hyphenation & justification
· Table of contents complete
· First production proof


PROOFREADING AND FINAL CORRECTIONS
· Professional proofreader:

· Project requirements in writing

· Check all book elements closely
· Proofread all text for typos and missing elements
· Corrections back to production manager
· Production revision – correct all proofreading issues

· Author/publisher check:

· Check all book elements closely

· Proofread all text for typos and missing elements

· Corrections back to production manager
until as error-free as humanly possible
Ebook Production
Choices and decisions for Ebook production plan. See additional quality checklists in Ebook and Print Production Guide on www.anniepearson.com. 
INITIAL ASSESSMENT 
· Self-production or vendor production?

· If vendor, production vendor identified and agreement in place.
· Production vendor’s file requirements identified.
· Author’s requirements for Ebook internal design and production.
· Output formats determined: 1) Kindle only; 2) ePUB only; 3) both formats.

· Complete list of internal Ebook components and placement:
— Copyright etc. at the end? 
— “Sign up for mailing list” graphics and link? 
— Links to other books and websites?
· All book copy complete and edited.

EBOOK INTERNAL DESIGN BASICS (DIY or agree with Production Service)
· Page design elements selected, including any graphic design elements. 

· Chapter heading and text design elements defined.

INTERNAL PRODUCTION (Production Edit, if DIY production)

· All content in Word file.
· Word Source document clean and ready for production — see “Managing Styles in Microsoft Word” in Ebook and Print Production Guide.

· Page breaks for chapters and other elements set using Word styles.
· Word styles conform to design list, with special characters removed or replaced, and custom fonts “neutralized” — see “Prep and Annotate the Word File” in Ebook and Print Production Guide. 
· Bookmarks set and Table of Contents formatted.

EBOOK COMPONENT FILES (Production preparation, if DIY production)

· HTML conversion of text is complete and correct.

· OPF file contains required elements, properly formatted. 

· NCX file lists all elements for Navigation, with correct bookmark links.

· CSS file includes definitions for all style elements in the text.

· All art files are properly formatted and sized.


QUALITY ASSURANCE FOR EBOOK COMPONENTS
· Check Ebook conversion results.
· Error checking by production tool, and ePUB validator results.
· Close visual review of all book elements.
· Validate NCX navigation and table of contents.
· Corrections back to production manager until error-free and visually correct.
Marketing and Distribution

Book Fundamentals
· Great book, professionally edited.

· Great cover: professional-looking design that fits the book’s category or genre.

· Great description / blurb with a strong hook: 
Readers can tell if this book is for them, in less than 200 words.

· Smart categorization and keywords 
… which might change over time through research and experiments.
B-&-M Bookstore-friendly Print Basics

For brick-&-mortar bookstores, all the Book Fundamentals apply for the physical package, plus:

· Has non-CreateSpace or other POD-provided ISBN.

· Price and barcode are on the back cover.

· Near-expert quality typographic design and hyphenation-&-justification.

· Priced retail so that bookstore can make a realistic profit at 45% discount. 

· Target appropriate bookstores
-- Personal contacts for consignment with targeted bookstores:
· Book is placed with standard book distributors.
Contracts in place:

· Book is in main distributor catalogs.
Ingram Spark:
Baker&Taylor
Bonus:

· Participate in co-op marketing or IBPA co-marketing for “white box” delivery to targeted bookstores.

· Request a “Library of Congress Control Number” through your POD vendor. 
Include that number on the book’s copyright page.
Online Store Basics

All the Book and Business Fundamentals, plus:

· Ebook file is error free.
- Or - 
Your submitted Word file is carefully formatted for best results.

· Cover works well as catalog thumbnail.

· Links in the text do not go to competitors’ bookstores.

· International price accommodates VAT. 
(Done automatically by Amazon)

· Distributed on Amazon

· Distributed on key online vendors
-- via aggregator?
-- via direct posting?



Online Marketing

The fundamentals for online marketing include:
· Your website is professional looking, preferably with a domain name that includes your author name. 
The site includes all the recommended basics for an author website.

· Your email list service is set up with Mail Chimp or other vendor.

· The print and ebook versions of your book include links to your website, 
plus a request for readers to sign up for your mailing list.

· Your ebook includes one or more distinct, visual “ads” with hotlinks, 
asking readers to sign up for your email list, with or without a “magnet.”
· You have one or more social media presences, where you are comfortable interacting with people.
Success Metrics
Quarterly goals  - Task achievements
Quality targets and achievements

Marketing and “audience awareness” targets and achievements

Social and targeted marketing achievements

· Promos
· Audience reach activities (email list etc.)

Quarterly and annual sales achievements
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