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Editorial General 
Processes  and 

Systems
• General Editorial Workflow

• Copyediting

• Book interior Design and Proofs

• Cover Design

• Dropbox and Google Drive: your best 
friends

• Organizing your projects using Outlook 
and Spreadsheets
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General Editorial Workflow
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Copyediting

Copyediting is the process of reviewing and correcting written material to 
improve accuracy, readability, and fitness for its purpose, and to ensure that it 
is free of error, omission, inconsistency, and repetition. Its is usually done 
before the typesetting process, just after the whole manuscript submission.
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Book interior design and Proofs

3 Diferent Frontmatter templates:
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Proofs – don´t waste paper and time! Go for the PDF.
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Cover Design

• Query author/editor for cover preferences

• Research competitive and cluster titles’ covers

• Stand out from competitors and complement clusters

• Create cover design brief to provide critical/aesthetic information about project to designer

• Source images

• Liaise with design and author/editor to finalize design
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Dropbox and Google Drive: your best friends.

Apart from your daily routine exchanging hundreds of e-mails per day, both online tools, 
Google Drive and Dropbox can be really helpful to your routine and projects management.

They allow you to:

• Share big files in real time – Figures in high resolution, heavy manuscripts, previous
editions in PDF etc.

• Follow the book Development by a closer point of view – Try intead of using e-mails, to
open a folder where the author will submit/write each chapter and deposit there as long
as it gets done. It allows you to give a quicker feedback too.

• You can keep some important documents online too, allowing you to access it form
diferente devices.
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Organizing your projects using Outlook and Spreadsheets

One of the key points for a succesful development process of the manuscript is
being organized, As most of the authors frequently are not .

Create a folder to each Project in your Outolook and use spreadsheets to track
every detail of Each Project as well as the manuscript iself.

Next two examples that can be part of of your daily routine:
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Outlook organization
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Project Tracker
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Author support  
• General Guidelines – Advantages and 

How to Formulate One

• Establishing a Good Relationship and 
Communication Best Practices with 
Authors

• Building a Realistic Schedule for your 
Project

• Follow-ups and Approaching Deadlines 
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General Guidelines – Advantages and How to Formulate One
Advantages:

• Standardize your overall production.

• Catches both Editors/Authors and the readers.

• Makes all the development and production processes much easier and faster.

How to formulate a guideline that suits your needs:

• List the important topics of a high quality manuscript: Basics, Text Guidelines, 
Artwork, Permissions, Additional Deliverables, Submission, Overview of the 
Production Process.

• Reduce the options for each topic and explain it clearly 
with examples.

• Choose the ones you think that are more readable and 
understandable to both authors and readers.
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Establishing a Good Relationship and Communication Best 
Practices with Authors

First Impressions:
• Use the most courteous, professional language in email and on the telephone: 

• In emails include “Dear” or “hello” and the persons’ name
• Close correspondence with “best regards”, “regards”, etc.
• Please and thank you go a long way
• Proofread your email before you send it…. Typos make a bad first impression

• In the beginning stick on the side of more formal than casual

Daily Communications:
• Answer author communications within no more than 2 or 3 days

• Get to the point but not at the expense of courtesy – it’s possible to be brief but not abrupt

• Use the telephone if it is an important and/or difficult topic and send a follow up email just 
after

• If you’re not sure about something, tell the author you’ll need to look into the matter to be 
sure you’re giving them correct and complete information

• Don’t let another person’s bad day become yours
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Sample of a Good Introductory E-mail
Dear Dr. [X], 

I hope this message finds you well. My name is [x], and I am the Editorial Project Manager who 
will be working with you on the development of your book. I will be your main point of contact for 
any day-to-day questions you may have, and I will also be handling the submission of your 
manuscript. Please let me know if you have any questions.

Here is some general information about your project, along with some helpful documents to help 
you get started. Once we have a full list of contributors, I will share these documents with them as 
well:

Contract Details

As detailed in your contract, here are your deliverables:
Your manuscript, in total, will not exceed [x words]
A complete Table of Contents (TOC) and Sample Chapter is due by [date]
100% of the manuscript (finalized and ready for Production) is due by [date]

I am looking forward to working with you on this promising project!
Kind regards,

[x]
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Building a Realistic Schedule for your Project

• The importance of a sample chapter

• Set-up intermediate delivery dates for authors to submit the manuscript in batches:

• Discuss with the author how many chapters he/she is able to deliver in every 3 months,
this will allow the Project Manager to give proper feedback about the text and the overall
Manuscript quality.

• It also help to sort out in advance any problem with copyright permission concern.

• The Project manager will have a clear Picture about the projects status and the real
Estimate of the publication date.

• Don´t forget to also set up deadlines with everyone involved in the Project 
like: Copyeditors, Designers, Reviewers etc.
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Follow-ups and Approaching Deadlines 

• Keep a constant communication with the author: between deadlines, offer your help in 
anything he/she needs. Talk about the cover and everything about the manuscript
development. This helps you both to build a close relationship.

• Try not to chase any deadline after its due date, the best way to avoid delays in your
schedule  is to send an specific follow up around 10-7 days earlier.

• If an author is constantly missing the deadlines, discuss a more realistic schedule for both
Of you. Its better to keep communication clear, honest and reliable than face lies and endless
delays.
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Sample of a Good Deadline Chase E-mail

Dear _____,

As the development editor of XXXXX book, edited by XXXXX, I´d like to make you aware that 
your original deadline is due to: 

Month, day – year

For the chapters: xxxx

Your contribution is greatly appreciated and really important for our project, therefore I 
kindly ask you to let me know in case of any further delays in your delivery. If you are unable 
to meet this deadline we need to know now in case to discuss a new schedule.

Any problems, doubts or concerns, please don´t hesitate do contact me.

My best regards,

Xxxx
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Quality of 
Manuscript

• Elements of a good manuscript

• Citation & References

• Ethical standards and anti-plagiarism 
systems

• Peer Review of MS process 

• Book Indexing – Registering your Title 
and General Requirements 
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Elements of Good Manuscript

• Chapter Length 

Pay attention to each chapter length in order to evaluate how profound the subject is being 
approached by the author. Short chapters like less than 8.000 words are usually inconsistent.

• Figures Quality and Copyright Permissions

Authors do not pay too much attention to figure quality but this is really important! All of them 
should have at least 300 dpi.

Don´t forget to also ask about permissions copyright for figures. All material previously 
published requires formal written permission to be re published
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Checking Figure Resolution

To Check the figure´s
resolution, click with the
right button on it, then in 

“details” and after in 
“properties”
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General organization of the subject written

• As an author, editor, or contributor, we suggest you to prepare a short abstract and key 
word list for each chapter and appendix in your book:

Abstracts should be 100-150 words long and provide a brief summary of the chapter 
theme and content. 

Keyword lists should comprise 5-10 words or phrases that describe the contents of a 
chapter, or would likely be used by someone searching for the specific information 
provided within the chapter. (Maximum 100 words per book.)
Abstracts and Keywords
They are very important as they will be used to help the discoverability of your work online.
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• Do not attempt to style your manuscript to make it look like a final typeset, printed book. 
However, please use consistent formatting (e.g. bold, font size) across the manuscript to 
indicate different heading levels:

First level heading
Second level heading
Third level heading

• Additional Deliverables:

• Dedication and/or Acknowledgements  
• Foreword- Usually written by a prominent outside authority to place the book in the 

context of its field  
• Preface or Introduction- To provide an overview of the book, its organization, and unique 

appeal 
• Glossary or Nomenclature list- To list technical words, abbreviations, or equations used in 

the book 
• Appendices- Supporting material or material for inclusion that is beyond the scope of the 

main text
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Citations & References

A citation tells the readers where the information came from. In your writing, you cite or 
refer to the source of information.

A reference gives the readers details about the source so that they have a good 
understanding of what kind of source it is and could find the source themselves if 
necessary. The references are typically listed at the end of the lab report.
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Reference Styles

To make the reference list and bibliography consistent and easy to read across 
different papers there are predefined styles stating how to set them out - these are 
called citation styles. Different subject areas often employ different styles. The 
following are the most popular:

APA. APA is an author/date based style. This means emphasis is placed on the author 
and the date of a piece of work to uniquely identify it.

MLA. MLA is most often applied by the arts and humanities, particularly in the USA. 
It is arguably the most well used of all of the citation styles.
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Harvard. Harvard is very similar to APA. Where APA is primarily used in the USA, 
Harvard referencing is the most well used referencing style in the UK and Australia, 
and is encouraged for use with the humanities.

Vancouver. The Vancouver system is mainly used in medical and scientific papers.

Chicago and Turabian. These are two separate styles but are very similar, just like 
Harvard and APA. These are widely used for history and economics.

A website that can help you with References: http://www.easybib.com/home
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Ethical Standards and Anti-Plagiarism Systems

One of the most common types of publication misconduct is plagiarism–when one author 
deliberately uses another's work without permission, credit, or acknowledgment. 
Plagiarism takes different forms, from literal copying to paraphrasing some else's work and 
can include:

• Data
• Words and Phrases
• Ideas and Concepts

Plagiarism has varying different levels of severity, such as:

• How much of someone's work was taken–a few lines, paragraphs,
pages, the full article?

• What was copied–results, methods, or introduction section?

When it comes to your work, always remember that crediting the work of others (including 
your advisor’s or your own previous work) is a critical part of the process. You should 
always place your work in the context of the advancement of the field, and acknowledge 
the findings of others on which you have built your research.
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Plagiarism Detection Tools

1. Dupli Checker - his is one of the most effective free plagiarism detection tools on 
the Internet. While it doesn’t have a fancy interface, it certainly gets the job done 
well.

https://www.duplichecker.com

2. iThenticate - is the leading provider of professional plagiarism detection and 
prevention technology used worldwide by scholarly publishers and research institutions 
to ensure the originality of written work before publication

http://www.ithenticate.com

3. Plag Scan - Plagiarism detection tool for both individuals and businesses that checks 
texts against online content, scientific journals and the user’s documents as well.

https://www.plagscan.com
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Peer Review of MS Process
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Types of Peer Review

Single blind review
In this type of review, the names of the reviewers are hidden from the author. This is the 
traditional method of reviewing and is the most common type by far. 

Double-blind review
Both the reviewer and the author are anonymous in this model.

Triple-blind review
With triple-blind review, reviewers are anonymous and the author's identity is unknown to 
both the reviewers and the editor. Articles are anonymized at the submission stage and are 
handled in such a way to minimize any potential bias towards the author(s). 

Open review
Open peer review is an umbrella term for many different models aiming at greater 
transparency during and after the peer review process. The most common definition of 
open review is when both the reviewer and author are known to each other during the peer 
review process. 
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Registering your Title – ISBN and DOI

Both ISBN and DOI are mandatory registration numbers for your publication, without them
it is really difficult to index them in any platform.

To require ISBN in Mexico you have to submit a requirement folder in Instituto Nacional Del 
Derecho De Autor- https://www.indautor.gob.mx/isbn/

To require a DOI number you have to Check which DOI registration Agency is available for you. 
You can search it here - https://www.doi.org/registration_agencies.html
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General Requirements to get your title indexed
To get your title indexed, it usually needs to meet previous requirements, which are:

Book selection is via a publisher-based approach (no individual book suggestions are 
considered). 

• It must contain ISBNs.
• Must be available in digital format (PDF or xml).
• Book types in scope are: Monographs, edited volumes, major reference works, and 

graduate level text books.

Those book lists from publishers that meet the minimum criteria will be reviewed according 
to the following selection criteria:
• Reputation and impact of the publisher
• Size and subject area of the books list (subject area(s) Arts & Humanities and/or Social 

Sciences are preferred).
• Availability and format of the book content
• Publication policy and editorial mission
• Quality of published book content

A dedicated team will manually review all suggested books one time per year. All suggested 
books will be evaluated based upon the above described selection criteria. 



TITLE OF PRESENTATION | 35

Any Questions?


