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NY/NJ Trail Conference 
Print Publications Manual

Overview

The New York-New Jersey Trail Conference Publishes books, maps, and pamphlets as part of its mission to educate the public in the responsible use of trails and the environment, as well as to further the enjoyment of the outdoors. To this end, the Publications Committee has developed and written this procedural manual to guide volunteers in the production and manufacture of cost-effective quality materials. 
Part 1    Pre-Publication Planning
PUBLICATION PROPOSAL PROCESS
All authors are required to develop a proposal detailing any project they would like the Publications to consider publishing. All proposals will indicate author’s contact information, overview of content, target audience, schedule of materials delivery, estimated number of pages, sample materials, competing titles.  Following are the current proposal guidelines:
 SEQ CHAPTER \h \r 1Book Proposals
(Revised June 2001)



 

Prospective authors must submit a written proposal to the New York-New Jersey Trail Conference Publications Committee (156 Ramapo Valley Road, Mahwah, NJ 07430) that includes the following information. Contract negotiation and agreement to follow the Trail Conference’s Style Sheet are part of the acceptance process.

Type of book- classified by the dominant means of description.


Guide - a mile by mile description of a trail or trails. example: Long Path Guide
Trails - description for individual trails which the reader will link together to make a hike. example: New York Walk Book 
Hikes - descriptions of hikes including information about what one sees. example: Circuit Hikes in New Jersey

​Other - coffee table, stories of hiking experiences, informational, children’s, etc

Scope: 


Geographic area - example: Bear Mountain-Harriman State Park (Harriman Trails) 

Theme - example: history (Iron Mines Trails) 


Intended audience - example: beginning hikers (Day Walker)

Outline - what the book will cover including chapter headings 

Introductory material - outline or list of what is likely to be included, which is be 10% or less of the total number of pages

Background material - whether there will be information about geology, flora, fauna, and history, etc. and the format in which it will be presented such as separate chapters, or within each chapter as text, as side bars, or at the end of a chapter.

Illustrative materials 

Drawings - who supplies


Photographs - who supplies 


Maps - topographic or schematic

Proposed

Time frame - length of time you expect to take


Size - approximate pages and whether the dimensions of Walk Book or Harriman Trails 

Sample chapter: the text of at least one chapter or representative hike that includes driving directions, public transportation, and information about the parks such as hours, parking availability, fee if charged, contact information, web site address, restrictions, other services, etc. 
Optional 


suggested title


bibliography or further readings


index - whether or not you want to include, but is necessary for “trails” types of books 


book design ideas including cover, type font, and layout ideas 

Note: The Trail Conference will assign a project manager/editor and material will be checked by someone other than the author.
SAMPLE BOOK PROPOSAL
______________________________________________________________________
PROPOSAL FOR A BOOK ON HIKING IN THE NORTH JERSEY HIGHLANDS

Submitted to the NYNJTC on June 20. 2002

by George Petty

1. 
Title: Hiking the Highlands: Woodland Trails in Northern New Jersey

2. 
Classification: This is a Hikes book, according to the categories listed in the NYNJTC Book Proposal guide. 

3. 
Scope: It will contain descriptions of 20 hikes in the Highlands, with details of sights and landmarks along the way.

a. Geographical area: The New Jersey Highlands, as geologically defined. An area of precambrian ridges extending from Sterling Forest and Bearfort Mountain at the New York border to the southwestern end of the ridges at the Delaware River.

b. Theme: Hiking trails in your backyard 

c. The intended reader includes New Jersey families looking for outdoor exercise near their homes, teachers and scout leaders interested in group hikes for young people, and more experienced hikers who would like to know of trails to enjoy close to home. Not intended for athletes seeking tests of skill, or woodsmen interested in off-trail challenges.

d. Outline: (See accompanying Table of Contents) Each hike description will include non-technical comments on geological features, animals, birds, and plants; cautions and encouragements about the walk; frequent notes on mileage and time, discussion of options for cutting or extending the hike, and where appropriate comments on the history of the trail. The hikes are classified according to difficulty: Starters, Climbs and Scrambles, and Challenges. Information on transportation to the trailhead will be provided in a box at the top of the hike description. Innovations include locating the hike on a small schematic map of North Jersey at the top of the hike description; placing in the margins of the description a small icon of flora and fuana to be seen at that place in the hike, and providing eight pages of color pictures of typical Highlands geological features, birds and flowers. The marginal icons are line reductions of these pictures. 

e. Introductory material: The Geology of the Highlands; Brief general history of Highlands trails from old maps, records of early settlements, forestry records, mining histories, and their description in the first edition of the Trail Conference’s New York Walk Book (1921); typical animals, birds, trees, shrubs and flowers; weather and seasonal change in the Highlands

f. Background material: one or two paragraphs of background as applicable to each hike will be provided at the beginning of the hike description.

Hiking the Highlands: Book Proposal
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4. Illustrative Materials: Photographs of at least one significant landmark on each hike, and watercolors of  typical geological features, animals, birds and flowers found on thesse hikes. Photography by Marilyn Katz and Robert Whitney. Watercolors by Annette Collins. Schematic maps by Mike Siegel.

5. Proposed time frame: 2 years from contract date.

6. Size: Since this is one of a series of “backyard hike books,” it should be sized like the proposed Westchester book.

Hiking the Jersey Highlands:

Wilderness in Your Backyard

Table of Contents

Introduction

1. Trails in Highlands History 

2. Geology of the Highlands

3. Highlands Habitats 

a. Wildflowers, Shrubs and Trees

b. Wildlife 

Starter Hikes (Up to 4.6 Miles, 3 hours)

1. Ringwood State Park: The Manor Loop (2.2 miles, 1 hour)

2. Allamuchy State Park: Deer Park Pond Loop (3.0 miles, 1 ½ hours)

3. Wawayanda State Park: Laurel Pond Loop  (2.1 miles, 1 ½ hours)

4. Hacklebarney State Park: Boundary Loop (4.2 miles, 2 hours)

5. Morris County Park: Pyramid Mountain Loop (4.2 miles, 2 ¼ hours)

6. Norvin Green State Forest: High Point Loop (3.5 miles, 3 hours)

7. Pequannock Watershed: Bearfort Mountain Lookout (4.6 miles, 3 hours)

Climbs and Scrambles (Up to 6 miles,  4 hours)

1. Norvin Green State Forest: The Tourne Loop (1.6 miles, 1 hour)

2. Wawayanda State Park: Wawayanda Mountain (2.5 miles, 1 ½ hours)

3. Wawayanda State Park: Terrace Pond Loop (3.8 miles, 3 hours)

4. Norvin Green State Forest: Carris Hill Loop (4.5 miles,  3 ¾ hours)

5. Norvin Green State Forest: Buck Mountain Loop (4.7 miles,  3 ¾  hours)

6. Abram S. Hewitt State  Forest: Surprise Lake Loop (4.7 miles, 4 hours)

7. Jenny Jump State Park: Ghost Lake Loop (6 miles, 4 hours)

Challenges (up to 12 miles, 8 hours)

1. Wanaque Wildlife Mangement Area: Horsepond Mountain (5 miles, 4 hours)

2. Rockaway River Wildlife Management Area: Lost Lake (6.5 miles, 4 ½ hours)

3. Norvin Green State Forest: The Viewpoint Circle (8 miles, 6 hours)

4. Pequannock Watershed: The Highlands Trail (8.3 miles, 6 ½ hours)

5. North Jersey District Water Supply Commission: Stonetown Circular (9 miles, 7 hours)

6. Farny State Park: Split Rock Pond Circular (12 miles, 8 hours)

1. 30 Walks in New Jersey
Kevin Dann,Gordon Miller / Paperback / Rutgers University Press / July 1992
Our Price: $14.95
2. New Jersey walk book. New York : New York-New Jersey Trail Conference, 1998

3. Scofield, Bruce. Circuit hikes in northern New Jersey / by Bruce Scofield. Mahwah, N.J. : New York-New Jersey Trail Conference, 2001. 

4. Scofield, Bruce. 50 hikes in New Jersey : walks, hikes, and backpacking trips from the Kittatinnies into Cape May / Bruce C. Scofield, Stella J. Green, H. Neil Zimmerman ; photographs by the authors. Woodstock, Vt. : Backcountry, c1997. 


5. Zatz, Arline, 1937- Best hikes with children in New Jersey / by Arline Zatz and Joel Zatz ; photographs by Arline Zatz and Joel Zatz. Seattle : Mountaineers, c1992. 


6. Lonely Planet New York, New Jersey and Pennsylvania
Tom Smallman,David Ellis,Michael Clark / Paperback / Lonely Planet Publications / October 2000
Our Price: $17.59, You Save 20%
7. Appalachian Trail Guide to New York-New Jersey
Appalachian Trail Conference / March 1998
Daniel D. Chazin (Editor) / Paperback / Our Price: $17.95, You Save 10%
8. Day Walker: 32 Hikes in the New York Metropolitan Area
In Stock:Ships within 2-3 days .
Trai Ny/nj / Paperback / New York-New Jersey Trail Conference, Incorporated / December 2001
Our Price: $10.75, You Save 10%
9. Iron Mine Trails
Edward J. Lenik / Paperback / New York-New Jersey Trail Conference / April 1997
Our Price: $8.95
10. 24 Great Rail-Trails of New Jersey: The Essential Outdoor Guide to the Garden State's Best Multi-Use Recreational Trails Built on Abandoned Railroad Grades
Craig P. Penna,Craig P. Della Penna,Valerie Vaughan (Editor) / Paperback / New England Cartographics, Incorporated / January 1999
Our Price: $15.25, You Save 10%
11. Hikes in the Mid-Atlantic States: Exploring the Appalachian Trail
Glenn Scherer,Don Hopey / Paperback / Stackpole Books / February 1998
Our Price: $17.95, You Save 10%

12. Enjoying New Jersey Outdoors : A Year-Round Guide to Outdoor Recreation in the Garden State and Nearby
Helen Lippman,Patricia Reardon,Patricia Reardon / Paperback / Rutgers University Press / February 1991
Our Price: $15.00
13. Natural Wonders of New Jersey: Exploring Wild and Scenic Places
Hope Gruzlovic,Amy Cradic / Paperback / McGraw-Hill Trade / September 1999
Our Price: $14.95
14. New York and New Jersey : A Guide to the State and National Parks
Barbara Sinotte,Kim Andre (Illustrator) / Paperback / Hunter Publishing Inc / April 1996
Our Price: $11.95
Market Analysis Component for Book Proposals

1. Develop print specifications for proposed book

a. Dimensions

b. Number of Pages:

c. Number of Illustrations

i. Black & White

1. Photographs

2. Maps

3. Line Art

ii. Color

1. Photographs

2. Maps

3. Line Art

d. Cover art description

e. Other special features

i. Companion maps, etc.

2. Research competitive titles

· Identify as many other similar publications (current or out-of-print) and complete the “Researching Competition” form (from manual).

Analysis
1. Estimate cost and price of proposed book using cost calculator spreadsheet.

a. Determine the optimum length of time before publishing the next revision

i. When will the author be ready?

ii. When will the information be obsolete?

iii. Is it a brand new book (lot of errors) or a stable revision

b. Determine the monthly sales average over the period before the next release.

i. Compare to other similar books in similar markets (i.e. Walkable Westchester and Hiking Long Island are both geographically limited compared to the Walk Books.)

ii. If no comparables available, consider

1. Popularity of hiking area covered?

2. Untapped markets?

c. Multiply the monthly sales average times the optimum revision timeframe (this is the print run)

d. Estimate total production costs (editing, indexing, layout, cartography, artwork, covers, printing, etc.)

e. Choose a price based on a multiple of 4x-5x times printing and production costs

2. Compared to books on the market

a. Compare to competition 

i. If no competition, ask why

1. No market for this publication?

2. Great opportunity to publish?

3. Make decision to publish or not based on cost feasibility and degree to which the proposed book fulfills mission.

Sample Materials Submission:
Each project being considered will have a complete proposal form, a sample chapter that includes all elements that intend to be included: illustrations and graphics, maps, sidebar material, and manuscript representative of all type sections.

Acceptance/Rejection Criteria:
Proposals will be presented at the monthly Publications Committee Meeting for review and voted upon. Members will consider how the proposed title would enhance or duplicate current Trail Conference offerings, impact production resources in use, and affect Publication Budget funds allocated for the fiscal year.  Publications Chair will review the sample materials for acceptability.

Preliminary Budget Development/Costing/Sales Projections:
Prior to final acceptance, all materials will need to have a preliminary budget prepared, including projected sales, to justify development and production. Preliminary budgets will be approved by ________________________ prior to final acceptance.
Author Contracts/Agreements:
All materials published by the Trail Conference need to be covered by an agreement or contract. Without an agreement or contract, copyright and rights cannot be determined and payment (if any, strive for donations) cannot made. Written agreements and contracts protect both the Trail Conference and volunteers by delineating responsibilities as well as establishing schedule parameters.

[INSERT Sample Contract Here]
DONATION AGREEMENT
__________________ [NAME OF VOLUNTEER} (“Volunteer”) and The NY-NJ Trail Conference (“Trail Conference”) agree as follows:

1. Volunteer wishes to support the charitable and educational purposes of the Trail Conference by creating the following written material for the Trail Conference:

__________________________________________________________________________________________________________________________________________________________________________________( the “Materials”). Volunteer understand and agrees that Volunteer will not receive any payment for the Material other than the recognition and personal satisfaction he or she receives as a supporter of the Trail Conference and its causes. Volunteer may elect to terminate his/her services at any time, and upon any such termination, will deliver all Materials created prior to such termination to the Trail Conference.

2. Volunteer agrees that the Materials are a “work for hire” under U.S. copyright laws and, therefore, the Trail Conference owns all rights in the Materials, including the copyright. In the alternative, Volunteer assigns to the Trail conference all rights to the Materials, including the copyright. The Trail Conference may, without any notice or compensation to the Volunteer, publish, republish (or license a third party to do so) or sell the Materials in print, on the World Wide Web or in any other electronic or digital format or any  other medium or format known now or invented in the future. If the Materials contain any material owned by a third party, Volunteer will provide the Trail Conference with a written consent of the third party who owns or controls such material.
3. Volunteer will perform his/her services as an independent contractor and consultant, and Volunteer will not be deemed to be an employee, partner or agent of the Trail Conference.

4. This agreement will be interpreted under the laws of the state of New York, without regard to conflict of laws principles. This agreement contains the entire agreement between the parties concerning the subject matter hereof and supersedes any prior representations, commitments, understanding, undertakings or agreements concerning the subject matter hereof. This agreement may only be amended in writing signed by both parties.

AGREED TO ON _________________, 2____ BY:

NY-NJ TRAIL CONFERENCE

By:    ______________________                      _______________________

Title: _______________________                    Volunteer

Scheduling

-Establish Market-Driven Publication Date

-Revision Cycle

Book Production Schedule (SAMPLE)

Title:                                                            Edition: 

ISBN:

Project Manager/Ed.:                                 Printer:

Designer:                                                      Binder:

Pub. Date:

	Stage
	Begin
	End
	Comments
	

	Launch Meeting
	
	
	
	

	Order ISBN/CIP data
	
	
	
	

	Manuscript
	
	
	
	

	     To Proj. Mgr.
	
	
	
	

	     Field Check
	
	
	
	

	     Copy editing
	
	
	
	

	     Author Review
	
	
	
	

	     Return ms. to Project Manager
	
	
	
	

	     Review  edits and  add inputs
	
	
	
	

	     Final ms. to Design
	
	
	
	

	Design
	
	
	
	

	     Sample Materials to Design
	
	
	
	

	     Sample Materials from Design
	
	
	
	

	     Approval
	
	
	
	

	     Cover Materials to Design
	
	
	
	

	     Cover Materials from Design
	
	
	
	

	     Approval
	
	
	
	

	     Cover Proofs
	
	
	
	

	     Cover Proof Approval
	
	
	
	

	Pages
	
	
	
	

	     Pages 1  to Ed.
	
	
	
	

	     Pages 1 to Author
	
	
	
	

	     Pages 1 Returned to Ed. for review of author changes
	
	
	
	

	     Pages 1 to Design for correx.
	
	
	
	

	     Pages 2 to Ed.
	
	
	
	

	     Pages 2 to Author
	
	
	
	

	          Pages 2 Returned to for review of Author changes
	
	
	
	

	     Pages 2 to Design for correx.
	
	
	
	

	     Final Pages to Ed.
	
	
	
	

	     Final Pages to Author
	
	
	
	

	     Final pages to Design for correx.
	
	
	
	

	     Final illustrations. to Design
	
	
	
	

	     Final pages to Ed.
	
	
	
	

	     Final Disk to Printer
	
	
	
	

	Stage
	Begin
	End
	Comments
	

	Illustrations
	
	
	
	

	     Initial material to artist/cart.
	
	
	
	

	     1st pass to Ed.
	
	
	
	

	     1st pass to Author
	
	
	
	

	     1st pass back to Ed.
	
	
	
	

	     Changes to artist/cart./design
	
	
	
	

	     2nd pass to Ed.
	
	
	
	

	     2nd pass to Author
	
	
	
	

	     2nd pass back to Ed.
	
	
	
	

	     Changes to artist/cart./design
	
	
	
	

	     Final to Ed.
	
	
	
	

	     Final to Design
	
	
	
	

	
	
	
	
	

	Index
	
	
	
	

	     Pages to indexer
	
	
	
	

	     Ms. from. Indexer
	
	
	
	

	     Edit index
	
	
	
	

	     Edited ms. to Design
	
	
	
	

	     1st pages from Design
	
	
	
	

	     Edit/review pages
	
	
	
	

	     1st pages to Design for correx.
	
	
	
	

	     2nd  pages from Design
	
	
	
	

	     2nd pages to Design
	
	
	
	

	     Final pages
	
	
	
	

	
	
	
	
	

	Printer (Text)
	
	
	
	

	     Digital Proofs/Pages to Ed.
	
	
	
	

	     Digital Proofs/Pages return to Ptr.
	
	
	
	

	     Approval 
	
	
	
	

	     Check copy of Text to Ed.
	
	
	
	

	     Check copy of Text return to Ptr.
	
	
	
	

	     Shipping
	
	
	
	

	Printer (Cover)
	
	
	
	

	     Disk to Printer
	
	
	
	

	     Digital color proofs to Ed.
	
	
	
	

	     Digital color proofs to Printer
	
	
	
	

	     Covers ship to printer
	
	
	
	

	     Binding
	
	
	
	

	BOUND BOOK
	
	
	
	


Electronic Text Preparation

-Manuscript Development Guidelines

--Accuracy

--Field Checking

--Style

-Manuscript Specifications

Visual Material Preparation 

-Maps, Photographs, Line Drawings

-Digital Repurposing Considerations

-Technical Specifications

-Identification Methodology (Coding)

Preliminary Product Launch Meeting

--Covers Design, Editing, Production, Manufacturing of Product

--Schedule Development (see sample schedule on p. xx   )
Part 2   Design and Editorial                   Development
DESIGN

-Sample Pages/Cost Estimates
--Analysis

--Approval/Signoff Procedure

-Designer Contract/Agreement

-Changes and Alterations to Approved Design

-Electronic Design Sample Pages/Specifications

-“Flight Check”

-Final Electronic Format for Printer

-Final Electronic Format for Archival Use
Cover Design:
-Development of concept/design

-Use of Branding Elements/Marketing Information

-Approval

-Proofing

EDITORIAL
Editing: 
-Copy Editing vs. Line Editing

-Editorial Style Sheet Development

-Book Map

-Editing Guidelines and Responsibilities

-Approval Process

Permissions, Rights, and Restrictions

-Use of quoted material 

-Use of visuals/digital materials

-Copyright Procedure

Following is the copyright that should be used on the copyright page (back of title page):

Copyright © 2009 by New York-New Jersey Trail Conference, Inc., Mahwah, New Jersey.  All rights reserved. Printed in the United States of America. This publication is protected by copyright, and permission should be obtained from the publisher prior to any reproduction, storage in a retrieval system, or transmission in any form or by any means, electronic, mechanical, photocopying, recording, or likewise. For information regarding permission, write to New York-New Jersey Trail Conference, 156 Ramapo Valley Road, Mahwah, NJ  07430, or e-mail at: office@nynjtc.org.

--ISBNs

CIP Data

Cataloging in Publication data is prepared and sent the Library of Congress as part of the front pages in a book. It appears on the copyright page of the book (located on the back of the title page).

Copyright Registration

Copyright registration is filed electronically through the U.S. Copyright Office at www.copyright.gov. once a work has been physically published. The Trail Conference has an access account with registered user name and password. Three copies of the final product must be sent to the Copyright Office once it has been registered online and the registration fee has been paid.  It is essential that the copyright be filed as soon as possible to the product being produced as it affords proof of ownership. Revisions must also have copyright registration to protect any new material.
Part 3   Production
Stages

Cost Containment/Quality Control Editorial Production

Print materials produced by the NY-NJ Trail Conference go through several stages of production: Manuscript, page, and manufacturing. Once a proposal is accepted and approved, a project manager is assigned. The project manager is responsible for all stages of production to final finished product. While the project manager may not do all of the stages, he or she oversees others doing each stage.

Manuscript

All changes and revisions made during manuscript are free and every effort should be made to make all changes during this stage. All map labels should be crosschecked with the text, as should all field checking be incorporated. Manuscript is not final until all elements are complete and edited. While accuracy of the manuscript is the responsibility of the author, all reviewing the manuscript should be aware of inconsistencies.

-Level of edit (line vs. copy edit)

Manuscript should arrive so that it needs only a light edit (copy edit). Should it require line editing (rewriting, excessive structural changes), additional time and resources will be needed. Representative sample manuscript should uncover this problem. The Publications Chair should be notified in this event.

Pages

-Establish Number of Review Passes

Each pass of pages, which require the input of the designer, editor, and author, costs time and money (duplicating pages, postage, file manipulation). Often seemingly small changes can increase the production cost significantly. A change to a repetitive element, such as punctuation, map standards, or additional illustrations will have fiscal impact. The schedule will clearly indicate how many passes of pages are allowed for a project which is based on the approved project proposal.

--Scope of Page-Checking Responsibilities at each Pass

It is the responsibility of the project manager to communicate what the designer, editor, and author should check during pages. All changes should go through the project manager for consistency and quality control. Should changes be excessive (rewriting, new page layouts, additional maps illustrations requested) the project manager will advise the Publications Chair prior to releasing any proofs. 

-Index Development Guidelines

The index will be prepared from final approved pages.
Proof Checking

-Types of Proofs

Designer Prior to release to the printer proofs will be digital, often in the form of a pdf. These proofs are created from electronic manuscript (MS Word, WordPerfect) that has been put into a page make-up program (Quark, PageMaker). Any editorial or design changes made at this point require the designer to go into the page make up program and input changes. Designer proofs are checked by the author, editor/project manager, designer.

Printer Proofs from the printer will also be digital but be created from an often proprietary program that uses the page make up program from the designer. Changes made at this point are very expensive and should not be considered unless by not doing so would incur a lawsuit or bodily injury. Any change must be approved by the Publications Chair. Printer proofs are checked by the project manager.

-Checklists

Each stage of production should have a checklist (based on the schedule) of steps to be checked at each pass.

SAMPLE CHECKLISTS

Manuscript Checklist

_____File named according to agreed convention

_____Copyediting

_____Field checks input

_____Map labels verified with manuscript

_____Copyediting reviewed by author/edits input

_____Style sheet updated

_____Author changes input

_____Final ms. proofed

_____Illustration/photos/final ms. with edits to designer 

Page Checklist (1st pass pages)

_____Pagination (check against book map)

_____Illustration/map placement

_____Design (facing page alignment, element placement, etc.)

_____Widows, orphans, line breaks, rivers

_____Footnote, cross-reference placement

_____Author review

_____Proofread against final ms.

_____All edits to designer

Page Checklist (2nd pass pages)

_____Pagination (recheck against book map)

_____Verify 1st pass page corrections

_____Return to designer for final proofs

Final Pages

_____Pagination (recheck against book map)

_____Verify 2nd pass page corrections

_____Return to designer for flytecheck and release to printer.

Printer Proofs

_____Pagination

_____Design elements (missing screens, illustrations, stray marks, broken type)

_____Release to print

Manufacturing

-Estimating Process

-Cost Approval

-Cost Monitoring

-Interim Cost Changes

-Product Acceptance/Review Form

-Final Cost Approval and Documentation

Part 4 Post-Production Review

The Post Production Review is held once a project is manufactured, approved, and shipped.  As the Project Manager has the greatest familiarity with the product, the logical assumption is for him or her to assume the role of the coordinator.  Members of the publication committee attend as well as members of the production team (project manager, cartographer, illustrator). This is an opportunity to rejoice in the completion of the project, as well as determine what went well and identify what did not.

Financial

In order to fully review a product from the financial standpoint, the following documentation should be available: original approved publication proposal, original estimates from all sources (cartographers, illustrators, designers, paid writers and editors, color separators, printers, special packagers), interim or partial payments records, and final payments. Utilizing these sources, compare the original budget based on the original approved publication proposal with the actual costs. 

Editorial Production
By analyzing the production process the team can distinguish which processes were effective, efficient, and economical.  A close comparison of the original schedule, which was prepared when the approved publication proposal was completed, against the actual schedule enables the team to determine the effects of any differences. The addition of extra steps or changes to the original production path may be the result of necessity once the project was underway. Factors contributing to changes in production methods may be caused by graphics production, manuscript condition, and availability of sources.

Graphics Production

Projects may contain maps, illustrations, and photographs. Sourcing may come from stored images, volunteer supplied images, or be newly created. It is important to compare the initial number of graphics listed on the approved publication proposal with those that were finally used.  Any deviation should be accounted for as cost can be affected. A close examination of the process used to prepare the graphics components can be effective in identifying problems such as file format and incompatibilities.

Archiving

The Project Manager can list materials that have been returned and archived to date, as well as review the distribution list of complementary copies. 

Post Production Review Summary

Based on the documentation, discussion, and analysis completed during the Post-Production Review, the Project Manager will create a written summary listing which processes worked as well as those that didn’t. The written summary will become part of the final file for the project.

-Cost vs. Budget

-Procedural Review

-Quality Analysis

Part 5   Archiving
-Material Types: Books, Maps, Brochures
-Storage Mediums

-Locators/Cross-referencing Methodology

-Repurposing Guidelines

ELECTRONIC FORMAT PUBLICATIONS/ONLINE WORKS

BOOKS/BROCHURES

MAPS

All map projects will be archived with the following: electronic specifications, final map files, listing of changes for reprint, all files labeled with version and year. The Trail Conference will house all materials.
Appendix

JOB DESCRIPTIONS
Project Manager: Responsible for coordinating all stages of development and production leading to final product, including field checking, arranging for or carrying out editing and proofreading, author and designer correspondence, obtaining manufacturing bids, checking proofs, filing for CIP data and Library of Congress documentation, index preparation, overall schedule monitoring and adherence, quality control within established guidelines, post production analysis, archiving of final files.

Copy Editor: Duties include editing for substance, clarity, and style in addition to grammar, usage, and mechanics. Can include insertion of type codes in electronic manuscript, map proofing and text references.
TASK DESCRIPTIONS

Copy Editing:

Indexing:

Field Checking:

Proofreading:

Proof Checking:

GRANT PROPOSALS
Locating Sources:

PAGE  
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