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The details of the publication of a book, generally, remain
unknown to the readers. Moreover, most of the authors
themselves, especially nowadays, have a rather vague idea about
the stages of publishing and printing their works. The well-known
saying perfectly describes the situation: Do not judge a book by
its cover. However, the potential reader tends to begin evaluating
the book and make the decision whether to buy it or not, apart
from the said three components, by taking into consideration other
visual components of a book. The manuscript handed by an
author goes through a long process consisting of many stages,
from reviewing to editing, before it is printed and bound to adorn
the show windows or shelves of bookstores.

The internal structure of the manuscript and the method of
eliminating the shortcomings of its composition are very
important in the publishing business. Dividing the entire text into
identical parts and logical amounts of chapters within those is a
very important principle of organising the composition of the
content of the manuscript, and it requires special attention to
make the book readable. To give a very vivid example of how a
poor structure can ruin a good book, we offer to compare the
autobiographies of Bill Clinton, the 42nd president of the US
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from 1993 to 2001, and Hillary Rodham Clinton, the US first lady
during Bill Clinton’s administration, US senator in 2001-2009,
and secretary of state in 2009-2013. His gigantic work “My Life”,
which comprises one thousand pages, is simply numbered into
chapters, without chapters being titled or having any subtitles to
help the reader navigate. Also, this manuscript mistake leads to
another one — the author frequently repeats himself, just using
synonyms or rephrasing the same idea or sentence. On the
contrary, Hillary Clinton’s bio epic “Loving History” is skilfully
organised, chaptered and subtitled, which helps the reader to
enjoy quite a long story of her life.

The visual side of a manuscript is also a subject of special
care. There are standard rules of formatting that derive from the
peculiarities of book publishing, and they must be strictly
followed by all authors. As for the thematic plan of the publishing
house (TPP), it represents the entire activity program of the
company. Public demand and interest, on the one hand, and
scientific and literary progress, on the other hand, have a great
influence on the formation of the TPP.

Apart from the author who is responsible for the logical
structure of their manuscript, the structure and functioning of the
editorial office in the publishing house are significant. Several
positions share the responsibilities. The editorial office manager
administers the work of the editorial office, establishes the
thematic plan of the books-to-be, monitors the quality of the final
product and monitors deadlines to be met on time. The editorial
office manager is responsible for the implementation of the plan
according to the approved thematic plan. The manager invites the
authors to sign a contract with them. Also, the manager is to
prepare drafts of projects with editors and reviewers and submits
them to the heads of the publishing house for approval. The
manager receives the manuscripts from the authors and checks
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whether they fulfil all requirements agreed upon by the contract.
Together with the art editors, the editorial office manager
determines the design of a book. Together with the editor-in-
chief, the manager approves the final copies of manuscripts after
they both check whether the corrections are properly made for the
typographical errors. After they both sign the first copy of the
book, the entire edition goes to publication.

The editor has a lead role in the publishing house as he
helps the authors in their creative work by editing their
manuscripts and consulting on the issues that are urgent in the
preparation of the book for publication. The editor is the first
reader and evaluator of a manuscript. All corrections the editor
makes in the original text have to be agreed upon with the author.
The general corrections the editor makes are about the evaluation
of the content of the manuscript, and the determination of the
internal structure of the book and its elements, such as book parts,
chapters, sections, etc. The senior editors do exactly the same job,
but in addition, they monitor the preparation of the manuscript
entrusted to their department for publication. The research editor
and senior research editor work on far more complex publications.

Junior editors assist editors in large publishing companies.
Their duty consists of checking the dates, quotations, captions,
factual information, and all kinds of data in the manuscripts.
Before handing it over to the production department, the junior
editors constitute the manuscript, provide page numbers, prepare
copies, and after the corrections are delivered from the printing
house, they double-check the quotations by comparing the latest
copy to the primary source. The junior editor manages all office
work in the publishing house. This includes tracking the accounts,
monitoring all movements of the manuscripts, and any delays in
the editing and production schedule.
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