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1. Introduction 
MennoMedia engages and shapes the church and society with resources for living the 
Christian faith from an Anabaptist perspective. MennoMedia publishes books, 
curriculum, worship resources, church supplies, magazines, and DVDs for Mennonites, 
their congregations, and for readers of all religious and secular traditions. Books for the 
trade market carry the Herald Press imprint; resources for all other markets carry the 
MennoMedia imprint. 

The purpose of this document is to help you prepare your manuscript for editing 
after it has been accepted for publication by MennoMedia. 

For spelling and word usage, MennoMedia follows Merriam Webster’s 
Collegiate Dictionary (Eleventh Edition, 2003).  

On matters of style, consult MennoMedia’s Manual of Style, which can be 
downloaded as a PDF or Word document at Herald Press.com. This stylebook is our own 
supplement to the Chicago Manual of Style (17th edition).  

 
2. Editorial Workflow:  

From Intent to Publish to Publication 
Preliminary work on your manuscript 
After your manuscript has been accepted for publication and you have signed and 
returned your author’s contract, your book will be assigned to an editor. 

You may have already completed an Author Form, or the editor will send it to 
you. Here you will provide us with personal and biographical information, such as the 
correct spelling of your name, your address, and date of birth. You will be asked to 
summarize the content of your book, provide a brief biography, and make 
recommendations for the marketing of your book.  

The editor and marketing department use this information to begin preliminary 
work, such as registration with the Library of Congress, asking for endorsements, and 
informing contacts about your upcoming book and beginning to work on titling the 
manuscript. MennoMedia assumes responsibility for developing titles and consults with 
authors, wholesalers, retailers, and potential readers in this process. 
 
The editing phase 
Editorial work usually begins six or more months prior to a book’s publication. All 
manuscripts go through a rigorous and thorough editing process, and we count on authors 
to partner with editors during this phase. Authors are responsible for making necessary 
changes and working with their editors to ensure that each manuscript reaches its target 
audience. 

The initial type of editing used on manuscripts will vary, and our Acquisitions 
Editor will determine the kind of editing needed. Sometimes developmental editing is 
used to guide authors as they write in order to improve the manuscript’s overall structure 
and message. At other times we skip this stage and move to content editing, where an 
editor will assess the flow, organization, and congruency of the manuscript. 

Once the Acquisitions Editor is in possession of the final draft, the manuscript 
will be read and edited for correct style, word usage, and other mechanics, while always 
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keeping the book’s intended audience in mind and flagging any additional content that 
may need work. 

Once you have worked through all the requested edits with the Acquisitions 
Editor, the manuscript moves to the Managing Editor. The Managing Editor will guide 
your manuscript through the rest of the publication process. 

Your Managing Editor will assign your project to a specific Copy Editor. The 
Copy Editor will examine the manuscript in even more detail, checking for correct 
grammar, punctuation and ensuring accuracy and consistency of name and place 
spellings, use of numbers, and items. 

After the Managing Editor and Copy Editor have reviewed the manuscript, they 
will return it to you for review. This will be your chance to comment on any changes to 
your work and to respond to any author queries from the editors.  

You can make further revisions to the manuscript using the Track Changes 
function in Word. We request that any rewriting, rewording, or other editorial changes to 
the manuscript be made at this stage of the process. Once you return the manuscript to the 
Managing Editor, we will consider it to be final and will seek to avoid any further 
editorial revisions.  

The Managing Editor generally asks for the manuscript to be returned within two 
weeks. Should you need more time to complete your review, please consult the Managing 
Editor.  

After you return the manuscript, the Managing Editor will process your revisions. 
When this work is finished, and when all the elements of the book, such as art and 
graphics, have been received, the manuscript is sent to a designer to begin layout and 
typesetting.  

Around this time, our editorial team also sends the manuscript to authorities on 
the book’s subject matter, seeking seek endorsements that will be used on the cover and 
in other marketing endeavors. The editors may request a foreword from a known figure 
who can recommend the book to readers.  
 
The design phase 
During the editing phase, the editor and marketing staff will have been working with a 
designer on a front cover. MennoMedia assumes responsibility for developing front 
covers and normally bears the cost of cover art or photographs.  

MennoMedia regularly tests its covers with focus groups to ensure that the 
cover’s design reaches the intended audience to help further sales of the title. At the 
appropriate time, the editor will forward the cover to you via PDF. 

After the book is laid out and has been typeset, it will be examined for errors by 
two proofreaders. When the proofreaders’ work is done, the Managing Editor will 
forward the page proofs to you via PDF. We will ask that you review the proofs 
searching mainly for errors. We request that you limit any editorial changes at this point 
to corrections that are absolutely necessary.  

Once all corrections have been entered and checked, the book and its cover are 
submitted for printing. Around this time, you will also be contacted by our marketing 
staff, who will handle the publicity and distribution of your book. 
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3. Building Your Author Platform 
A good product cannot stand on its own. The product is foundational, but not enough. “In 
order for you to be successful in today’s [publishing] environment, you need two things: 
a compelling product and a significant platform.”i 

All publishers and agents these days want to know about your platform—what 
you are doing to get your name out there and create interest in what you’re writing about. 
Successful blogger and author Michael Hyatt defines it like this:  

 
[Platform] is all about attracting that audience, turning on the brightest 
lights you can find, and building passionate loyalty so your audience stays 
with you through every line, every scene, every act. It’s not about ego or 
being the center of attention. It is about having something of value to 
others and finding the most powerful way of getting that messages to 
others who can benefit from it.ii 
 
As a writer, you will naturally want to work more and more on perfecting your 

manuscript for a “someday” audience. But as a publisher we want to know how you are 
building an audience today. If you aren’t building the audience now, who is going to 
listen to you or read your book later? In this era of social media, all writers must cultivate 
a community around their writing—people who want to follow what they are writing. At 
Herald Press, we require this of our authors. 

There are myriad ways to build and maintain an author platform. They are 
grouped below into social media and face-to-face contact. 
 
Connecting via social media  

• Create a blog—an effective and inexpensive way to connect with readers.  
• Guest post to other blogs with similar markets.  
• Create a Facebook fan page or start a LinkedIn or Facebook group.  
• Tweet.  
• Use podcasts or BlogTalk Radio, or make short YouTube videos for your own 

channel. 
 

Connecting face to face 
• Teach on your book’s topic. 
• Preach in your congregation on the topic. 
• Solicit speaking engagements. 
• Get to know your local bookstore owner or manager and ask them to host a book 

launch. 
• Join a writers group.  
• Work with our marketers to identify the book’s target audience and find ways to 

meet that audience. 
 
Our marketing department will discuss your existing author platform with you 

and recommend ways for you to engage your audience. Herald Press will also develop 
models and methods to reach your audience, and your input as an author will be vital. 
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4. Preparing Your Manuscript for Submission 
After the book manuscript is accepted for publication and your author contract has been 
signed and returned, you should begin preparing the final draft of the manuscript for 
submission to your editor.  

• Submit the manuscript one Microsoft Word document containing front matter 
(title, contents, dedication, lists of illustrations, tables or abbreviations, 
permissions, acknowledgments, and preface), introduction, chapters, 
bibliography, and appendixes. If you work in another computer or word 
processing program, please consult your editor. 

• Early on, discuss with your editor whether the book will need an index and who 
should create such an index. Occasionally authors do their own indexes; typically, 
though, the editor will contract with a professional indexer for a book’s index and 
the cost of professional indexing will be deduced from author royalties. 
Determining the kind and scope of any indexes should be done in consultation 
with your editor, and MennoMedia reserves the right to have all books indexed 
per its specifications.  

• Avoid Greek or Hebrew letters; instead, translate or transliterate Greek and 
Hebrew words. For detailed guidelines on these uses, consult the Society of 
Biblical Literature Handbook of Style, chapter 5, Transliterating and Transcribing 
Ancient Texts. 

• Avoid all profanity and obscenity. Many of our readers are offended by profanity 
or obscenity, and some retailers will not carry titles that contain such words. 
When such an occurrence is the original material of the author, the editor will 
work with you to suggest alternate wording. When the occurrence is part of a 
direct quote from an outside source, you may (1) query the author and suggest 
ellipsing the phrase if it is nonessential to the sense of the quote, or (2) “censor” 
the specific words by using hyphens or asterisks (e.g., hell becomes h*** or h---). 
In very rare instances, the nature of the manuscript in question and the intended 
audience may permit the word or phrase. 

• If your book is to contain art (photos, graphics of any kind, diagrams, charts, 
tables, or illustrations) do not embed it in the manuscript. Rather, indicate in the 
text where the art is to be placed, and submit the art separately from the 
manuscript, either digitally or in hard copy (see below). Inform your editor as 
soon as possible that the book will have art. MennoMedia does not automatically 
provide documentary photographs, maps, or other graphics for the books we 
publish; authors or sponsoring organizations must supply these at their own 
expense. Photos must be of a quality suitable for publication. Maps must be 
camera ready, designed to fit the format of the book. Check with the editor for 
specifications. 

• As with other reprinted text, unless the art is your own or in the public domain, 
you must obtain and pay for written permission for the use of previously 
published photos or art.  

• All maps and photographs must be in the hands of the book editor before 
MennoMedia/Herald Press schedules the design and manufacturing processes, 
establishes the retail price, and announces the intended release date. Delays in 
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receiving photographs, maps, captions, and credit lines will delay the publication 
of the book. 

• When submitting photographs by mail, place each chapter’s photographs in a 
separate envelope; if electronically, make sure the resolution is 300 dpi, 
minimum, at snapshot size.  

• On a double-spaced photograph log, separate from the manuscript, label each 
photograph and identify the five following items of information: 
a. Describe the photograph in general terms.  
b. Indicate where the photograph should appear in relation to the text. Using a 

cross-referencing label (e.g., 1-1 for chap. 1, photograph 1; 1-2 for chap. 1, 
photograph 2), indicate in the manuscript (using comment tool or a bracketed 
line in the body] approximately where the photograph or graphic should 
appear. Design and layout considerations will determine exact placement in 
relation to the text.  

c. Identify any special handling desired, such as cropping, opaquing, etc. 
Suggest how much vertical space should be allotted for the photograph (e.g., 
one third page or one half page). 

d. Provide exact wording for caption. 
e. Provide exact wording for the credit line. 

• The manuscript and other electronic material should be submitted to the editor by 
email. 

 

5. Style Guidelines for Notes and Bibliographies 
Consistency and clarity are vital when documenting your sources. For detailed guidelines 
see the MennoMedia Style Manual chapters 7 and 8, the Chicago Manual of Style 
chapters 16 and 17, or discuss any questions with your editor. Here are some general 
guidelines: 

 
• Use footnotes instead of endnotes. 
• If the book contains a comprehensive bibliography, then footnotes need only list 

the author’s last name, short title, and page numbers.  
• If there is no bibliography, then footnotes must contain full publishing info on the 

first reference to the work in each chapter. On subsequent references in that 
chapter, list the author’s last name, short title, and page numbers.  

• Footnotes should begin at 1 in each chapter.  
 

6. Ordering copies of your book 
As an author, you receive a discount on copies of your book. Refer to your author 
contract for the specific discount that you receive. To get this discount, order directly 
from MennoMedia at 800-245-7894 and identify yourself as an author. You will not 
receive the discount if you order online; you must order via telephone to receive it. 
 

 
i Hyatt, Michael, Platform: Get Noticed in a Noisy World (Nashville: Thomas Nelson, 2012), xvii. 
ii Hyatt, Michael, Platform: Get Noticed in a Noisy World (Nashville: Thomas Nelson, 2012), xv. 
 


