UNC Press: The Publishing Process
Step by Step, from Idea to Bookstore and Beyond
Acquisitions
Personnel
Acquiring Editor, Sponsoring Editor, Executive Editor, Developmental Editor, Assistant or Associate Editor, Editorial Assistant, Acquisitions Manager
Functions
1. Proposal
2. Submit Manuscript
3. Peer Review
4. Contract
5. Submit Revised Manuscript
6. Partnerships and Subventions
7. Approval by Board of Governors
8. Acquire Art and Permissions
9. Submit Final Manuscript
10. Transmittal to Copyediting
11. Marketing Launch

Editing, Design, and Production
Copyediting (3 months)
Personnel
Managing Editor, Project Editor, Manuscript Editor, Copyeditor, Proofreader, Indexer
Functions
1. Editorial Manuscript Appraisal
2. Assign ISBNs
3. Library of Congress CIP Data
4. Copyediting
5. Author Review
6. Transmittal to Production
7. Create Index

Production (7 months)
Personnel
Creative Director, EDP Director, Designer, Production Manager, Typesetter
Functions
1. Design
2. Typesetting
3. Page Proofs
4. Files to Printer
5. Printing
6. EPUB Conversion
7. Shipping
8. Reprints

Marketing
Personnel
Marketing Director, Sales Director, Publicity Director, Publicist, Metadata Manager, Digital Marketing Manager, Exhibits Coordinator, Marketing Assistant
Functions (varies, depending on each book’s individual marketing plan)
1. Distribute Metadata to Vendors
2. Advise Sales Reps in the Field
3. Galleys to Select Advance-Notice Media
4. Possible Serial Rights Sold for Exceprts
5. Review Copies to Media
6. Pub Date
7. Co-op Advertising with Bookstores
8. Email Blast to Subscribers
9. Social Media Campaigns
10. Interviews
11. Author Tour
12. Award Submissions
13. Conferences and Festivals
14. Op-Ed and Blog Pitches
15. Ads, Brochures, and Catalogs
16. Promotional Items

Fulfillment
Personnel
Customer Service Representative, Operations Manager, Credit Manager, Accounts Receivable
Functions
1. Customer Service
2. Warehouse Supply Management
3. Pick & Ship
4. Returns Processing
5. Accounts Receivable Collections
6. Sales and Inventory Data

General Administration
Personnel
Development Officer, Rights Manager, HR Manager, CFO, Accounts Payable
Functions
1. Copyright Filing
2. Audiobook Licensing
3. Subrights and Translations
4. Fundraising
5. Human Resources
6. Accounts Payable
7. Employee Salaries and Benefits
8. Author Royalties

Databases
Personnel
IT Manager, Digital Assets Manager, Network/Desktop/Customer Support, Database Manager
Data Systems
1. Title Management System
2. Publicity Database
3. Website
4. Shopping Cart
5. Order Fulfillment System
6. Warehouse Stock Management
7. Print and Digital Vendors
8. Digital Asset Management Systems
9. Library, Retailer, and Wholesaler Databases
10. Author Royalty System
11. [bookmark: _GoBack]General Accounting
