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Dear Author,

The following information should provide you with an overview of the editorial workflow. It should help 
to make your efforts as productive as possible as you take your book from the initial project idea all 
the way to the printing stage. Please review the following information for your own project planning. 
We are more than happy to respond to questions.

Thank you for your attention!

1 Project Decision

1.1 Cost calculations 
To enable the production department to estimate the project’s overall cost, we ask that authors 
 supply us with all relevant information.

1.2  Project conference
At an in-house project conference, decisions are made in coordination with sales and marketing 
 concerning the size of the print edition and retail price, and if the results of our consultations are 
positive, the project is given formal approval.

1.3  The contract
a)  Single title: on the basis of the publisher’s contracting standards, the acquisitions editor  prepares  

a contract of publication: this contract specifies the scope of the manuscript, the number of 
illustrations, terms and conditions (author’s fee, subsidies where applicable), as well as a finalized 
timetable.

b)  Series: The signing of the contract is preceded by coordination with the editor of the publication 
series concerning deadlines, terms and conditions (author’s fee, subsidies where applicable), and 
manuscript guidelines. The contract is then signed by the publisher and the author/volume editor.

2 Advertising

In order to advertise your title to booksellers, we publish a bookseller’s preview twice annually (spring 
and fall). For this purpose, we request that you provide us with text and image material in accordance 
with the publisher’s guidelines:
a)  A draft of a brief promotional text (ca. 800 keystrokes in length including spaces). This text will be 

finalized by the publisher in consultation with the author.
b) A selection of circa 4–6 (and at least 2–3) images for the cover and to illustrate the contents 

Titles appearing in spring are announced in the autumn of the preceding year; we will require text and 
image material from you in summertime, and in late August at the latest.
Titles appearing in autumn are announced in spring of the same year; we will require text and image 
material from you by the beginning of the year, and in late January at the latest.

3 Implementation

3.1 Preparation and delivery of your manuscript to the publisher 
a)  Once the contract has been settled, the publisher provides the author with guidelines on the pre-

paration and delivery of the manuscript and on the submission of image materials. 
b)  Text and image rights must be acquired and paid for by the author/series editor.
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We ask that you deliver your finalized text; subsequent content changes tend to interfere with the 
ensuing workflow, and represent a potential source of errors, for example regarding the translation, 
the index, the image material, and so forth. 

By the same token, we ask that you deliver your text and image materials in complete form. Delivery 
in installments impedes workflow, and also represents a potential source of errors, especially in the 
process of text standardization. A complete delivery of text and image material enables us to check 
the agreed-upon scope of the text quickly and confidently, and also offers an opportunity for you to 
keep the agreed-upon scope in view and to shorten or extend the text where advisable or necessary.  

Your complete manuscript includes image captions, bibliography, biographies, index, and pic-
ture  credits. Only delivery in this form ensures a smooth workflow by the editorial team and the 
translator(s).

The simultaneous delivery of image materials with the texts facilitates comprehension on the part 
of the editors, and in particular of the translator(s), and assists us in avoiding misunderstandings and 
erroneous translations.

Editorial work on your manuscript consists of three different stages: specialized editing, copyediting, 
and proofreading. 

3.2 Specialized editing of the manuscript 
This refers to the contentual and technical examination and revision of the text, ideally by a specialist. 
As a rule, however, we assume that your manuscript has already been revised with the requisite exper-
tise, and we may therefore omit this stage of editorial treatment.

3.3 Copy editing of your manuscript 
Once the complete and finalized manuscript has been received, it is assigned to copy editing, which is 
as a rule external, and is commissioned and coordinated by the publisher. The copy editor revises the 
text in terms of language and style, and with an eye toward comprehensibility and formal unity. 
After copy editing, you will receive a word document with your manuscript in correction mode for your 
review and approval; please return the text to us as a fully clarified, finalized document that is ready 
for typesetting. 

Once you have approved the final version, the text together with the image material will be typeset by 
the graphic designer; parallel to the typesetting in the primary language, a translation into a second 
language will be prepared if required.

3.4 Proofreading the page proof
The manuscript will be set by the graphic designer in the layout that has been coordinated with the 
author (page proof):

1. Page proof: 
contains the complete layout, including image placement

a)  The proofreading of the first page proof encompasses an examination of the text for orthographic 
and other technical errors, and is commissioned and coordinated by the publisher.

b)  At the same time, the page proof is sent to the author or publication editor and supervising series 
editor for a final check with regard to orthographic and formal correctness; at this stage, page 
proof-relevant text revisions are no longer possible.

c)  The corrections specified by the proofreader and the author/editor are assembled by the editorial 
team and implemented by the graphic designer.
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2nd page proof: 
implementation of final corrections by the publisher’s editorial team 

Final page proof: 
Approval for printing by the author (or where applicable by the volume editor and series editor)

Coordination with the graphic designer is conducted by the publisher; direct arrangements between 
author and graphic designer are possible only in consultation with the publisher.

3.5 Translation
The final, author-approved manuscript is then sent to a translator. As a rule, the translation is com-
missioned and coordinated by the publisher. The translation is then reviewed for linguistic and stylis-
tic quality by a copy editor.

The revised version of the translation is then set by the graphic designer. Corrections to the page proof 
(proofreading) proceed according to the model of the original version: it is conducted by the translator 
and a proofreader, as well as by the author (if desired).

4 Production (printing and binding)

The commissioning and coordination of printing and binding is carried out by the publisher.

5 Delivery to booksellers: twice monthly 

The dispatching of author’s copies to the authors/volume editor and series editor, as well as the 
 dispatch of press copies, is coordinated by the editorial office.


