Submitting a Manuscript 

We are often asked if we accept unsolicited manuscripts. This is how we receive most of the books that we publish. Below are some guidelines.
Please note that we are not interested in manuscripts that have no connection with the Bahá’í Faith.
Any manuscript submitted to us should be in Word, Wordperfect or in Rich Text Format. You can send it to us on disk, CD-ROM or, if the work is small enough, by email to sales@grbooks.com. We prefer to have a completed manuscript rather than a contents page and sample chapters. If we are sent these we may give an indication of whether we are interested in publishing or not but will give no commitment at this stage.
From Typescript to Published Book, Step-by-Step
I. Assessment
When a typescript has been submitted to us, our first step is to inform the author of its safe arrival, and to indicate when we hope to correspond about it further. It is then read by several different people and when we have discussed it, we decide whether we want to publish it or not. In some cases we feel that a typescript would be improved by substantial changes. Then we neither reject the book nor agree to publish it, but propose changes to the author and ask to see it again, if the author agrees, when the changes have been made.

2. Agreement
If a typescript is accepted, we make a formal agreement with the author. In essence this states that the author grants George Ronald certain rights in the book, including the right to publish it, although copyright remains with the author. In return George Ronald agrees to publish the book and to pay royalties on sales. The agreement covers numerous practical details, and is in a form recommended by the Publishers Association of Great Britain.

3. Editing
Assuming there are no major changes to be made to the typescript, we then assign one of our editors to be responsible for producing a typescript ready for typesetting. The editor will usually find it necessary to correspond with the author about various details. The author is sent the final edited draft for approval.

4. Schedule
At the time we assign an editor, we also usually fix a date for the publication of the book. This date depends on the size and complexity of the typescript and the amount of editorial work that needs to be done. It also depends on how many other works we have in hand. A typescript which is well-prepared and well-presented can be dealt with much more quickly than one which is not. From this point on we work to a schedule. We publish around eight books a year and currently we have a publishing schedule that is full for the next two years.

5. Review
When the editorial work has been completed, we present the work for review to the Review Panel of the National Spiritual Assembly of the Bahá’ís of the United Kingdom. Queries raised by the Review Panel may have to be referred back to the author.

6. Typesetting
This is the first stage of ‘production’ when the pages are set as they will be seen in the finished book.

7. Design and Production
The design of the jacket etc. is completed during the typesetting, and when the proofs are completed, the book is sent for manufacturing.

8. Promotion
The book is promoted to our customers world-wide, well in advance of publication. We send out flyers to people on our mailing list and e-flyers to those on our emailing list as well as putting details on this website.

9. Publication
For us, the publication date is usually as soon as the book is available from the printers, and the first copies should be in customers’ and author’s hands within a fortnight if the books are sent from our UK warehouse or two months if sent from the US.
The Author’s Tasks
1. Who are you writing for?
It is surprising how many typescripts show evidence of insufficient thought about this problem, and it is indeed a problem. Many authors wish to reach as wide an audience as possible, and they are often led into introducing modifications or extra material, or leaving out material, in order to accommodate the tastes, knowledge and abilities of readers for whom their book was not originally intended. This problem arises in many ways. For example, how general or specialist should the book be? What age groups is it intended for? Is it to be accessible by both non-Bahá’ís and Bahá’ís?
Usually it is better to satisfy one quite clearly defined set of readers than to try and be all things to all men. This is increasingly true of books for Bahá’ís and on Bahá’í subjects. As the range of Bahá’í literature widens all the time, so very few books can hope to appeal to the complete spectrum of Bahá’í readers. This does not mean, however, that a book necessarily has to be narrow in its appeal. A well-written biography, for example, may appeal to a very wide range of readers. On the other hand, there is no point in including a lot of explanatory background material about the Bahá’í Faith in a book which will be mainly for Bahá’ís.
The publisher, too, has a special problem. He has to be able to inform customers about a new book; and unless the readership for the book is clear, it becomes difficult to give an accurate description of the book - that is to say, one from which a potential reader will be able to decide if he is likely to find it interesting and will want to buy it.

2. Revision and Editing
Many excellent and valuable books have been written by people who are not really writers at all. Their ideas or knowledge or presentation have had some special value. But they have often needed help in the final shaping or polishing. This is part of the editor’s task. We would never suggest editorial changes to an author simply for the sake of revision - the less a typescript needs to be revised, the better. Nor do we try and impose a uniform style although we do think an author owes it to his readers to be as clear as possible. We do have a house style applying to certain details such as dates, the use of single and double quotation marks, and other typographical points, but this does not affect the wording or sense. We almost always find that authors are very willing to receive editorial suggestions. An open mind and quick replies to detailed queries at this stage are very helpful. Above all, it is important to avoid rewriting or revising the typescript once typesetting has begun; correction then is very expensive.

3. Presentation of the Typescript (TS)
A well-presented TS can save months of editorial time. Here is a list of the most important items to bear in mind:
Consistency: Try to stick to one style for things like spelling, dates, abbreviations, capitalization, ellipsis, hyphenation, quotation marks, commas and dashes. See the notes for a guide to our house style.

Jargon and slang: Please remember that we distribute our books world-wide, and therefore extensive use of phrases peculiar to your locality is usually inappropriate, whether Americanisms, Anglicisms, or any other kind. The use of ephemeral phrases, like slang, can also be an impediment.

Completeness: In addition to the main body of the text, there is usually other material known as front and end matter. Front matter may include: List of Contents, List of Illustrations, Acknowledgements, Dedication, Preface, Foreword. End matter may include: Appendices, Notes, References, Bibliography, Index. Most books will only include some of these, but you should indicate what you intend to include, even if you do not send all of the items when you submit the TS.

4. Extra Materials
Illustrations: It is usually the responsibility of the author to supply photographs, maps, drawings etc. together with their captions. However, we can often help and this is usually discussed at the editorial stage. But you should indicate, when you submit the TS, if you think any of these will be required.

Design: We are always willing to consider designs from the author for the cover or jacket. But since the design is such an important element in the promotion of the book, publishers always have to make the final choice themselves.

Index: It is not feasible for the author to provide an index since it cannot be made up until the pages have been set. Where it is needed, we can usually make arrangements to have one made.

References: Our editorial procedure includes checking the accuracy of quotations from Bahá’í Writings. So it is necessary to supply a complete list of references for quotations, with details of titles quoted from, editions used, and page numbers. This list is needed as the references will be included in the published book.
Some Common Questions Answered
1. May I submit a typescript to more than one publisher at a time?
It is generally agreed that you may submit to several different publishers at one time. But if you do so, you should make it clear to all of them that they are not receiving an exclusive submission. It is as well to mention the names of the other publishers you have submitted the typescript to. Given the amount of time and money publishers spend on considering typescripts, this is only common courtesy. If you make it clear that you are sending to one publisher exclusively, it is reasonable to expect the publisher to indicate his interest in your typescript more quickly than otherwise. The speed of his assessment will, of course, depend on the size and nature of the typescript. The practice of George Ronald is to acknowledge immediately the safe arrival of a typescript and to indicate the number of weeks it will take us to make our preliminary assessment.

2. What does signing an agreement commit me to?
George Ronald uses a standard form of publishers’ contract, and in general terms, it commits you to two main things. Firstly, that you will supply the typescript described in the agreement, and will co-operate with the publisher in preparing it for press. This may involve you in correspondence about editorial matters. Secondly, it transfers the right to publish the typescript to the publisher (although you keep the copyright). One of the most important effects of this is that you may not submit any part of the typescript to anyone else for publication, such as an extract for a magazine, without the approval of your publisher. This applies also to new and original research material incorporated in the typescript. The reason for this is fairly obvious. Carefully chosen extracts from a forthcoming book published in a magazine can increase sales. But the wrong kind of extracts, such as ones that are too long, can undermine sales, and threaten the publisher’s work and investment. If you have already submitted a part of your typescript for publication in a magazine or elsewhere, you should tell us before you sign the agreement. We would then be able to advise on the correct way for you to preserve your copyright, which you need to do in order to be able to sign the agreement.

3. How long will it take before my book is published?
This is one of the most difficult questions in publishing. It depends on the size and complexity of the book, the publisher’s schedule and many other factors. You should bear in mind that the scope for Bahá’í publishing is still relatively limited, and therefore the number of new books that can be published in a year is not great. At George Ronald, we have a schedule of publications arranged well in advance, and once we have given you a scheduled publication date, we shall do our best to stick to it, and let you know if there are any unforeseen delays. The normal publishing procedure, even leaving out time needed for editing, takes up a number of months - in a typical case, three months for typesetting and proofing, and two months for manufacture.

4. Should I obtain Bahá’í review of my typescript before submitting it to George Ronald?
No, for several reasons it is much easier if we handle the review. In the first place, we submit our publications to the National Spiritual Assembly of the Bahá’ís of the United Kingdom, since George Ronald comes under its jurisdiction no matter where the author lives. Secondly, there is little point in sending a typescript for review before it has been accepted for publication. Thirdly, it is necessary to wait until we have a completely edited typescript before sending for review in case any editorial changes affect the validity of the review. The essence of Bahá’í review is to ensure that Bahá’í teachings are accurately presented, but this does not affect the expression of the author’s own opinions or matters of personal taste.

5. What do I do about obtaining permission to quote from other sources?
It is not necessary to obtain permission to quote from authorized translations of the works of the Báb, Bahá’u’lláh or ‘Abdu’l-Bahá, or from Shoghi Effendi. Other sources may require permission, particularly if the work is still in copyright (as a rule of thumb, if the author has not been dead for more than 50 years). However, it is probably best to wait until the editorial stage before applying for permission, since we can advise on what is necessary, and may be able to help you with the application.

6. Will I receive any payment for my book?
George Ronald has always paid royalties to its authors. The amount of the royalty is set out in the agreement with the author, and is related to the price and number of copies sold. As well as royalties on our own edition of a book, we also act as the author’s agent and pay royalties on editions in other languages and, for example, on other editions in English produced with other Bahá’í or non-Bahá’í publishers or on CD-ROM or audio tapes. Some books published by George Ronald have been translated into quite a number of different languages, and we have considerable experience in co-operating with other publishers elsewhere in the world both on translations and co-editions.

7. Is George Ronald able to ensure a wide distribution for my book?
George Ronald has always considered itself to be a publisher for a world-wide market, and we make considerable efforts to ensure that our books are made known and made available throughout the Bahá’í world, not just in the main centres of English-speaking Bahá’ís. In addition to selling through the main institutional channels, such as National Assemblies, Publishing Trusts, Distribution Services and Book Committees, we also send promotional material and sell to many Local Assemblies, Bahá’í Schools and individuals throughout the world, and we maintain a large mailing list. With warehouses on both sides of the Atlantic, we aim to ensure quick and uninterrupted supply to all parts of the world.
A Note on House Style
Here are the most important rules of style which we follow in preparing a typescript for typesetting. The more of these that are incorporated into the typescript by the author before editing, the quicker the preparation will be.
Spelling and dates: We accept either English or American spelling, so long as it is consistent. Use the Concise Oxford Dictionary for English spellings. Use Webster for American spellings. Write dates 6 July 1884
NB: ‘Counsellors’ as in ‘Continental Board of’ always has the double ‘ll’. ‘World Centre’ always with that spelling.
place names can either be transliterated or as in the Times Atlas or a reliable book on style. Our general policy is to use transliterated names for historical works.

Transliteration: Our books are transliterated according to the standard Bahá’í system, and accuracy in this is a great help; refer to the older Bahá’í World volumes or to the index in one of our larger titles, such as Bahá’u’lláh, the King of Glory by HM. Balyuzi.

Capitalization: We usually use capitals for personal pronouns (He, His) referring to God and the Manifestations of God, but not for relative pronouns (who, whom, whose). However, sometimes a case can be made for not capitalizing at all, and we are willing to discuss this with an author.

Abbreviations and contractions: USA US UK Dr Mr Mrs: no full stops. Similarly initials replacing full name: EGB, BIC, UNESCO. Where a surname is given with initials there should be stops, and space after the initials, as in E. G. Browne.
Use ‘Spiritual Assembly of’, ‘National Spiritual Assembly’, ‘The Universal House of Justice’ and not LSA, NSA, UHJ.
ellipsis A standard ellipsis of three points - never four.

Quotations: These should be broken off from the main text unless they are less than five lines of typescript long. Do not indent the first line of a broken-off quotation unless it starts with a line of dialogue. No quotation marks to open and close a broken-off quotation. Leave a line space above and below broken-off quotations.
Within the text, use single quotation marks first, then double for a quotation within the quotation. In broken-off quotations, use single quotation marks for a quotation within the quotation.

Footnote: Best kept to a minimum, if used at all. It is better to use endnotes. Footnotes of three words or less, e.g. ‘both in prison’ and not constituting complete sentences should begin lower-case and end without a stop. Those consisting only of a name will begin with a capital letter do not need to end with a stop.

References: Present these on a separate sheet of paper, not at the foot of the page in the typescript. We usually put all references at the back of the book, numbered consecutively through a chapter, i.e. each chapter begins with no. I. We are willing to discuss this with an author who feels strongly that some other system is preferable.
In References:15 ‘Abdu’l-Bahá, Selections, p. 55.
Avoid loc.cit., op.cit., etc. We do use ibid. for references to a source cited in the preceding reference only, punctuated thus: ibid. p. 95.
Use rev. edn.
trans. for ‘translated by’, or spell out.
ed. for ‘edited by’
pp. 196-97 not 196-7, and pp. 13-18 not 13-8. All references end with a stop.

Bibliography: With full details of books cited, together with a separate References section.
We usually use the following system. Please note the punctuation.
‘Abdu’l-Bahá. Selections from the Writings of ‘Abdu’l-Bahá. Translated by a Committee at the Bahá’í World Centre and by Marzieh Gail. Haifa: Bahá’í World Centre, 1978.

Some useful books on style, in order of preference, are:
Hart’s Rules for Compositors and Readers at the University Press, Oxford. Oxford University Press.
The Oxford Dictionary for Writers and Editors. Oxford University Press.
Judith Butcher. Copy-editing: The Cambridge Handbook. Cambridge University Press.
A Manual of Style. The University of Chicago Press.

Remember - any problems can be discussed with your editor!
