Self Publishing handbook
At Globe Printing we have a passion for helping
authors realize their dreams.
From your typed manuscript we can help you not
just visualize the finished product but realize it!
The creative process can unfortunately sometimes be
burdened with the technical aspects of getting your book
printed. We will use our years of experience and resources to
help you get your project into the hands of your readers.

Globe will guide you through the process from
layout & design to final product.

From Concept to Design - Print to Bind
Globe Printing does it all.

Globe Printing, Inc.
200 W. Division St., Ishpeming, MI 49849
Phone: 906-485-1033
Email: printing@globeprinting.net
Web: www.globeprinting.net

Cover Design
Our captivating covers all but guarantee sales.
Editorial
We can provide you with the editorial services you need with editing and
proofreading.
Typesetting
Globe Printing does it all: digital layout, scanning text and photos,
indexing, footnoting, indexing, photo restoration enhancement, cover
design and more.
Printing
Globe offers a wide selection of book sizes, binding choices and paper
stock; full color or black and white; hardcover or paperback. Print as few
as 25 copies or as many as one million copies.
Registrations
We can guide you through the process of obtaining your copyright,
Library of Congress Catalog Number (LCCN) for sales to libraries, and
International Standard Book Number (ISBN) and bar code—necessary
for sales to bookstores.
Marketing Materials
Business cards, bookmarks, postcards, flyers, ads and posters.
Branding
Globe designs logos, business cards, letterhead stationary, etc.
Shipping and storage
We can store your books at our facility and ship to fill your larger
purchase orders.
Contact Us
(906) 485-1033 or e-mail printing@globeprinting.net
We’ll be happy to help you out with any of your questions about our
editing or self-publishing services and we look forward to making your
project a reality. Free initial consultation.

Some of our other products
• Letterhead and Envelopes
• Business Cards
• Brochures and Newsletters
• Business Forms
• Menus
• Invitations
• Note Cards
• Tickets

• Posters
• Calendars
• Booklets and Reports
• Folders
• Manuals
• Post Cards
... and Much More!

Self Publishing Defined
Self-publishing is the publishing of books and other media by the authors of
those works, rather than by established, third-party publishers.
The creator or creators fulfill the role of publishing, taking editorial control of
the content, arranging for printing, marketing the material, and often distributing
it, either directly to consumers or to retailers.
With the advancement of digital printing technology and digital photography, the self-publishing concept has become more mainstream.
Motives for self-publishing
There are a number of reasons that writers choose to self-publish.
• author wishes to retain complete editorial control over content
• author is unknown and does not yet a have substantial resume
• popular topic but of interest only in a small geographic area
• author wishes to obtain a larger percentage return from retail sales
An author may choose to self-publish for reasons of control, because they
want access to their customer list, or because they love the business of publishing. When working with a publisher, an author gives up a degree of editorial
control, and sometimes has little input into the design of the book, its distribution, and its marketing. This has been a substantial motivator in the rise of
comic book self-publishing.
In addition to the issue of control some authors with limited markets may
also self-publish in order to obtain a better financial return. An author in a specialist area may be confident of a certain number of sales but also realise that
the maximum number of sales is limited, and wish to maximise their earnings.
In this situation the author may risk a significant amount of their own capital to
self-publish their own work. This avoids a publisher taking a significant cut of
the proceeds and if also self-distributed avoids distribution fees as well. The
payoff is a much larger percentage of the sale price being returned as profit
Authors who are considering self-publishing in order to claim more of the financial reward, however, would be well-advised to investigate the industry thoroughly before launching. Producing and marketing a book may be well within
their grasp, but many of the back-office functions may require unforeseen investments of time and/or money. In addition, industry-standard terms of trade
will eat into their margins to an often unexpected extent.
Authors whose books are related to their other ventures may do rather well
as self-publishers. This is because their books can be used to feed customers
into their other work. The synergies can benefit both the market for the books
and for their other endeavors.
http://en.wikipedia.org/wiki/Self_publishing
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What is an ISBN?

The International Standard Book Number (ISBN) is a number that
uniquely identifies books and book-like products published internationally.
What is the purpose of an ISBN?
The purpose of the ISBN is to establish and identify one title or
edition of a title from one specific publisher and is unique to that
edition, allowing for more efficient marketing of products by booksellers, libraries, universities, wholesalers and distributors.
What is the format of the ISBN?
Every ISBN consists of a series of digits and whenever it is printed
it is preceded by the letters ISBN. The number is divided into four
parts of variable length, each part separated by a hyphen.
What is the format of the new ISBN-13?
Every ISBN will consist of thirteen digits in 2007. The thirteen digit
number is divided into five parts of variable length, each part separated by a hyphen.
Does the ISBN-13 have meaning imbedded in the numbers?
The five parts of an ISBN are as follows:
1. The current ISBN-13 will be prefixed by “978”
2. Group or country identifier which identifies a national or geographic grouping of publishers;
3. Publisher identifier which identifies a particular publisher within
a group;
4. Title identifier which identifies a particular title or edition of a
title;
5. Check digit is the single digit at the end of the ISBN which validates the ISBN.
For more on ISBN www.bowkerlink.com

Parts of a Book

Books are usually organized in a logical sequence.

Front of the book
• Half Title Page – first page of the book displays books
main title
• Title Page – book title, author, publisher, maybe a
graphic element from the cover
• Copyright
• Dedication
• Acknowledgments
• Epigraph – a pertinent quotation – list author of quote if
well known
• Table of Content
• List of Illustrations
• List of Tables
• Forward
• Preface and/or Acknowledgements (can be combined)
• Introduction
• List of Abbreviations
• List of Contributors
• Chronology
• List of Characters
• MAIN BODY of Book with Chapters
Back of Book
• Appendix
• Notes
• Glossary
• Bibliography
• Index
• About the Author
• Colophon – design and production credits
• Order Form
Of course not all of these parts are required to be in any given book.
There are many different types of books. This is the suggested order to
put them in if you wish to include these sections in your book.

Required parts of a book in bold print.

The Production Sequence - “What to Expect”
Develop and write the manuscript using a word processing
program.
*Proof
*Edit
Proof
Edit
Proof
Edit
Proof
Edit
Proof
Design/Typeset
Proof
Typeset correction
Proof
Typeset correction
Proof
Make ready for press
Press proof (correction at this time and will delay the production

schedule – this proof stage is meant to check that the electronic
files have maintained their integrity during the transition from
computer to computer and to press)

Print
Bind
Ship
Distribute

*Edit Proof Edit Proof – is very necessary before you bring your manuscript to
the typesetter/designer to minimize the number of changes necessary – once
the type is set the typesetter/designer will have to make the changes. This is
much more costly than you doing the changes yourself before it gets to this
stage. Changes are expected to be made to the text at this point but they
should be minimal – also allowing the designer to concentrate on the layout &
design of the book instead of the editing of the words.
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Basics About Copyright Registration
What is a copyright? Do I need copyright protection? How do
I register?
A copyright is a form of intellectual property law which protects original works
of authorship including literary, dramatic, musical, and artistic works such as
poetry, novels, movies, songs, computer software and architecture. Copyright
law does not protect facts, ideas, systems, or methods of operation, although it
may protect the way these things are expressed.

Copyright Protection

Your work is under copyright protection the moment it is created and fixed in a
tangible form so that it is perceptible either directly or with the aid of a machine
or device. The moment you write it, paint it, or put it on the internet, your work
is copyright protected.

Library of Congress

In the United States, the Library of Congress officially registers copyrights
which now last for the life of the author plus 70 years. No one else can profit or
copy your ideas without your permission during this time period.

http://www.loc.gov/publish/pcn/
A Library of Congress catalog control number is a unique identification number
that the Library of Congress assigns to the catalog record created for each
book in its cataloged collections. Librarians use it to locate a specific Library of
Congress catalog record in the national databases and to order catalog cards
from the Library of Congress or from commercial suppliers. The purpose of the
Preassigned Control Number (PCN) program is to enable the Library of Congress to assign control numbers in advance of publication to those titles that
may be added to the Library’s collections.
Please note that this is a two-step process. All publishers wanting to participate in the PCN Program must first complete and submit an Application to
Participate. When the application has been approved, an account number and
password will be sent to the publisher via email. Then, publishers participating
in the program logon to the PCN system and complete a Preassigned Control
Number Application Form for each title for which a preassigned control number
is requested. Based on the information provided by the publisher, Library staff
preassign a control number to each eligible title. Upon receiving the number,
the publisher prints it on the back of the title page (i.e., the copyright page) in
the following manner:
Library of Congress Control Number: 2007012345

A little More About Public Domain & Copyright

The term “public domain” refers to creative materials that are not protected by intellectual property laws such as copyright, trademark or patent laws. The public owns these
works, not an individual author or artist. Anyone can use a public domain work without
obtaining permission, but no one can ever own it.
An important wrinkle to understand about public domain material is that collections of
it may be protected by copyright. If, for example, someone has collected public domain
images in a book or at a website, the collection as a whole may be protectible, even
though individual images are not protected. You are free to copy and use individual images but copying and distributing the complete collection may infringe what is known as
the “collective works” copyright. Collections of public domain material will be protected if
the person who created it has used creativity in the choices and organization of the public domain material. This usually involves some unique selection process, for example,
a poetry scholar compiling a book, The Greatest Poems of e.e. cummings.
There are four common ways that works arrive in the public domain:
• expiration of copyright: the copyright has expired.
• failure to renew copyright: the owner failed to follow copyright renewal rules.
• dedication: the owner deliberately places it in the public domain.
• no copyright protection available: copyright law does not protect this type of work.
A Closer look at each of these routes into the public domain.
1. Expired Copyright
Copyright has expired for all works published in the United States before 1923. In
other words, if the work was published in the U.S. before January 1, 1923, you are free
to use it in the U.S. without permission. As an example, the graphic illustration of the
man with mustache was published sometime in the 19th Century and is in the public
domain, so no permission is required to include it within this book. These rules and dates
apply regardless of whether the work was created by an individual author, a group of
authors or by an employee (the latter sometimes referred to as a “work made for hire.”)
Because of legislation passed in 1998, no new works will fall into the public domain
until 2019 when works published in 1923 will expire. In 2020, works published in 1924
will expire and so forth. If a work was written by a single author and published after 1977,
the copyright will not expire until 70 years after the author’s death. If a work was written
by several authors and published after 1977, it will not expire until 70 years after the last
surviving author dies.
Year-End Expiration of Copyright Terms
Copyright protection always expires at the end of the calendar year of the year it’s set
to expire. In other words, the last day of copyright protection for any work is December
31. For example, if an author died on June 1, 2000, protection of the works would continue through December 31, 2070.
2. The Renewal Trapdoor
Thousands of works published in the United States before 1964 fell into the public domain because the copyright was not timely renewed under the law in effect at that time.
If a work was first published before 1964, the owner had to file a renewal with the Copyright Office during the 28th year after publication. No renewal meant a loss of copyright.
If you plan on using a work that was published after 1922, but before 1964, you should
research the records of the Copyright Office to find if a renewal was filed. 3. Dedicated

3. Works
If, upon viewing a work, you see words such as “This work is dedicated to the public
domain, “ then it is free for you to use. That’s because sometimes an author deliberately
chooses not to protect a work and dedicates the work to the public. This type of dedication is rare and unless there is express authorization placing the work in the public domain, do not assume that the work is free to use. For example, many people mistakenly
assume that shareware and freeware are in the public domain
An additional concern is whether the person making the dedication has the right to do
so. Only the copyright owner can dedicate a work to the public. Sometimes, the creator
of the work is not the copyright owner and does not have authority. If in doubt, contact
the copyright owner to verify the dedication.
Shareware and Freeware
Shareware is a system of marketing software. It is distributed at no charge on a trial
basis and if the recipient likes the software and intends to use it, a fee is paid. Freeware
is software that is made available to the public for free. Unlike shareware, there are no
fees. Both of these forms of software are protected under copyright law and you cannot reproduce or distribute these programs unless authorized by the copyright owners
--even if you got them for free. For example, in one case, a company gathered various
shareware programs and offered them in a CD-ROM collection, despite warnings on the
shareware prohibiting such use. A court ruled that the shareware, originally placed on
the Internet for free distribution, was entitled to copyright protection. Therefore, do not
assume because you acquired a work for free that it is in the public domain.
4. Copyright Does Not Protect Certain Works
There are some things that copyright law will not protect. Copyright will not protect the
titles of a book or movie, nor will it protect short phrases such as “Make my day.” Copyright protection also doesn’t cover facts, ideas or theories. These things are free for all
to use without authorization.
Short Phrases
Phrases such as “Show me the money” or “Beam me up” are not protected under
copyright law. Short phrases, names, titles or small groups of words are considered
common idioms of the English language and are free for anyone to use. In subsequent
chapters we’ll explain how this rule applies to specific types of works. However, a short
phrase used as an advertising slogan is protectible under trademark law. In that case,
you could not use a similar phrase for the purpose of selling products or services.
Clip Art Compilations
Generally clip art is sold in books, CD-ROM bundles or from websites, and is often offered as “copyright-free.” As explained the term “copyright-free” is usually a misnomer,
and actually refers to either royalty-free artwork or work in the public domain. Keep in
mind that much of the artwork advertised as copyright-free is actually royalty-free artwork, which is protected by copyright. Your rights and limitations to use such artwork are
expressed in the artwork packaging or in the shrink-wrap agreement or license that accompanies the artwork. If the artwork is in the public domain you are free to copy items
without restriction. However, even if the artwork is in the public domain, the complete
collection may not be reproduced and sold as a clip art collection since that may infringe
the unique manner in which the art is collected (known as a compilation or collective
work copyright).

Facts and Theories
A fact or a theory--for example, the fact that a comet will pass by the Earth in 2027
--is not protected by copyright. If a scientist discovered this fact, anyone would be free
to use it without asking for permission from the scientist. Similarly, if someone creates
a theory that the comet can be destroyed by a nuclear device, anyone could use that
theory to create a book or movie. However, the unique manner in which a fact is expressed may be protected. Therefore, if a filmmaker created a movie about destroying a
comet with a nuclear device, the specific way he presented the ideas in the movie would
be protected by copyright.
EXAMPLE: Neil Young wrote a song, “Ohio,” about the shooting of four college students during
the Vietnam War. You are free to use the facts surrounding the shooting but you may not copy Mr.
Young’s unique expression of these facts without his permission.

In some cases, you are not free to copy a collection of facts because the collection of
facts may be protectible as a compilation.
Ideas
Copyright law does not protect ideas; it only protects the particular way an idea is
expressed. What’s the difference between an idea and its expression? In the case of a
story or movie, the idea is really the plot in its most basic form. For example, the “idea”
of the movie Contact is that a determined scientist, seeking to improve humankind, communicates with alien life forms. The same idea has been used in many motion pictures,
books and television shows including The Day the Earth Stood Still, The Abyss and Star
Trek. Many paintings, photographs and songs contain similar ideas. You can always use
the underlying idea or theme --such as communicating with aliens for the improvement
of the world --but you cannot copy the unique manner in which the author expresses the
idea. This unique expression may include literary devices such as dialogue, characters
and subplots.
The Merger Doctrine
There is an exception to the principle that you cannot copy the unique expression of
a fact or idea. If there is a limited number of ways to express the fact or idea, you are
permitted to copy the expression. This is known as the merger doctrine and means that
the idea and the expression are merged or inseparable. For example, in the case of a
map, there may be very few ways to express the symbol for an airport, other than by
using a small image of an airplane. In that case, you are free to use the airport symbol.
Similarly, there may be a limited way of expressing a rule about the public domain, for
example, the statement, “Works published in the U.S. before 1923 are in the public domain. “ In that case the fact and the expression are inseparable and you are free to copy
the expression. As you can imagine this is a heavily litigated area and many companies
have butted heads to determine the boundaries of the merger doctrine. For example,
Microsoft and Apple litigated over the right to use the trash pail icon as a symbol for deleting computer materials. A federal court of appeals ruled that design constraints made
the trash can an unprotectible element of the graphic interface and that Apple could not
claim infringement solely based on another company’s use of a similar icon. ( Apple
Computer, Inc. v. Microsoft Corp ., 35 F.3d 1435 (9th Cir. 1994).)
U.S. Government Works
Any work created by a U.S. government employee or officer is in the public domain,
provided that the work is created in that person’s official capacity. For example, during
the 1980s a songwriter used words from a speech by then-President Ronald Reagan
as the basis for song lyrics. The words from the speech were in the public domain and
permission was not required from Ronald Reagan. Keep in mind that this rule applies

only to works created by federal employees, and not to works created by state or local
government employees. However, state and local laws and court decisions are in the
public domain.
Some federal publications (or portions of them) are protected under copyright law and
that fact is usually indicated on the title page or in the copyright notice. For example,
the IRS may acquire permission to use a copyrighted chart in a federal tax booklet. The
document may indicate that a certain chart is “Copyright Dr. Matt Polazzo. “ In that case,
you could not copy the chart without permission from Dr. Polazzo.
These decisions and their underlying rationale—that the laws and opinions created
by public officials belong in the public domain—previously did not necessarily apply to
model codes. Model codes are regulations created by a private business and which
may later be adopted by a public entity. For example, the Southern Building Code Congress International (SBCCI) is a non-profit organization that develops modern building,
fire and mechanical codes. These codes are adopted by municipalities and the SBCCI
earned revenues by publishing and selling the codes or licensing the codes for publication. In 1997, Peter Veeck, the operator of a website, posted the building codes for two
small towns in North Texas. The SBCCI sued for copyright infringement. In 2002, the
Fifth Circuit Court of Appeals ruled that a company that creates a model code may not
claim copyright in it once the code has been adopted into law. Veeck v. Southern Building Code Congress International, Inc., 293 F.3d 791 (5th Cir. 2002).
Loss of Copyright From Lack of Copyright Notice
Under copyright laws that were in effect before 1978, a work that was published
without copyright notice fell into the public domain. If the work did not include the word
“Copyright” or a (c) (a “c” in a circle) and the name of the copyright owner, the work
would be injected into the public domain. This rule was repealed and copyright notice is
not required for works first published after March 1, 1989 (although works first published
prior to that date must still include notice). Just because you find a copy of a book without a copyright notice doesn’t mean that the work is in the public domain. It’s possible
that the copy you are viewing is unauthorized or that the notice has only been removed
from a very small number of copies, both of which are excusable. It is also possible that
the author followed a copyright law procedure for correcting the error. Finally, if you’re
using text from a journal, anthology, newsletter or magazine published before March 1,
1989, check to see if there is a copyright notice either for the individual article or for the
whole publication. Either type of notice will prevent the work from falling into the public
domain.
Determining Public Domain Status
Works published in the U.S. before 1923 - In the public domain
Works published in the U.S. after 1922 through 1963 - Initial term of 28 years. If not
renewed during the 28th year, the work falls into the public domain.
Works published in the U.S. after 1922 but before March 1, 1989 - Generally, if a
work is published without copyright notice under the authorization of the copyright owner
and the law does not provide an exception for the omission, the work is in the public
domain.
http://fairuse.stanford.edu/overview/public-domain/welcome

BOOK PUBLISHING
Promotional Material specials
Posters

11 x 17 Full Color .89 ea
10 x 14 Full Color .75 each

Book Marks

2.15 x 8.5 - 1 sided - .10 ea
2.15 x 8.5 - 2 sided - .20 ea

Brochures

8.5 x 11 Tri-fold - Color
Front Black Inside - .59 ea

Postcards*

Full Color Front - Black back 4.25 x 5.5 - .25 ea
Business Cards
Full Color Front - Black back
$35 /100 - $10 each addl 100 ordered
at the same time

Stacey Willey

Production manager/Graphic Designer

200 West Division Street • Ishpeming, MI 49849
(906) 485-1033 • fax: (906) 485-5666
email: printing@globeprinting.net
www.globeprinting.net
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• Watch for Specials and Promotions!
• Many of our catalogs are also available on line!

