PITCH PUBLISHING AUTHOR & EDITOR GUIDE

The editorial process is straightforward. In this document you will find guidelines and pointers to assist you with submitting your manuscript; as well as other elements of the publishing process, including supplying pictures, cover design, and also sales and marketing ​​– which is essential when it comes to promoting sales of your book.

INITIAL STEPS ONCE CONTRACT IS SIGNED

Step 1: Sales and marketing: Once you have signed your contract and agreed a submission date for your manuscript, we will allocate your title an ISBN and register your title with Nielsen and Amazon. To do this we will need a short and long description of the book, key features of the book and a short about-the-author piece.
Each description should aim to be and not exceed the following character counts. It is essential to stick to these character counts, as we are restricted by various agencies when uploading this content. You can use www.lettercount.com to check. Also, please adhere to our style guide when submitting all descriptive content.
· Long description – 1,050 characters
A flavour of the book, this shouldn't try and cover everything 

· Short description – 350 characters
An even briefer flavour of the book
· Key features – 700 characters
What makes the book unique, focus on the subject matter 
Mention any unique contributions or exclusive/new content/angles
Refer to the author's background and expertise in the field
Detail any unique planned publicity

Do not use a full stop on the end of each feature

· About the author – up to 450 characters
Detail author's writing background
Keep it relevant to writing work
This sample relates to the bestseller Redemption, published in 2016:

Long description (1,017 characters): Redemption: From Iron Bars to Ironman is the fascinating, frightening and inspirational autobiography of former career criminal, now world-record holder and endurance athlete John McAvoy. Born into a notorious London crime family, his Uncle Micky was one of the key players in the legendary Brinks-Mat gold bullion caper. John bought his first gun at 16 and carved out a lucrative career in armed robbery. At one point he was one of Britain’s most-wanted men, and it took two spells in prison and the death of a close friend during a heist to change his path. During his second stint in prison he discovered a miraculous natural talent while serving life on Belmarsh high security wing – where fellow inmates included Abu Hamza, the hook-handed extremist cleric, and the 7/7 bombers. John broke three world rowing records while still in jail, and since his release he has become one of the UK’s leading ironman competitors and hopes to turn pro later this year. Redemption is the ultimate story of sporting salvation.

Short description (349 characters): Redemption is the ultimate story of sporting salvation. Born into a notorious crime family, John McAvoy bought his first gun at 16 and carved a lucrative career in armed robbery. Forced to re-evaluate while serving life at Belmarsh, he discovered an unbelievable talent and broke three world rowing records. He's one of the UK's leading triathletes.

Key descriptions (670 characters): 

•
First-hand and fast-paced account of a life turned around; a true story of reform

•
A gripping and fascinating life story which has huge appeal to many different markets; it has already sparked interest from film and documentary makers

•
John wrote his book with acclaimed author Mark Turley who amongst others writes for the Telegraph and FHM 

•
Mark’s work was longlisted for the William Hill prize 2015 and named among the Guardian’s best sporting books for the same year

•
Colour photo section including pictures from John’s own personal collection

• 
Extensive publicity campaign across mainstream print and broadcast media, with tour planned for major UK cities

About the author (428 characters): John McAvoy has collaborated with Mark Turley to write his life story. Mark is the author of four books including Journeymen: The Other Side of the Boxing Business and Wiped Out: The Jerome Wilson Story. He has been published in the Telegraph, FHM, Boxing News and many other publications and websites. His work was longlisted for the William Hill prize 2015 and named among the Guardian's best sporting books for the same year.

Step 2: Cover design: Once all descriptive copy is signed off, this will be sent to Pitch's design team. Alongside this we will also require some input from the author in regard to the following:
A simple email answering these questions will suffice, again please adhere to our style guide when submitting all descriptive content.

· Style of cover 
Do you have a type of style in mind? If so what? Bear in mind the book's content – the cover should reflect that. If it's fun or light, the cover should be like that. If it is serious content, again the cover should have that theme.
· Images
What image will be on the front? Unless crucial to the theme of the book, try to avoid dark pictures. It is a fact that books with black covers sell fewer copies than books with brighter, more vibrant covers.
· Information
What is the title, sub-title and how should your name appear? This will also appear on the title and half-title pages of the book.
· Back cover blurb*
This should be an absolute maximum of 200 words, and can be similar to the long description copy. Remember you are trying to entice the reader into buying the book.

· Bullet points*
You only need to supply these (see below for an example) if the book is a hardback with a jacket. Again this copy is designed to draw the reader into the book, but these will be shorter highlights of key points within the book. Aim for six to eight highlights, with each bullet point around 20 words. Do not use a full stop on the end of each point.
· About the author* 
For hardbacks with a jacket, this will appear inside the back flap of the jacket; for paperbacks it can appear (space allowing) inside the book. You may wish to include a recent, high-res, high-quality picture.
*These can be supplied or updated on submission of manuscript.

Bullet Points

(For hardback, jacketed books only)

Redemption is the autobiography of former career criminal, now endurance athlete John McAvoy
Read how...

He was born into a notorious London crime family
His Uncle Micky was a key player in the 
legendary Brinks-Mat gold bullion heist

He bought his first gun at 16 and carved out 
a lucrative career in armed robbery

He served time with Abu Hamza

During his second stint in jail he discovered 
a miraculous natural talent and broke three 
world rowing records while still an inmate

Since his release he has become one of 
the UK’s leading Ironman triathletes

Redemption is the ultimate story of sporting salvation
SUBMITTING YOUR MANUSCRIPT
Your manuscript should adhere to the Pitch Style Guide (next page) and be submitted by email in Microsoft Word, using Times New Roman, 12pt font, correctly formatted, with single line spacing. Please do not attempt to design your book, as this will be carried out by a professional typesetter.

It is essential to aim for agreed word counts; with an allowable deviation of 5,000 words either side of agreed length. Any deviation outside of this should be discussed with the publisher at the earliest possible point.

If you are writing a book for one of our series (Match of My Life, Greatest Games, On This Day, Miscellany), then it is essential to follow specific separate guidelines supplied, without deviation. 
If required, the following should be submitted with your manuscript:

· Dedication

· Foreword

· Introduction

· Bibliography

· Appendices

· Images, captions and running order for picture section (see guide on P11)
STYLE GUIDE
It is recommended that writers follow the spellings of the Oxford dictionaries and writers’ reference books such as the New Oxford Dictionary for Writers and Editors and the New Hart’s Rules.

Abbreviations: avoid unnecessary full points, except for after initials.
For example Mr S. Clark, Dr Reid

She stood 5ft 7in tall

100kg, 80mph

6.30am, 7pm

Use etc., i.e. and e.g.
Abbreviations which do not include the last letter of the word should appear with a full stop, for example Rev. is the abbreviation for Reverend. Other contractions have no full stop, for example Mr, Mrs, plc (note: lower case), Ltd, etc.

Acronyms and other sets of initials do not take full points.

Examples: FIFA, UEFA, OPEC, MP, OBE
Apostrophes: do not use in plurals such as 1980’s – use 1980s or 80s instead.

In possessive cases prefer the s’s ending, e.g. Peter is Thomas’s brother. Note that proper nouns may use a different style, however – Newcastle United’s ground is St James’ Park, for instance.
Names of shops and companies sometimes use apostrophes and sometimes do not – please check company websites to ensure accuracy. For example, McDonald’s, Sainsbury’s BUT Boots, Clarks.
Bibliographies: please make your bibliography as complete and user-friendly as possible.

The preferred style for listing books is as follows:

Jones, A.B., A History of Russian Football (London: Bloomsbury, 2007).

Brackets: use [square brackets] to surround words added to quotes for clarification and sense. Otherwise use (normal brackets).

Capitalisation: initial capitals tend to be overused in writing.

As a rule, only proper nouns should take initial capitals – the general rule of thumb is that if the word in question is being used generally, it has a lower-case initial, while a specific item (often with a name) should have a capital.
For example: ‘We walked along the pier’ but ‘The ride was on Brighton Pier’; ‘We met in the park’ but ‘The concert was in Hyde Park’; ‘Fred went to university’ but ‘Fred went to Portsmouth University.’

Do not use capitals for job titles no matter how important they appear to be unless they are part of officials’ titles. For example: ‘Mr Smith was the town’s mayor’ but ‘The shop was opened by Mayor Smith.’

Positions such as chairman and chief executive take lower case. 
If in doubt, go with lower case.

In religious contexts, ‘Church’ with a capital ‘C’ refers to the institution or is part of a proper name, for example: ‘The Roman Catholic Church’; ‘St Agatha’s Church is next to the bus stop’; ‘He caught the bus to the church.’

Do not use capital letters for compass points (north, south, east, west) unless they are part of a proper noun or form a genuine part of the name in question. Northern Ireland and South Africa take initial capitals – north London does not. This can be challenging as areas of the country such as the East End, West Country and North East often appear with initial capitals – above all, be consistent.
Seasons of the year do not use initial capitals (winter, summer, spring, autumn) but Christmas, New Year’s Day and Easter all do.

Compound adjectives should only be hyphenated when they precede a noun, hence:

Tom was a well-known man.

Tom was well known.
Dates: in text, dates should be presented as, for example, 5 March 2009 or 26 December 1977. In tables, the form 26/12/1977 is acceptable, but do not abbreviate names of months to Mar, Dec, etc. in the text.
If a day of the week precedes the date it should be followed by a comma, for example: Saturday, 15 April 1977.

Sports seasons should appear as, for example, 1988/89 (not 1988–89).

Longer time spans should appear as 1988–91 (not 1988/91). Please use an en-dash rather than a hyphen.
Ellipsis: please use … for an ellipsis – there is a simple key stroke for this, which is Ctrl + alt + full stop. Please insert a single space before and after the ellipsis but at the end of a quotation insert a space before the ellipsis but close up to the inverted comma. For example, ‘There it was …’
Please try to avoid opening a quotation with an ellipsis and PLEASE do not add extra dots for dramatic effect – it doesn’t work and the editor will delete them.
Full points/full stops: see abbreviations.

Hyphens and dashes: the use of hyphens and longer dashes can be difficult. Consult New Hart’s Rules for advice if you are unsure. Usage varies for nouns and verbs, for example, clear-out (noun) uses a hyphen, but clear out (verb) is two words.

As a rule, hyphens are used to connect words in an attributive sense, for example:

Jones took the free kick, BUT, Jones was the free-kick taker.
The referee blew the whistle for full time, BUT, the referee blew the full-time whistle.

Note that half-time uses a hyphen, but full time (in the sense of it being the end of a game) does not.

Do not use hyphens in compound adjectives when the adverb ends in –ly. For example, ‘he was a highly rated player’ is correct – ‘he was a highly-rated player’ is not correct.

The longer en-dash (–) is used for time spans (1988–91, Monday–Thursday) and should be used with a space either side as a parenthetical dash, for example:

The time it took – he had been waiting since Tuesday – was unacceptable.
Re- should only be used to avoid ambiguity and confusion or in the case of unusual words (such as ‘re-typeset’ below). For example, ‘recover’ means to get well while ‘re-cover’ means to cover again. Words such as ‘restart’ should not have a hyphen. Ask yourself whether ambiguity may result and trust your instincts.
Indexes: most of Pitch Publishing’s books do not include an index, although there are exceptions. If you wish to include an index please discuss it with the publisher as early as possible. A late decision to include an index will result in a delay to publication or refusal to include it, even if you compile the index yourself, as a book will need to be re-typeset to accommodate it.
Italics: use italics (NOT inverted commas) for book titles (except the Bible and Koran), magazines, newspapers, TV and radio shows (but NOT TV and radio channels such as BBC1), films, operas, plays, works of art and ships (but not prefixes such as HMS). 
For example: Animal Farm, Vanity Fair, Father Ted, Top Gun, The Singing Butler, HMS Victory.

For newspapers, use a capital T and italicise ‘The’ when the remainder of the name is a single word – for example, The Guardian, The Sun, The Observer, The Times. Where there is more than one more word, set ‘the’ in roman type with a lower-case ‘t’ – the Daily Express, the Mail on Sunday, the Sheffield Star. Above all, please try to be consistent.
Titles of songs should be in single inverted commas, and titles of musical albums in italics without inverted commas. E.g., ‘Girls & Boys’ was a hit song from Blur’s Parklife album.
Measurements: use abbreviated forms of measurement such as cm, kg, lb, in and ft
Do not use full points or spaces – this ensures that the numeral and the unit are not split over two lines.
Examples: 6ft 3in

2,000m

75kg

Temperatures should appear as an abbreviation with the degree symbol, for example, 77°F, 24°C.

Always avoid beginning a sentence with a numeral, symbol or abbreviation.

Use per cent rather than %, except in tables where space is limited.

Money: £5m (not £5,000,000), £100,000 (not 100k), £2,500

Numbers: as a general rule, numbers one to ten should be spelt out in text, with numbers 11 upwards as figures.
Numbers which feature more than three digits should have a comma added three digits from the end. For example 3,500 (not 3500) and 25,000. Years are obviously exempt from this, for example, ‘His team won promotion in 1996.’

When referring to millions, please use the form ‘£4m’ or ‘£2.75m’ when referring to transfer fees or other large payments – if referring to, for example, populations, use the form ‘Over three million people attended’ or ‘Over 3.5 million people attended’ if a decimal point is required. It is important not to overuse the abbreviation ‘m’ as it can be confused with the abbreviation for ‘metres’.
Quotation marks: The preferred style is to use single quotation marks; double quotation marks are only used for quotes within quotes. For example:

‘I heard the boss say, “Hey, Robbie, come over here.” I went straight away.’
Please note that because the quote within the quote is a full sentence, the full stop comes before the closing quotation marks. If it is not a full sentence, the following example may apply:

‘I heard the boss say to “come here”. I went straight away.’ 

Single quotation marks should also be used for song titles, although album titles should be in italics and without quotation marks.

Spelling: use –ise (NOT –ize) for words such as improvise and advertise; similarly, use –is (NOT –iz) for words such as organisation and realisation.
Use –dge for words such as judgement.

On to should be two words; no one is two words, no hyphen.
Swearing: as a rule, swearing should remain in the text as per the wishes of the author. If in doubt, please contact the author and/or publisher for guidance.
Time: use am and pm with the 12-hour clock. Do not use space or full points.

For example: 6.52pm, 8am – this avoids the possibility of the numeral and unit being spread over two lines.
One o’clock, five o’clock, etc., is also acceptable, but use figures for numbers above ten, hence 11 o’clock, 12 o’clock.

SPECIFIC STYLE FOR FOOTBALL

Below is a list of preferred spellings for football terms.

Please note that many of the compounds should be hyphenated when used in an attributive sense. Examples are given where possible.

extra time (but extra-time goal)

FA Cup Final, League Cup Final, but play-off final, cup finals (plural) 

World Cup Final (the deciding match) but World Cup finals (the tournament)

free kick (but free-kick expert)

full time (but full-time whistle)

goalkeeper (or goalie, keeper or custodian for variety, but not ’keeper)

goal kick, goal line but goalmouth, goalpost

half-time

hat-trick

offside

penalty shoot-out

play-off

Premier League (NOT Premiership, and avoid using the names of sponsors)

third round (but third-round tie) 

top flight (but top-flight team) 

semi-final, quarter-final

hyphenate positions, for example, left-winger, centre-half, full-back, centre-forward

player-manager, player-coach but assistant manager, caretaker manager. Only use a hyphen where the two jobs are combined.

matchday, match-winner, match ball

Particular points to be wary of: the Championship (with a capital C) only refers to the division below the Premier League. Other use of the words champions or championship must be in lower case. The word ‘league’ only takes upper case when part of a proper noun, such as Football League or Premier League. 

In 2011, therefore, Manchester United won the Premier League championship and are champions of England. They have now won 19 league titles.

Queens Park Rangers won the Championship, and are therefore Football League champions.

Only use Final with a capital F when it is part of the complete proper noun and in singular form, e.g. FA Cup Final, Champions League Final. Use a lower-case f for plurals and non-specifics, e.g. Fletcher was banned for the final of the FA Cup, Portsmouth have played in five FA Cup finals. However, play-off final also takes lower case.

The names of teams and their grounds can be very similar, but have subtle differences. For example, Queens Park Rangers are based in London, but Queen’s Park (with an apostrophe) are in Glasgow.

Similarly, Birmingham City play at St Andrew’s but golf is played at St Andrews.

Wikipedia is a fairly reliable source for these variable spellings.

SPECIFIC STYLE FOR CRICKET

Spell out boundary scores (four and six) – do not use 4 and 6.

Similarly, batting milestones are a fifty, a hundred (or a century), a double hundred and a triple hundred.

For exact scores use figures: ‘Watson scored 102 before lunch and Vaughan was out for 50 in the last over.’

Fielding positions include wicketkeeper (one word, no hyphen), mid-on, mid-off, extra cover, point, cover point, gully (not gulley), midwicket, square leg, third man, fine leg, leg slip.

An off-spinner is a player who bowls off spin or off breaks.

A leg-spinner bowls leg spin or leg breaks.

Off side, on side, leg side, off stump, leg stump, middle stump.

lbw rather than LBW

one-day international (or ODI), but Test match (‘The third Test match was a draw.’)

For bowling figures, please use the form 4-35, 6-107, etc.

For team scores use 175/5, 223/3, etc.

Other terms include hat-trick, no-ball, follow on (verb) but follow-on (noun). So a team may have to follow on because the other team has enforced the follow-on.

First-class, Twenty20, left-handed, right-armer.

SPECIFIC STYLE FOR GOLF
Holes of play are the 1st, 2nd, 14th, 18th, etc.

In matchplay, winning margins are 2 and 1 or 5 and 4, for example.

In other contexts follow the usual rule of only using figures for numbers 11 and above, such as: 

‘Donald shot a round of three under par thanks to an eight-foot putt at the last. Poulter finished the day on minus 11.’

Make an exception for leaderboards, such as:

Woods        -12
Mickelson    -6
Westwood   +2 

Open Championship (not British Open), the Masters (not US Masters, no apostrophe).

SPECIFIC STYLE FOR RUGBY

Both rugby union and rugby league take lower case in general usage.

Never use the word rugger.

Six Nations Championship (formerly the Five Nations).

Scrum-cap, scrum-half, full-back, fly-half, drop kick (hyphen as verb), line-out, 

22-metre line, triple crown, grand slam, touch judge.

Rugby union reserves are replacements, not substitutes.

SUBMITTING IMAGES
Images must be submitted with the manuscript – but please do not paste images into the manuscript – along with the running order and captions. 

All pictures must be provided in digital form, preferably as jpegs, via Dropbox (the publisher will provide a link). 

Pictures cannot and should not be lifted from the internet, or simply scanned for other books or magazines. 

Home printed images are not acceptable – digital versions must be provided. 
Pictures must be of high enough quality, and where relevant, professional images; they must also be high resolution and usable at 300dpi. 

For prints, artefacts, letters or newspaper cuttings, these must be professionally scanned. The author should liaise with the publisher to arrange scanning. 

Correct permissions to use pictures must be cleared with the copyright owners and fees must be within the agreed budget. If you are in any doubt please consult with the publisher. 

As guidance, for an eight-page picture 'plate' section, aim for 10 to 25 images; for a 16-page picture 'plate' section aim for 26 to 45 images; for a 32-page picture 'plate' section aim for 46 to 100 images. 
Sources:

• Club media departments or club historians

• Local newspapers

• Agencies and photographers

