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50 Steps to a Book in Your Hand 
 
These secrets were devised by Jo Parfitt, author of more than 30 books and 
publisher of more than 100. Together with Jack Scott, Jo runs Summertime 
Publishing Ltd and Springtime Books. 
 
‘I’ve had an idea but where do I start?’ 
 
This is a question we hear time and again. The answer we give depends on where 
you are now in the process. If you are lucky enough to have discovered this 
document before you put pen to paper then it will help you to understand the very 
best place to start.  
 
Jo has helped hundreds of people to plan, write and publish their books since 2002. 
Here are the steps to get you from Brainwave to Bookshelf. 

 
1. Have an idea for a book. 
2. Now is a good time to talk to Jo and brainstorm your idea. 
3. Read other books that are similar to yours and in the same market. 
4. Compile a list of things you like and don’t like about those books (based on 

your research). 
5. Create a working title and subtitle making sure you include keywords readers 

are likely to use when searching the Internet for books on this topic. 
6. Mind map or brainstorm your book idea to come up with ideas for chapter 

titles and chapter content. We like to think of these as ingredients. Typical 
ingredients could include case studies, anecdotes, summaries, quotations, 
illustrations and statistics. 

7. Double-check you have enough content to sustain these ingredients through 
the whole book, ensuring you use the same chapter recipe throughout. 

8. Create your chapter titles and a breakdown of contents for each so you know 
what to include. Write this as a list, like the table of contents you find at the 
beginning of a book. 

9. Consider who you may ask to write your Foreword. Start thinking about this 
now. 

10. Consider what added value you could include in your book. What extra things 
would make your book a must-have? 
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11. Consider whether you will have contributors or even co-authors. If so, contact 

them to check they want to be involved and if they can work within your 
timeframe. 

12. Define your market and competition. Find out how large your market really is. 
You are unlikely to sell to everyone within your market, but it is reasonable to 
expect you might sell to 1%. 

13. Understand the importance of consistency. Will you use okay or OK 
throughout your book? Website, web-site or web site? Now is the time to set 
your house style.  

14. If you decide to work with Summertime Publishing or Springtime Books, now 
is the time you would have a Skype/Facetime conversation with us. 

15. Write your first chapter using your ingredients and recipe according to house 
style. 

16. Check your book has legs by completing the Pipedream to Proposal document, 
which you can find on summertimepublishing.com and springtimebooks.com 

17. Now is a good time to get a second opinion from an expert. Consider sending 
your document and first chapter to Jo for appraisal.  

18. Once you have feedback on your book idea, make amendments to your 
ingredients and recipe and work on your first chapter until you are completely 
happy with it. It is always worth considering working with an editor like Jo, 
who specialises in big picture editing, at this stage.  

19. Do you realise you need statistics or perhaps a survey? If so, now is the time to 
source the information you will need. You will also need to send a working 
draft of your book to the person writing the Foreword, if you are including 
one. 

20. Appoint an illustrator if needed and get graphics designed for the first chapter. 
Now you have a blueprint for the remaining chapters. 

21. We now recommend a trusted designer who has worked with us previously. 
Our designers understand the Summertime Publishing and Springtime Books 
process, and have the highest standards of professional expertise. 

22. If you work with Summertime Publishing and Springtime Books we will advise 
you on your cover design. 

23. Now is the time to start publicising your book. You have a front cover so begin 
promoting it in earnest. 

24. Create a blog or website connected with your book, along with a Facebook 
page, a Twitter account and maybe an Instagram account. Tell people your 
book is on its way and start building a fanbase.  

25. If you need experts to comment on your ideas in order to endorse them in the 
book and lend it authority, source your experts now. If your book is an expat-
related book, Jo’s network is second to none. Ask her for connections. 

26. Contact those experts to ask for their help. Let them know your deadline, how 
many words you need and how you will mention them in the text. 

  

http://www.summertimepublishing.com/
http://www.springtimebooks.com/
http://www.summertimepublishing.com/from-pipedream-to-proposal.html
http://www.springtimebooks.com/from-pipedream-to-proposal.html
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27. Gather all the extra content you may need. 
28. Write the remaining chapters. From start to finish. Aim for a ‘shitty first draft’. 

You can polish it later. In our experience it is better to write one chapter at a 
time, one after the other, and to reach the end of the book in draft form than 
to polish as you go. 

29. Now write your Introduction, the Author Biography, the title page and any 
resources sections or appendices. Include the Foreword from whoever has 
written it for you. You have your first draft. Congratulations! 

30. Get the first draft edited by a professional who can advise on content, concept 
and style, not just someone who checks for typos. 

31. Decide on the format of your book (the size and binding). Be careful, some 
printers only work to set formats, so don’t assume you can have any size or 
shape you want. 

32. Decide how you will print your book – print on demand (our business model), 
virtual publishers, short run, lithographically. 

33. Get your ISBN numbers for the print and digital versions of your book – if 
you’re working with us, we will assign the numbers. 

34. Edit your first draft according to the feedback from the editor. Send it back to 
the editor for further comment. 

35. Continue making changes until your document is complete. It is not 
uncommon to have three, four or more ‘rounds’ of editing before your book is 
ready.  

36. Have captions for illustrations where required. 
37. Ensure you have acquired copyright permissions. 
38. If you are working with Summertime Publishing or Springtime Books now is 

the time Jo gives your final manuscript a read-through to check for any 
continuity errors. 

39. Make any amendments. 
40. Have your final draft proof-read. 
41. Acquire any remaining internal graphics, photos or illustrations. 
42. Now you have your front cover and the internal pages, you can send this draft, 

as a PDF, to the people you would like to write reviews for the back cover. You 
need 3-5 reviews. We can recommend people and make necessary 
connections. 

43. Send the final draft and the images to your designer and start working on an 
internal layout for the text. If you work with us, we will coordinate this for you. 

44. Now you need to have the entire book checked again, this time for headers, 
footers, widows, orphans, kerning, hyphenation and pagination issues. This is 
something we do for you. 

45. Write your back cover ‘blurb’. Usually 150-200 words is plenty. We will help you 
to fine-tune it. 
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46. Finalise back cover content, reviews, book price and genres. 
47. Now is the time to set a date for your launch party and to send invitations.  
48. Ask the designer to prepare you print quality and web quality .jpegs of the 

cover for you to use in your promotion. 
49. Submit the book for printing and distribution to retailers. 

50. Start your promotion. Jack will ensure promotional information on your book is 
published on summertimepublishing.com, springtimebooks.com and 
expatbookshop.com. 

 

http://www.summertimepublishing.com/
http://www.springtimebooks.com/
http://www.expatbookshop.com/

