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Author Checklist & Flow of Work 

Getting Started 

q Author will complete Menu of Services Form on the BDI Publishers website by selecting all the 
desired services. 

q Author will receive the BDI Publishers Author Agreement for review and signature.  
q A preliminary estimate will be provided outlining all anticipated publishing costs. A 50% deposit 

is required before proceeding with editing, illustrations, and book design. 
q Once the manuscript is ready, it will be reviewed to determine if any additional services are 

necessary (editing, graphic design, image enhancement, etc.). The manuscript must be 
provided in Word or PDF format. 

• When sending the manuscript, please be sure to specify the size and format of the book, 
along with any binding requirements and design preferences. 

• If the book has charts or graphics, or if you are requesting any graphic or illustration 
work, please submit all supporting files and/or design notes with your manuscript. 

• If the manuscript has excessive errors or typos, we will recommend line and/or content 
editing before we begin the book design. If it has been previously edited, or if we 
determine that editing is not needed, we will skip the editing phase and send the 
manuscript on to our designer, so that the layout work can begin. 

Editing Phase 

q If the author requests editing services, or if we determine that editing is necessary, we will send 
the manuscript to our editor for a preliminary look to determine what the editing cost will be. The 
author must approve of the additional cost before editing will begin. 

q Editing time is dependent upon the length on the book. Once the editing work is complete, we 
will provide the author with two sets of files: one manuscript with the edits incorporated and 
another with edits highlighted. 

q It is the author’s responsibility to review the edited manuscript and make any final adjustments. 
q After the author has read through the edited manuscript and finds no other changes are needed, 

the book will move on to design. 

Interior and Cover Design 

q Once the author and publisher agree that the condition of the manuscript is suitable for 
publication (no obvious misspellings, grammar errors, etc.), the manuscript will be sent to our 
book designer and the layout work will begin. 

q Our designer usually needs about a week to put an initial draft of the interior together. For books 
that are much longer, or if your book has many graphics/charts/images, understand that the first 
draft may take more time to lay out. 

q After the initial draft is put together, we will send a copy of the draft to the author for review. It is 
the author’s responsibility to identify any changes or corrections that are needed. 

q Change requests must be submitted using the following format: 
• Page Number, Paragraph Number, Line Number, Change/Correction 
• Example: Page 15, paragraph 3, line 2, change “and” to “or”. Should read “He didn’t 

want to take Jill or Billy.” 
q The editing process is iterative. There will be several rounds of revisions until the layout is as 

perfect as we can get it. Again, it is up to the author to catch all typos and errors. Make sure that 
the book is exactly what you want. What you see is what you get. Be sure to identify all errors or 
changes needed while the layout is being revised. 
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q Our design fee covers five rounds of revisions for the interior and five rounds of revisions to the 
cover. Additional change requests will incur a fee of $20 per request, as stated in the Author 
Agreement. 

q Once the interior of the book is complete, we will design the cover. The author will be asked to 
provide a preferred color palette, fonts, images of favorite book covers or other design 
inspiration, along with any artwork or photographs (original) and supporting text. 

• Remember, covers sell books! For the back cover, consider including a book description, 
an author bio (and headshot), or book reviews – or any combination of the these to peak 
reader interest. 

q While we are working on the cover, we will provide you with several pricing scenarios and a 
breakdown of how much you will make per copy sold. The book’s list price can be whatever you 
prefer, but it must be high enough to cover all print, wholesale, and publishing fees. For eBooks, 
the only additional requirement is that the price end in 99 cents. This is to comply with Apple 
Agency pricing. 

q After the pricing is set and the cover design has been approved, the book is ready to be 
published! 

Publishing and Distribution 

q The author is required to submit final approval on the interior and cover layouts before moving 
into the publishing phase. Once the layouts are approved, our book designer will prepare the 
final, print-ready files. 

q While the print files are being prepared, the author will be asked to provide a book description, 
subjects, and keywords to include with the book’s listing information online. 

• Book Description: A brief explanation that gives a synopsis or preview of the book’s 
contents. 

• Subjects: Categories that the book will be filed under (self-help, leadership, business, 
etc.). Amazon and Barnes & Noble have extensive subject lists, if you need help 
determining how best to categorize your title. 

• Keywords: These are words or short phrases that relate to your book’s content or 
subject matter. Retailers use keywords to identify your book when these words are 
entered into a search engine. 

q Once the print files have been prepared and the title information has been provided, we will 
upload the files to our print distributor. 

q The files will undergo a series of inspections, then the proof (physical or electronic) will be 
generated. The inspection process usually takes 3 to 5 business days. 

q When the proof is ready, we will send it to the author for approval. Once you approve it, we will 
authorize the title’s release and the book will appear on retailer’s websites within 24-72 hours. 

q For titles that will also be sold in electronic format, we will upload the book to our eBook 
distributor once the print format has been approved for publication and is available for purchase 
online. 

• Note: Our eBook distributor does not require a proof approval in order to release the title. 
Once the eBook has been uploaded and has passed the inspection, it will automatically 
be released, and it should appear online within 24-48 hours of the file upload. 
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Things to keep in mind after your book has been published… 

q Initially, you may see glitches on Amazon regarding how your book is listed. The book may 
show an “Out of Stock” status or indicate excessive lead times. This is normal and most of these 
issues resolve themselves in a few weeks. If this is a concern, we suggest allowing enough time 
for a soft launch (3 to 4 weeks), so that any initial glitches are resolved before your promotion 
and campaign work begins. 

q Our distributors give retailers 30 days from the date of the book’s release to address any issues 
or errors with the title listing and its availability. After 30 days, we can begin submitting claims to 
have unresolved issues with the book’s listing addressed. 

q It is not uncommon to see price fluctuations with retailers, particularly Amazon. Should this 
happen, know that this does not affect author compensation. Retailers have the liberty to run 
sales and modify pricing however they like. When they do, the difference between the list price 
and sale price comes out of their cut, not yours. 

q It is also common to find secondary listings on Amazon with the book priced higher than list. 
These are considered “Third Party Seller” listings. We have no control over them, and we are 
unable to prevent these listings from appearing online. If a consumer purchases a book from a 
third party, your author compensation will remain the same in these instances, too. 

q Depending on the services you selected, we will continue to deliver the items requested until 
you are fully satisfied. Once all publishing work is complete and the book is online and available 
for purchase, we will bill for the remaining balance. 


