GUIDE TO GETTING
PUBLISHED!

STEPHANIE LARKIN

ONE

Congratulations On Your New Book!

I

n a recent poll, over 90% of the population put “writing a
book” as a personal goal in their lives, yet just a small
percentage actually succeed. You did it! I hope that you have celebrated your accomplishment thus far—pop open that champagne cork!
Of course, there is nothing quite like actually holding your book in
your hand, seeing your name on the cover, and having others read
(and fawn over) your book. Everyone’s book goals are different, and
depending upon your personal goals, you may have already
succeeded by the time you wrote THE END. For others, seeing your
book in the hands of readers, signing books at a launch party and
receiving book royalty checks (even small ones) are the thrills you
seek. Fortunately, options abound, from running off copies yourself
and distributing them to family and friends to sending off hundreds of
query letters to major publishers and agents with the hope of avoiding
their trash pile.
Whatever you decide, reading this Guide to Getting Published is a great
first step. Here you’ll find the pros and cons of different options, along
with a step-by-step guide to getting your book ready for publication.
We certainly hope that you’ll opt to publish with us over at Red
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Penguin Books, where our goals is to get our authors published,
printed, promoted and paid—with the least amount of angst possible
—and celebrate the journey along the way. Wherever your publishing
path leads you, we wish you luck and publishing success in your
future!

TWO

Options in Publishing

Y

ou wrote the book—now what? Well, you can certainly opt
to just hit PRINT on your computer, run off a copy or two,
and staple the pages together. Many author do exactly that
—passing along their printed copies to family and friends and printing
them as needed.
On the other hand, if you want your manuscript to look, feel and smell
like a “real” book, you’ll need:
Editing of the manuscript
Book/page layout, including margins, gutters, chapter
headings, pagination, front and back matter, and more.
Cover art and layout, for both a front-only cover for digital, as
well as a wrap-around cover for print.
Coordination and optimization of interior graphics
Formatting/file conversion for eBooks and print
Submission to international online and off-line book stores and
libraries
ISBN numbers
Bar codes
Library of Congress designations
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Book printing
And more!

Red Penguin Books
Red Penguin Books was developed with the author’s needs in mind,
bridging gaps which clients had “fallen through” in the available
options. Here at Red Penguin Books, our mission is to get your book
from your computer – or your head! – and into your readers’ hands as
quickly and painlessly as possible. Our authors come from a variety of
industries and backgrounds, each with very different reasons for
wanting to get published.
Red Penguin Books offers publishing options
for writers of many genres, including nonfiction, poetry, memoir, fiction, business, selfhelp, textbooks, children’s books and social
commentary. Our authors retain ALL creative
choices and retain ALL ownership and
copyrights.
For those prospective authors who need more assistance, we also offer
such services as:
Ghostwriting: for those with more ideas in their heads than
words on the page!
Compiling Content: when you have plenty of material—like
articles/blog posts/instructional/etc.—but need it made into
a book
Book Coaching: collaborating together to help get the book in
your head onto a bookshelf
Memoir interviews: meeting with authors—often seniors—
who wish to preserve their memories in a book, for a series of
interview to capture their stories for publication.
Authors choose to write and publish their books for a variety of
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reasons, which is why we offer different publishing options to suit
every need.

Whatever method of publication you choose, be sure to choose something! A book sitting on your computer - or worse yet, in your head - is
not reaching its full potential as a book. For a “book” to be a “book”, it
requires readers, so be sure to bring your book to where it ultimately
belongs . . . into the hands of your readers!
“When a book leaves its author's desk it changes. Even before anyone
has read it, before eyes other than its creator's have looked upon a
single phrase, it is irretrievably altered. It has become a book that can
be read, that no longer belongs to its maker. It has acquired, in a sense,
free will. It will make its journey through the world and there is no
longer anything the author can do about it. Even he, as he looks at its
sentences, reads them differently now that they can be read by others.
They look like different sentences. The book has gone out into the
world and the world has remade it.”
~ Salman Rushdie, Joseph Anton: A Memoir

THREE

Traditional Publishing

T

raditional publishers play a vital role in the creation and
distribution of a tremendous number of books each year.

Of course, along with all of the time - and expense - of transforming a
book from mere words on a page to a “living, breathing book” in the
hands of a potential reader, there are certain requirements and stipulations that come along with working within the “traditional”
publishing world. Some things to consider include:
Publishers need to make money too, and in order that they at
least cover their expenses, they’re looking to work with
authors who have an established following and a strong
probability of selling many books—at least 10,000+ books. (On
a side note, the “average” book sells less than 250 copies per
year/less than 3,000 copies over its lifetime!)
Publishers make money when books sell, so the expected
royalty to an author averages about 15%.
All creative rights to a book belong to the publishers, as they
have the final say over the cover design, title, and even text on
the pages.
If by chance a person wishes to make a movie of your book or
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some other additional distribution, you do not necessarily
have the right to make such deals, as the publisher may retain
all rights.
Publishers have the right to take as much time as they want in
bringing a book to market, and may even abandon a particular
book project altogether, while still tying up all of the book’s
rights.
However, on the positive side:
Professional publishers are professional because . . . well, they
have knowledge and connections that you can only dream
about! Having guided hundreds—if not thousands—of books
from mere text to publishing success stories, traditional
publishers certainly know their market and how to leverage it
to their best advantage.
If your book is accepted by a traditional publisher, there will be
NO cost to you. In fact, you may even receive an advance on
future royalties!
Having a team of professionals means that while creative
decisions are out of your hands, they are in the hands of people
who have done this over and over again, and thus are likely to
be in a better, more objective, place to offer opinions.
Publishers know people—from artists, editors and layout
directors to readers, reviewers and those in charge of
distribution channels. Their reach is far beyond what you
could imagine in the book world.
Working with a traditional publisher is the ultimate goal for many
writers, desiring to leave their book in the hands of experts who will
guide it ultimately—hopefully!—to success.
While “selling lots of books” may be the ultimate goal for many
authors, there are plenty of other reasons a person may desire to write
and publish a book, including:
for creative fulfillment
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to insure the preservation of a family history
to promote and further a business or career
to use in workshops or training sessions that you deliver
to sell at seminars and when delivering speeches
to preserve and distribute a memoir of a family member
to collect recipes, tips or other material—for fun, profit or to
celebrate a milestone
These are all wonderful reasons to write a book, but unfortunately
since the benefits that come along with book publication in these cases
are not dependent upon book sales, a traditional publisher would not
gain financially, and would therefore not be interested in taking on
such a project. In former times, that would signal the end of your book
right there, but fortunately we live in times when there exist other
options to bring your book to publication aside from traditional
publishing houses.

FOUR

Self-Publishing

W

hat do Benjamin Franklin, William Blake, Walt Whitman
and Virginia Woolf have in common? How about the
best seller The Joy of Cooking? Give up? Well, not only have you heard
of them all— some hundreds of years later—but they were all selfpublished! Can you imagine Walt Whitman getting turned down by
publishers? If you’ve been there, you now know that you’re in good
company!
Self-publishing has been around since the dawn of the Gutenberg
printing press, and the prevalence of computers in our homes has only
served to make self-publishing more accessible to all. By opting for
self-publishing, you would retain all rights, royalties and artistic decisions. Of course, along with all of those benefits come responsibilities
as well, especially if you want to be sure that your book doesn’t look
“homemade”.
You will also need to consider the following:
Where will you publish your book? On Amazon? Kobo?
Kindle Unlimited? Which is the best choice for you?
Who will print your book? What is the cost per book, as well as
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the minimum “run” necessary to get your book published?
Will you need to mail out your book as orders are received, or
will it be “print-on-demand” as orders come in? Do you want
paperback or hard-cover books?
How will you distribute your book? Are you planning to have
it available in bookstores or solely online? How about a book
launch party or book signing event?
Do you need an ISBN number and bar code? A Library of
Congress designation? A copyright?
Will you be promoting your book? Striving for book reviews?
Distributing your book in other ways?
While self-publishing your book can be the ultimate Do-It-Yourself
project, it certainly isn’t for the faint of heart. It can be great fun for
those comfortable with various apps, programs and file formats and
who have 100+ hours to devote to cover design, editing, book formatting, layout, file conversions, distribution, promotion and the myriad
of other decisions that will come your way. Realistically speaking, selfpublication will generally cost between $200-$5000, depending upon
the cost and use of editors, book cover designers, print layout professionals and distributors. While you can skip all professional help and
go at it alone, you certainly may find yourself spending hundreds of
hours and still ending up with a homemade, badly written or designed
book.

Self-Publishing Companies
There are plenty of companies and services around who charge just for
services that you need, in order to assist you in self-publishing your
book. From page layout and file formats to templates for cover designs
and print-on-demand, many companies exist online where you can
simply upload your book document, follow the steps, and pay for
what you need. There are also many editors who will guide you
through the self-publishing process, employing additional professionals (at your expense) if needed.
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Self-publishing a book is certainly a way to be intimately involved in
every single decision in the development of your book. While technology has certainly made self-publication an incredibly viable solution, it still may not be for everyone. However, if you are comfortable
with various types of software and aren’t quick to stress when the
details —and responsibility for decisions—take off, self-publication is
certainly a great way to guide your book your way—every step of
the way!

FIVE

Publishing with Red Penguin Books

Writing a book is the adventure of a lifetime,
and Red Penguin Books take pride in giving
our authors a publishing experience that is
stress-free and celebratory all the way—from
the pop of champagne at the outset to a brand
new, commemorative pen for book signings.
We LOVE books, and we love to partner with
our authors to bring their books to the wider
world.
Some of our authors first approach us with no more than an idea for a
book that’s ready to sprout. Others submit completed manuscripts.
Whether you’re at either end—or anywhere in between—our goal is to
get you published. So if your book isn’t at the finish line quite yet, we
would love to work with you to get it ready for publication. Whether
you have a children’s book or a memoir, a business book or a novel, a
textbook or a cookbook—anything!— we’d like to read it and work
with you to add your name to the list of fabulous authors we
represent.
At Red Penguin Books, we offer options and opportunities that are
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unique in the world of publishing, and all of them are designed to
keep you —the author we so deeply respect—in the driver’s seat.
Unlike other publishing houses, at Red Penguin Books our authors:
• retain ALL copyrights and ownership of their manuscripts. As
policy, when we lay out and format your book and cover, you will
receive copies of all of your files
• receive a downloadable press kit as well as an author’s webpage on
our Red Penguin Books website to post upcoming events, book links,
photos, videos and more—anytime!
• are included in all of our Red Penguin Books promotional activities,
including television appearances, regular email and social media postings of their books and book-related events, book reviews and worldwide book distribution
• benefit from generous book royalties and special pricing of print
books delivered to them anywhere, which they can sell at whatever
price they wish
• retain all creative rights—and give us their final approval on cover
design, book layout, pricing —everything that affects their book
• can be published and printed in record time —generally just one
month from the time of final manuscript approval!

SIX

Let’s Get Started!

A

journey of a thousand miles—or words!—begins with a single
step, so let’s get started! Below are some of the exciting and
creative options we will explore as we progress towards publication of
your new book.

Cover
Your cover should be eye-catching and somewhat explanatory without
being distracting. Be sure to include your title, subtitle and author
name on the cover, in a font and color that are visible when viewed.
While you may have a very unique-looking cover in mind, it would be
a good idea to take a look at other top books in your genre/category to
see what types of covers they have. A cover which is too unique or
vague may be confusing to prospective readers and look unexpected
and unprofessional. The easiest way to check out the top books in your
category is to head over to Amazon. You will probably see a “pattern”
when it comes to book covers - how-to books have a very different
“look” than romance, financial books quite different from wellness
books, and so on. Find 3 to 5 books whose covers you like and write
about them below.
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•

•

Book #1
Title:
Author:
Describe the cover:
Favorite feature/aspect of the cover:
Least favorite aspect of the cover:
Additional notes:

Book #2
Title:
Author:
Describe the cover:
Favorite feature/aspect of the cover:
Least favorite aspect of the cover:
Additional notes:

Book #3
Title:
Author:
Describe the cover:
Favorite feature/aspect of the cover:
Least favorite aspect of the cover:
Additional notes:

•
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•

•

•

Book #4
Title:
Author:
Describe the cover:
Favorite feature/aspect of the cover:
Least favorite aspect of the cover:
Additional notes:

Book #5
Title:
Author:
Describe the cover:
Favorite feature/aspect of the cover:
Least favorite aspect of the cover:
Additional notes:

Now it’s time to “design” your own book cover. Don’t despair if art
isn’t your “thing”—if you are not a graphic designer yourself, our
professional artists have you covered.
However, our cover designer will certainly your cover opinions, and it
will certainly cut down on the time and money for endless revisions.
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What are some adjectives/feelings you would like to convey through
your book cover?
.
.
.
.
.
What are some favorite, appropriate images you would like to consider
for your book cover?
.
.
.
.
.
What colors/color scheme would you most like to employ for your
book cover?
.
.
.
.
.
Sketch your possible cover on the blank book provided—don’t worry
about the actual art, you are simply sketching in order to illustrate
your concept.
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If you find it easier to describe your thoughts rather than sketch them,
use the space below.
.
.
.
.
.

Title and Subtitle
While you were locating your favorite cover designs of books in your
genre/category, were you noticing the titles and subtitles as well?
Perhaps your favorites were the same as for your favorite cover art, but
if not, list your top titles in the space below:
Book #1
Title:
Subtitle:

Book #2
Title:
Subtitle:

Book #3
Title:
Subtitle:
•

•

•
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Book #4
Title:
Subtitle:

Book #5
Title:
Subtitle:

Looking over your list, consider the following:
Do you notice certain words which are used over and over in the top
book titles and subtitles? Which words or phrases are used most often?
.
.
.
.
.
If someone were searching for your “type” of book on Amazon, are
these the same words they would be typing into the search bar? If
there are others you can think of as well, add them below.
.
.
.
.
.
•

•

•
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Sometimes authors choose a “fun” or less obvious title for their books,
but then more “blatant” subtitles so that potential readers know
exactly what their books will be about. Looking at your “favorites”
above, do you seem to prefer more clarity of subject matter in your title
or subtitle? Why do you think this is?
.
.
.
.
.
Would it bother you if your book were “titled” much like the others?
Or are you looking for something completely unique to set you apart?
In considering this question, also consider that you may not always be
present to explain your title to others, and that familiarity for the
potential reader—while not the only guiding factor—should certainly
be considered.
.
.
.
.
.

Write your working title and subtitle below, along with 3 variations of
each. Even if you are “sold” on your title, it is a good idea to brainstorm on possibilities.
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Potential Book Title and Subtitle:
.
.
.
Variation #1 (title and subtitle)
.
.
.
Variation #2 (title and subtitle)
.
.
.
Variation #3 (title and subtitle)
.
.
.
Show this page to someone—or even several “someones”—whose
opinion you trust. It would be best if you didn’t necessarily choose
someone who likes everything you do—while those people are great
for your ego (and you will certainly want them around for “book
launch day”), the more critical ones may see something in your
title/subtitle that you hadn’t previously considered. Use the space
below for their observations or your notes on title development.
.
.
.
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Back Cover Text
Quite possibly the most important block of text in your entire book, the
back cover text will be the most read words just after your title and
subtitle. You know yourself—if you pick up a book you are considering, you instantly flip to the back cover to read more and make a decision about purchasing the book. When books are featured on Amazon
— arguably the world’s largest bookstore, as it accounts for 85% of the
book sales in this country— the book description is the back cover text.
So what do you expect to see when flipping a book to the back cover?
Some of the key items include:
a brief description/synopsis—telling enough but not too much
to grab the readers and make them want to learn more
a mention of your “authority” as an author of this subject—
whether it be a mention of your credentials, prior publications
or reason for interest in this area
something which leaves the potential readers with a sense of
anticipation and wanting to read more
Your back cover text should be interesting and enticing—it is your
“sales pitch” to the prospective reader when you aren’t around “in
person”. Look at the back cover of some top books in your genre—or
the book description on Amazon if you don’t have the book in your
possession—and write down some of your favorite (and least favorite)
observations below:
What phrases/words fill you with trust in the author and in their
expertise on the subject matter?
.
.
.
.
.
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What does the book description say that makes you want to learn
more/read more?
.
.
.
.
.
Are there any words or phrases which turn you “off” and cause you to
decide to look at a different book instead?
.
.
.
.
.
What overall “tone” would you like in your own description/back
text? Authoritative? Casual? Technical? Friendly? Academic?
.
.
.
.
.
Now write YOUR back text or description on the back cover or in the
space below (or better yet, on a computer file that you can easily share
with others).
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.
.
.
.
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Send or show your ideas to some trusted friends/colleagues for their
input. What are some common themes/thoughts that you are hearing
from others regarding your back cover text?
.
.
.
.
.
Do you agree? Disagree? Will you make any changes? Use the space
below to work on your revisions, or to justify your reasons for keeping
your original ideas.
.
.
.
.
.

Page Arrangement
If you take a look at a printed book, you will notice that there are often
a number of blank pages within the book. This is done purposely so
that certain pages—such as the beginnings of chapters—always fall in
a particular place. For example, traditionally laid out books would
have all chapters beginning on a right side—or odd-numbered—page,
so blank pages may need to be inserted. The same would hold true for
the front and back matter. More modern, shorter-chaptered books may
be arranged differently.
Take a look at several print books to see what type of page arrangement you would like for your own book.
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Page Layout
Now on to the actual pages themselves. We will want to consider
several things when planning your page layouts, including:
Margins: The inside—or “gutter” margin—is set wider than
the outside margin to accommodate the book binding.
Page numbers: Page numbers are used throughout the body of
a book except on blank pages and the first page of each
chapter, so we will adjust that when arranging your book
layout.
Page headers: The book title or author’s name appears at the
top or bottom of each numbered page on one side throughout
your book, with the author or book chapter name appearing on
the top or bottom of each numbered page on the facing pages.
Chapter headings: New chapters begin about one-third to onehalf way down the page, with the chapter name and numerical
designation prominently featured. The first paragraph/section
of a new chapter often has something which sets it apart from
the rest of the text, such as a “drop-cap” or some other
ornamentation. See the photo below:

Font choices and sizes: When selecting the font, size and
spacing for your book, we will look at other books to gauge
relative readability and style. If someone is reading your book
electronically, they will be able to adjust their font size
themselves, but that certainly isn’t possible in a print book.
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Additionally, certain fonts are used more typically in nonfiction or fiction, and we will want the font choices to be
complimentary to the text.
File type: We will lay out and generate book files in a number
of different formats, including PDF for print books and .mobi
and .pub for eBooks (depending upon the eBook distributor).

Additional Pages
There are certain types of pages that come before and after the
text/content section of your book. These pages do not have “regular”
page numbers like the content pages, but have Roman numerals
instead. These pages include the following optional pages placed
before the book content:
*Title Page
*Copyright Page
Dedication
Forward
Introduction
Preface
Prologue
*Table of Contents
As well as these, placed after the book content:
Epilogue
Afterwards
Acknowledgements
About the Author
Appendix
Also By
Index
Glossary
The starred items (*) are “mandatory” in that their omission will be
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noticed, as all “real” books contain those sections. If you look at a book
(preferably a print copy), you will see the types of information which
appear on each of these pages. Your table of contents should have page
numbers for the print version, and hyperlinks to each section for the
digital version. This is because the reader has the option with a digital
device to enlarge the font size on the screen, which will certainly
change all of your page numbers if they weren’t hyperlinked.
The other pages listed above are completely optional. For each type of
page, you will find a brief description below, along with space for you
to write in your own ideas if so desired.

Optional Front Material
Dedication

Forward

Introduction

Preface

Prologue

Optional Back Material
Epilogue

Afterwards

Acknowledgements
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•

•

•

About the Author

Also by

Appendix

Index

Glossary

You are on your way! Before you know it, you’ll be signing books at
your launch party and adding “Author of ____ “ to your bio. Congratulations on your new book!

