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Microsoft Press Book Proposal Guidelines

Writing a book is a partnership!  It takes two – the author and the publisher – to produce a book. Developing a good author/publisher relationship in the early stages facilitates the entire book publishing process. It is this relationship that we value most.
This document breaks down the entire publishing process, which is often viewed as daunting, into concise, easy-to-read sections. When you have finished reviewing the material, you will hopefully feel ready to proceed, knowing what lies ahead of you. 
The Publishing Process 
The first step to get a book in print is the proposal. After the proposal is received from you, it is reviewed, developed, and then presented in final format to an editorial board. During this meeting, a decision is made about whether or not to proceed and publish the book. If given approval, contract negotiation begins and dates are defined for delivery of the manuscript.

After the author begins writing, our sales and marketing departments work to build a presence for the title. As chapters are turned in, they go through a development phase and are returned to the author for review before going into production. After the production process is finished for the book, it is shipped to the printer and will arrive in our warehouse for distribution in weeks.

The entire process, from when the last of the manuscript is submitted until it is on the shelves, takes between twelve and sixteen weeks. The amount of time that it takes for an author to write depends on a number of factors, some of which include work schedule, available time, number of authors, vacations, length of book, and so on. During the contract phase, these factors are taken into consideration  and a reasonable timeframe is agreed on.
Write That Proposal

Why make a proposal? We place a great deal of emphasis on your proposal. A proposal provides us with a basis for evaluating the idea of the book and how fully your book fulfills its purpose. The proposal also helps the author collect their thoughts and begin to organize the project before sitting down to write --  writing a book can be a very daunting task!  A book proposal should consist of the following information: a table of contents, a resume with author biography, a writing sample, and a questionnaire.

The following sections detail each of the proposal components. Please draft the proposal by using Microsoft Word, if possible. Follow these steps and you will be well on your way to writing a book!

Table of Contents

The table of contents (TOC), or outline, is as equally important to the author as it is to the publisher. Not only does it help us evaluate the manuscript’s order of presentation, coverage, strategy, and so on before you begin writing, but it also serves as a framework on which your final manuscript can be built. It is a very good idea to ask your peers who have expertise in the subject to review the outline and provide comments before you submit it to Microsoft Press. 
A TOC should contain the following information:

· An outline of parts or sections and numbered and titled chapters in those parts.
· An estimated page count for each chapter.
· One additional heading level beyond the chapter title and a one-paragraph description of each chapter.
Resume and Author Contact Information 
A resume, complete with street address, daytime and evening telephone numbers, and e-mail addresses is a required piece of the proposal. Note that we cannot accept P.O. box numbers for your address because FedEx and UPS will not deliver to P.O. boxes.
The resume or accompanying e-mail address should also include a one-paragraph biographical summary (technical qualifications, experience, certifications, other books that you have authored, and so on) that could both serve as the basis for the “About the Author” summary that is in the book and be used for promotional purposes.
Writing Schedule

Your proposed writing schedule can be fine tuned after the proposal is accepted. However, we do need to assess to overall proposed timeline. To help us do that, please include a simple spreadsheet that contains the following information:

· The proposed title of each chapter (and appendix, if applicable)

· The author of each chapter or appendix, if there is more than one author

· The estimated page count for each chapter and appendix
· The estimated date when you expect to hand off the chapter to the Microsoft Press editing team 
When you estimate the chapter hand-off dates, please keep in mind that things tend to take longer than you might expect. For example, you will spend approximately 30 percent of your authoring time incorporating comments and feedback from your editors and technical reviewers. Because of this, you should consider no more than 70 percent of your authoring time for writing new chapters.
Also, we encourage you to submit your chapters to your peers (or co-authors) who have expertise in the subject so that you can get their feedback before you submit the chapter to the Microsoft Press editing team. If you do this, please allow three weeks for this process (one week for your peer reviewers to get back to you with feedback, one week to incorporate their comments, and a one week buffer for peer reviewers who are late). You might find it useful to include a column in the spreadsheet to account for the peer review milestone before the date when you expect to hand off the chapter to Microsoft Press.
A simple spreadsheet is all that you need, but a sample scheduling spreadsheet is available on request.

Writing Sample

Authors who have not worked with Microsoft Press must include or link to an acceptable writing sample. The sample can be a published or non-published work, such as another book, an article, white paper, research work, company documentation, and so on. If none of these examples are available, each author who will contribute to the book can submit one sample chapter.
Proposal Questions

To help focus your book proposal and help us make a fair decision about your proposal’s viability, please be sure to address each of these questions. Provide as much detail as possible. It is better to give us too much information, because it will only help us better understand your idea. This information will also help our product development, editing, and marketing staff provide the necessary guidance and support for your project.

Evaluating Competing Titles

Few authors have an opportunity to break new ground, but the marketplace for computer book titles is such that a new perspective on a subject that is already covered by other books can be successful. It is difficult to compete in the marketplace if you do not recognize and fully understand your competition. Examine competing titles and ask yourself these questions:

· What are the deficiencies in competing titles?

· What can I tell my readers that other authors have not covered?

· What are the unique strengths of my approach to the subject matter?
Answers to these questions can help you refine the structure of your outline and the finished manuscript.
Parting Thoughts

Does this seem like a lot of work? It is! But writing a book is a lot of work too, and careful attention to these matters will actually reduce the amount of work that is required to turn your ideas into a manuscript. For your book proposal to be complete, check to make sure that each of the following items is included:
· Detailed table of contents of your proposed book

· Proposed writing schedule

· Resume with author biography, complete street address (no P.O. box numbers), daytime and evening telephone numbers, and an e-mail address

· Writing sample, such as an article or white paper
· Answers to the Proposal Questions
Proposal Questions:

	Describe the purpose of the book? Is it to replace poorly written documentation, address an unmet need in the marketplace, provide real world experience, and so on? Why should this book be published?

	Answer

	What skills and experience will the reader need to bring to the book? What is the minimal skill set to adequately use the book?

	Answer

	What skills will the reader take away from the book? What will the reader be able to do that they weren’t able to do before reading the book?

	Answer

	Who is the audience? Aside from the skills and software that is needed to properly use the book, describe the audience. Are they in information technology? Programmers? Beginners?

	Answer

	Why would someone purchase this book? What does this book offer that others don’t? Please list three reasons.

	Answer

	Why does your intended audience need this book? To learn? To deploy or manage a product or solution? To develop software? For entertainment or personal interest?

	Answer

	What current or forthcoming software (commercial or shareware) will be required to adequately use the book? (Include relevant minimum version and release numbers.)

	Answer

	Are there any special hardware or software needs because of the book’s nature or included software? What are it?

	Answer

	What is the estimated market size for the book? How many potential readers have or will have the software, skills, and interest in a book of this nature? How many people have the product? How many of those people buy books?

	Answer

	Which chapters that are listed in the attached TOC do you think hold the most value for online content? Why?

	Answer

	What are the known competitors to this book or type of book? Be specific and include author, complete title, publisher, and ISBN. What do these books provide that yours does not? What are you providing that they do not?

	Answer

	If the book covers new or forthcoming software, how do you intend to cover or emphasize new features and how much emphasis should be placed on these new features? Do you have access to any beta versions of the software?

	Answer

	What unique, value-added benefits can you afford to a reader of the book? Specifically, what do you, the author, provide to set this book apart that competing authors will be hard-pressed to do?

	Answer

	List and describe four specific benefits that are inherent to the book that will be given to marketing to help sell this book. Be specific.

	Answer

	If a CD should accompany the book, provide an exhaustive list of software and programs that should be included? What need do each serve for the book?

	Answer


TOC

Please insert your proposed TOC below, according to the requirements that are listed earlier in this document.




