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Experi enced book publishing executives understand that nany tasks
contribute to the overall success of the publishing conpany. In the small
to nmediumsized firm there usually isn't staff (or financial resources) to
provi de coverage for all the tasks inportant in the total enterprise of
publ i shi ng books.

The Checklist Of Publisher Responsibilities Will:

0 Enable you to review what tasks are perforned and not performed in
your conpany

0 Assist you in planning staff additions, devel opi ng new position
descriptions, and decidi ng what tasks should be outsourced

[0 Guide you in exam ning the organization’s design to plan future
organi zation redesigns to insure coverage of critical tasks.

CEO/President

e Plan and Fornul ate Strategy

o Ask: “\Where are we?' “Wiere do we want to go?’’ “How do we get
t here?”

e Represent the organization to the public and to the board of directors

CFO/General Administrative

e Monitor cash, payabl es, receivables,
e Assess profitability of company and individual products
e Produce tinely financial statenents

e Ensure conpliance with tax regul ati ons
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Provide for facilities managenent

R&D Director

Col l ects and anal yzes nmarket and conpetitive information
Suggests new products based on narket intelligence
Suggests marketing strategy based on research
Participates in planning and strategy formnul ation

Eval uat es and nmakes recommendati ons about el ectronic technol ogy for
conpany

Editorial Director

Conceptual i ze new products

Scout and | ocate potential authors

Sign publishing agreenments with authors and devel opers
Mai ntain relationships with consulting editors

Devel op new content by working with authors and revi ewers
Investigate and initiate co-publishing arrangenents

Del i ver final product to production

Production Manager

Ensure manuscript is ready for production

Establ i shes, along with editorial, the publication date
Moni t ors each step of production

Control s publication costs and mai ntai ns schedul es
Monitors inventory and orders reprints

Eval uates use of latest electronic technology in production
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Marketing Director

o Devel ops pronotional strategy and annual plan

e Executes all direct mail and advertising

e Produces catal ogs and product brochures

e Attends conferences to exhibit conpany products
e Serves as “Web Master” for Conpany Website

e Markets and licenses rights

Sales Manager

e Ensures distribution of product through appropriate channels
o Sells to libraries
e Attends conventions to sell books

e Devel ops educational sales and “special sales”

Publicity Manager

e Mintains publicity database
e Sends news rel eases and review copies to nmedia and revi ewers
e Contributes to conpany Wbsite

e Develops relationships with nmedia and revi ewers
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Human Resources Manager

e Recruits enpl oyees

o Develops orientation and training for enpl oyees

e Devel ops an apprai sal

e Mintains benefits for enpl oyees

and conpensation system

e Updates and revi ses conpany policy manual

e Ensures conpliance with all

state and f eder al

regul ati ons

Distribution Manager

e Tracks inventory levels and reports on |evels

e Receives and | ogs new i nventory into system

e Fulfills and processes all orders

e Manages custonmer service function

About John B. MHugh
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Other McHugh Publications of Interest:

Managi ng Publishing Rights:
Protecting and Selling, 158 pp.,
$90.00. Item M 16

Per m ssi ons Managenent for Requestors
and Grantors: Dealing with Copyright
and Fair Use,

62 pp., 1996. $70.00. ltem M 14

Publ i shi ng Managenment for Nonprofit
Organi zations: Principles for
Associ ati ons, Foundations and
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162 pp., 1997. $85.00.
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El ectronic R ghts for Publishers:
Protecting Your Interests, 31 pp.,
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Book Publishing Contracts: An
I nt roducti on,
68 pp., 1996. $70.00. Item M 13

Managi ng Book Acquisitions: An
I ntroducti on,

100 pp., 1995. $65.00. Item M 12

Col I ege Publishing Market, Third
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