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Introduction
This booklet is intended to give you a basic knowledge of the operations of 
the book publishing process, and answer some of the most commonly asked 
questions.  However, your publishing team: your commissioning editor; their 
assistant; your production editor and marketing manager will be able to give you 
more personalized guidance throughout the publishing process. 

About SAGE 
SAGE Publications, a leading international publisher of books, journals, and 
electronic media, is a privately owned publishing company dedicated to the 
global dissemination of information. 

Founded over 45 years ago with a mandate to make the best and most current 
scholarship accessible to a broad academic audience, SAGE recognizes that high 
quality scholarship requires dedication and commitment. We work closely with 
authors and editors to produce the most outstanding work in the fields in which 
we publish. 

SAGE Publications acquires, develops, markets, and distributes knowledge. By 
disseminating scholarly and professional materials throughout the world, we 
intend to set the standard for scholarship, combining quality with innovation. 
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Focus 
Since its inception in 1965, SAGE Publications has 
continued to enjoy tremendous growth. Originally 
focusing exclusively within the social sciences, SAGE now 
publishes across a variety of disciplines and professions. 
Constituents and authors include scholars, researchers, 
policymakers, professionals and students of: 
anthropology – business – communication – counselling 
– criminology – cultural studies – development studies – 
ecology – economics – education – environmental studies 
– ethnic studies – evaluation – family studies – finance 
– gender studies – gerontology – health studies – history – 
international affairs – interpersonal violence – management 
– marketing – methodology – qualitative methods – 
quantitative methods – operations research – organization 
studies  – planning – political science – psychology – 
religious studies – social work – sociology – urban studies 
– women’s studies. 

To accommodate such diverse fields, SAGE publishes 
and markets reference books, professional and scholarly 
books, textbooks, serious non-fiction and journals. 

Editorial Philosophy 
SAGE commissioning editors work closely with their 
authors and editors, taking a personal interest in each 
project. This dedication to developing the best possible 
material carries over to the production process, where 
SAGE’s copyeditors and proofreaders, specialists within 
their fields, assure accuracy and consistency of style, 
all guided by production editors who oversee the entire 
process. 

We aim to give every author and editor, attention 
of the highest calibre. The successful integration of 
commissioning, editorial, production, marketing and sales 
efforts ensures the distinction and strength of SAGE’s 
publishing operations. 
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Marketing 
Long before a book ever comes off the press, the 
marketing department develops plans and strategies 
to reach the widest audience possible, maximizing the 
exposure of each and every publication. SAGE’s highly 
targeted direct-mail promotion for books includes annual 
catalogues in which all new titles are included, as well as 
subject catalogues, the quarterly newsletter and select 
title brochures. Each new title also gets announced in 
the monthly newsletter (in the month that the book is 
scheduled to be published), which is then sent out to an 
electronic database each month. In addition to this, each 
book is widely advertised through all the SAGE websites 
(www.sagepub.in; www.uk.sagepub.com; www.sagepub.
com) as well as various other online portals.

SAGE’s affiliate companies in UK, US and Asia Pacific, 
in conjunction with distributors worldwide, maximize the 
sales of SAGE books and journals through concentrated 
international marketing campaigns. 

The Publishing Process 
Depending on the complexity of a project, a book 
production process typically takes between 6-8 months 
from the date of commissioning.

As per the process outlined:

• Final manuscript, Author Publicity form and Author 
Checklist delivered to SAGE

• Receipt and acceptance confirmed

• Manuscript transmitted to production team

• Manuscript sent for copyediting

• Copyediting queries sent to Author(s)/Editor(s) 

• Author/Editor’s responses incorporated and 
manuscript sent for typesetting

• Cover design process initiated
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• Cover copy designed and shared with author as an FYI

• Book information uploaded to SAGE websites (India 
and globally)

• Book information appears in appropriate SAGE 
catalogues 

• Advertising material sent out

• Marketing plan devised 

• Typeset book sent for proof reading to in-house 
proofreader

• Corrected proofs sent to the author for final review 

• Author corrections (as appropriate) carried out

• Final set of proofs produced

• Author or indexer compiles index 

• Book sent to Press 

• Book published 

Commissioning/Acquisition
Communication 
At SAGE we strive to be as supportive of our authors 
as possible, and we endeavour to be in regular contact 
with them. The frequency and level of contact between 
author and commissioning editor will vary according to the 
type of project and the experience of the author. Some 
experienced authors require very little guidance, other 
authors appreciate rather more. Whatever feels right and 
appropriate to you, your editor is there to be of assistance 
to you in shaping your book for its market. If you have a 
technical query; if you want to try out an idea; or if you’re 
simply having difficulty with the writing process, please 
don’t hesitate to contact your editor. He or she will be 
happy to help. 
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Shaping your Book for the Market 
The advice given to you by your editor will be based on his 
or her sense of the book’s market potential. Just like you, 
he or she is keen to ensure that the book is purchased 
and read by as many as possible. You may, on occasion, 
disagree with your editor, about the title for example. 
However, at all times your editor is motivated by a desire to 
see the book succeed. 

Your editor will be happy to provide you with feedback 
on the script, but we at SAGE believe that it would be 
appropriate to send the script out for a double blind review 
prior to commissioning. It adds substantial value to the rich 
work and helps in preparing a scholarly/professional work 
for the target audience.

In most cases the commissioning editor will make the 
decision about whom to approach for a review based 
upon relevant expertise in the field, reliability, availability 
and promptness. The process is entirely anonymous, and 
SAGE will not reveal the identity of the reviewer unless 
authorized to do so. However you may also recommend 
specific academics in the field for the said review and we 
may explore the possibility of sending the manuscript for 
review to them too.

Length 
It is extremely important that you keep the text / data to 
the agreed length. This length has a direct impact on the 
production costs of your book, and therefore the price. 
Quite simply, long books are expensive to produce and 
therefore difficult to price competitively. Hence, a book that 
looked like a sound commercial proposition at one length 
can, if enlarged, begin to look extremely doubtful. 

If you think that your book will be either significantly larger 
or smaller than originally agreed, please let your editor 
know at the earliest. Your editor will have ideas as to what 
to do. Alternatively, if you are genuinely unable to cut 
back the script, it may be that you and your editor reach 
an understanding, by agreeing to reduce the royalties, for 
example.
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Publication Schedule 
At SAGE we carefully plan the publication date of each 
book so it arrives in the market at the most opportune 
time of the year, whether that is in the academic adoption 
period, or in time for that season’s catalogue. Therefore, 
it is important that authors meet their deadlines so that 
resources can be effectively allocated, and scheduled, and 
timely marketing can be completed before the due date. 

We understand however, that just like everything 
else, writing a book can be unpredictable, and there 
can be genuine reasons why there may be a delay. 
In these circumstances it is best that you inform your 
commissioning editor as early as possible, and give an 
honest estimate of how long the manuscript will take to 
complete. This will enable you and your commissioning 
editor to agree on a new date and schedule for your book. 

Author Publicity Form and Author Checklist
When you submit your final manuscript to SAGE, you 
would also be required to fill up an author publicity form 
and an author checklist document. The details requested 
in this form will serve as an important source of information 
to our commissioning editors, editorial and production 
and the marketing and sales departments. Therefore, we 
ask you to complete the form as comprehensively and as 
accurately as possible, and return it promptly.

Delivery Checklist
Discs/ Email submissions 
• The discs sent contain only the final version of the 

manuscript.  
• You have a back-up copy of the disc.  
• You have clearly labelled the discs, giving your name, 

book title, and the date, clearly identifying the content as 
the ‘final version’.  
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 Illustrations/Pedagogical Features 
• The figures/illustrations/maps that you intend to include 

have been supplied.  
• All artwork is clearly identified and supplied in separate 

files, rather than embedded in the text.  
• All artwork is of high-resolution. They should not blur or 

pixelate when zoomed. 
• If you have supplied prints, ensure that it is of high-

resolution.  
• You have supplied comprehensive sketches for figures 

and maps. 
• All permissions have been received, or are forthcoming, 

and the legal proof is enclosed. 
• You have enclosed a complete list of captions and 

sources. 
• You have clearly indicated where the illustrations/

pedagogical features should appear in the text.  
• You have kept a record of all the illustrations/

pedagogical features intended for the text.  

Author Photograph
We would need your high resolution photographs for the 
purpose of publicity. These should be in the following 
formats:
•  Resolution: High resolution image, minimum 300 dpi (any 

photographer will be able to help with this)
•  Format: Jpeg, eps, tiff (any photographer will be able to 

help with this)
• Size: Minimum size 5”X7” 

Permissions
• You have cleared permission to reproduce all copyright 

material included.  
• You have made all obligatory forms of acknowledgement 

in the text. 
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Production 
Copyediting
At SAGE, copyediting is done by a team of experienced 
in-house copyeditors and freelancers. Our copyeditors 
execute only a light edit (e.g., adhering to stylistic 
consistencies and correcting grammar and/or punctuation 
errors). No substantial changes are made to the text 
and the author’s voice is thus retained. In special 
circumstances, re-writing services are provided. Once 
copyediting is complete, the production editor reviews the 
copyedited files and sends a query document to the author 
requesting any missing information (e.g., inconsistent 
or incomplete references and/or cite dates) or asking 
for clarification (e.g., unclear sentences). On receipt of 
query responses, the production editor incorporates 
any necessary changes and sends the manuscript for 
typesetting.

Proofs
Once typesetting is complete, proof PDFs are sent to the 
author, and a professional in-house proofreader for final 
inspection. We usually ask the authors to return the proofs 
within two weeks. All typesetting errors are corrected free 
of charge. An amendment at proof stage, once the script 
has been typeset, is expensive, and we would urge the 
author to keep proof corrections to a minimum. Additional 
changes at this stage, other than the ones that have been 
queried, will be charged to the author. Correction charges 
are stipulated in your contract.

Indexing
Authors can choose to produce their own index or 
alternatively, SAGE can arrange for one to be produced on 
their behalf and the fee is normally charged to the author’s 
royalty account. Authors who choose to do the indexing 
themselves are given advice, and we suggest that they 
read our author guidelines. There are some good indexing 
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books in the market if an author requires further guidance 
(for example Pat Booth, Indexing: The Manual of Good 
Practice, K.G. Saur Verlag).  For further details contact your 
production editor.

Blurb
An important part of the production process is the blurb 
that is printed on the back cover of your book. It, or rather 
a version of it, is used in all promotional material, including 
SAGE catalogues, conference material, and the SAGE 
website. Typically, a blurb will include a brief synopsis of 
the book’s content, as well as outlining who the book is for, 
and what it has to offer. It may also include pre-publication 
endorsements and extracts from reviews that have been 
received. All SAGE authors will be consulted about the 
blurb.  

Marketing 
We have a team of trained and experienced professionals, 
who are responsible for the marketing of all SAGE imprints. 
The marketing department uses its knowledge and 
experience of book publishing to market and promote your 
book. This is done in close coordination with all the other 
departments, to ensure the market focus of SAGE books, 
and maintain our competitive strength. 

Reviews 
Reviews in appropriate publications enhance public 
awareness of your book, and can in some cases have an 
impact on sales. We ask authors to select between 15 and 
20 publications in their author publicity form which they 
think would be advantageous to send review copies, and 
this list is further supplemented by suggestions from the 
public relations manager who takes care of the publicity 
of each book. SAGE has a substantial in-house database 
of review journals and mainstream publications, and we 
send out review copies of published books to a select list 
depending on the subject/focus of each individual title. 
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All published reviews of your book are recorded, and 
shared with you over email (as a PDF or scanned image) 
and if requested hard copies can be sent to your home or 
work address.   

Cover Design 
The marketing department takes care of cover design. 
There is a team of in-house designers who work on 
producing modern and cutting edge designs for the covers 
of our books. You can share your thoughts on what you 
would like your cover to look like with your commissioning 
editor at the time of submission of manuscript. We will take 
your views into consideration but the ultimate decision on 
what will be the most suitable design to sell the book will 
be ours.

SAGE Website and Catalogues 
All our books can be found on the SAGE website at  
www.sagepub.in including active backlist titles, and new 
titles, which are posted six months prior to publication. Our 
website includes details about the content of the book, 
sales information, a picture of the cover design, a note 
on the author/editor and if relevant-sample chapters too. 
Our web pages are regularly updated to match the release 
dates of our new books. Since this information is uploaded 
months in advance, we request that changes be kept to a 
minimum.

The information feed is shared with all online portals 
immediately and any change thereafter fall completely out 
of our purview.

We produce subject-specific catalogues for each discipline 
once a year, and we also produce seasonal catalogues. 
These are mailed to a large database that includes the 
book trade, our authors and academics and librarians. 
Our seasonal catalogues include all the new titles we 
are publishing in a six-month period. We also produce a 
quarterly newsletter announcing the latest releases as well 
as providing some insights into the happenings at SAGE. 
This has the largest mailing list and outreach.
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Publicity Material
In addition to catalogues, SAGE produces a variety of 
fliers, individual and cluster brochures as well as posters. 
These are sent to academics, librarians or a select mailing 
list. This is an effective way of highlighting particular 
titles to buyers. Posters are made specifically for display 
at university campuses and/or at retail outlets to create 
awareness of forthcoming/new titles.

Conferences 
SAGE attends all the major national and international 
conferences in those areas in which we publish. SAGE 
India attends all major conferences throughout the country, 
and sends promotional material to a number of other such 
events where we may not be able to participate.

Authors can play an important role in the marketing of 
their book by informing SAGE of any events that could be 
a promotional opportunity. We also encourage authors 
to increase awareness of their book through their own 
contacts, relevant academic circles, and at conferences 
that they attend. 

SAGE is happy to provide all authors with a simple A4/A5 
flier for this purpose. 

Advertising 
SAGE routinely posts ads for its books on its website 
six months prior to publication, we place ads in relevant 
publications such as Economic and Political Weekly, The 
Book Review, Biblio etc on a regular basis and appropriate 
journals from our extensive in-house list of 170 journals. 
In addition to this we also cross advertise in non-SAGE 
journals. SAGE also uses email campaigns to effectively 
promote new titles. 
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Sales
Academic and Library Sales
At SAGE India we have a team of highly trained and 
experienced professionals, who are responsible for the sale 
of all SAGE imprints. Apart from our offices in Chennai, 
Kolkata, Mumbai and New Delhi, we also have a large 
network of sales force spread across various parts of the 
country led by Territory Heads. To ensure that enough 
focus is given to each product range, the sales team has 
been divided into library and textbook sales. 

The territory heads are essential to the success of our 
books as they visit the relevant colleges and institutes to 
meet faculty/academics and librarians. They distribute 
catalogues, obtain requests for inspection copies, and 
most importantly, secure orders and adoptions. They also 
hold on campus displays. Reps who have local knowledge 
and experience in academic markets to create awareness 
for our books amongst the campus bookstores, and work 
closely with the local trade as well as take orders in the 
field, add to the effectiveness of our localized sales team. 

Retail/Online Sales
We have a large portfolio of professional and serious non-
fiction books that are sold through the retail/online space. 
A special team/department under this initiative takes care 
of availability and visibility of all such products in the retail 
chain stores and the vast online network.

We also work closely with major online retailers including 
Amazon, FlipKart, InfiBeam. Most of our titles are included 
in “Look Inside” feature on Amazon which allows potential 
customers to read sections of your book before deciding to 
buy. We also coordinate “Deal of the Day” with Infibeam 
and “Book of the week” and “Author of the week” with 
Flipkart to promote our titles and increase the visibility that 
translates into sales. With enhanced opportunities offered 
by the ever-expanding online supply chain we are regularly 
establishing relationships with new online retailers while 
maintaining the existing ones. 
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Finance 
Royalties and Advances 
All details pertaining to the payment of advances and 
royalties can be found in your contract. Royalty payments 
are processed once a year at SAGE between July and 
September. 

Our royalty statements to authors depict royalties 
accrued  for the following three regions separately.

 – Royalty on Sales by SAGE India 
 – Royalty on Sales by SAGE USA  
 – Royalty on Sales by SAGE UK 

The period of sales considered for calculation of royalties is 
April to March for SAGE INDIA and Calendar year (January 
to December) for SAGE US and SAGE UK

If the amount of royalties due is under INR 2500, we will 
carry ‘over’ the balance until the following payment date, or 
until the balance exceeds this amount.

For any queries concerning the payment of royalties, and in 
case you have not received your royalty statement by 30th 
September, please consult your contract, or contact the 
royalties department—
dinesh.verma@sagepub.in 

Permission Payments
As previously noted, authors must obtain permission 
to reproduce copyrighted text or illustrative matter. If a 
permission fee is charged it is your responsibility to pay the 
costs. You can pay these fees by credit card, or they can 
be charged to your royalty account. For more information 
contact the finance department.

Tax Tips for Authors 
All Indian authors who are residing in India: A consolidated 
royalty cheque, consisting royalty on sales in India, US and 
UK, in Indian Rupees will be issued. Withholding taxes on 
royalties will be according to the Indian Income Tax Act.  
PAN number is mandatory for all authors.
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For International authors:  The royalties are normally paid 
in US Dollars; separate cheques will be issued by SAGE 
India, SAGE UK and SAGE US. The tax rules prevailing in 
these countries will be applicable for tax withholdings.

SAGE USA would require the form W-8BEN or W-9 for 
enabling them to issue the royalty cheques.

Publishing with SAGE 
We recognize that your book is important to you. It is 
important to us also, and we are as eager as you to see 
it succeed in both academic and commercial terms. At 
all times we will endeavour to justify the faith you have 
invested in SAGE by publishing your book with us. 

Our authors and editors are central to our business. We 
hope that you will want to publish other books with SAGE 
in the future, and we would be very disappointed if you 
found the experience of publishing with us anything less 
than entirely satisfactory. 

We are here to help you bring your ideas, your book, to 
fruition, and we will do everything we can to support and 
guide you through the publishing process. If you have any 
concerns or queries, please mail us at feedback@sagepub.in. 

We’re here to help you make your book a success.
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Contacting SAGE 
SAGE Publications India Pvt Ltd 
B 1/I-1 Mohan Cooperative Industrial Area, Mathura Road, Post Bag 7  
New Delhi 110 044, INDIA; Tel: +91-11-4053 9222; Fax: +91-11-4053 9234 
www.sagepub.in

Sales 
T S Venkatesh 
VP, Sales - Books 
Email: ts.venkatesh@sagepub.in

Retail/Online Sales
Manoj Neemkar 
Manager, Retail Online & Western  
Region Sales - Books 
Email: manoj.neemkar@sagepub.in

Royalties Department 
Dinesh Verma 
Manager, Accounts 
Email: dinesh.verma@sagepub.in 

Commissioning/Acquisitions 
Email: commissioning@sagepub.in

Editorial and Production 
Shalini Alok Singh 
VP, Publishing Services, Editorial  
and Production  
Email: shalini.alok@sagepub.in

Marketing 
Aarti David 
AVP, Marketing  
Email: aarti.david@sagepub.in  

UK:  SAGE Publications Ltd 
1 Oliver’s Yard, 55 City Road, London EC1Y 1SP, UK 
Tel: +44 (0)20 7324 8500; Fax: +44 (0)20 7324 8600 
Email: bookorders@sagepub.co.uk 
www.sagepub.co.uk 

USA: SAGE Publications Inc  
2455 Teller Road, Thousand Oaks CA 91320, United States  
Tel: (+1) 805 499 0721; Fax: (+1) 805 499 0871 
Email: info@sagepublications.com  
www.sagepublications.com

Asia-Pacific: SAGE Publications Asia-Pacific Pte Ltd 
3 Church Street #10-04, Samsung Hub, Singapore 049483 
Tel: +65 6220 1800; Fax: +65 6438 1008 
Email: shyama.nafik@sagepub.co.uk 
www.sagepub.co.uk

Affiliate Companies 


