NACUBO Guidelines for Publications
For more than 50 years the National Association of College and University Business Officers
(NACUBO) has been serving the academic community by producing high quality research materials,
textbooks and reference manuals. As publishers we are fully independent, flexible, with short lines
of communication.
NACUBO publishes books based on relevancy, timeliness and issues that are of interest to a broad
range of readers. Subject areas of interest to NACUBO members span across higher education policy
and business administration.
These guidelines are for authors/editors of manuscripts submitted for publication with NACUBO. A
prospectus prepared along these lines will help us to assess your proposal in terms of intended
readership, the market, and suitability in our publishing program. In order to guarantee the quality
of our publications, proposed manuscripts are subject to peer reviewing and a decision on
publication will be based on referee reports, series editors’ assessments, and market expectations.
Please read the information below and fill out the following form to the best of your knowledge.
Submit the completed form to Tadu Yimam, director, online learning, tyimam@nacubo.org
GENERAL GUIDELINES
A well‐developed prospectus should be brief (approximately 5‐7 pages) and cover the points listed
below, preferably in the order presented. To further evaluate the viability of publishing your work,
we also request that you submit details on how you envision the physical book (for example, page
length, artwork, etc.), a tentative table of contents, sample chapters (if available), and biographical
information. Please label each section of your proposal using the headings below.
Please prepare the material carefully. Because your prospectus is the first effort on your part to
convince NACUBO and its reviewers of your abilities as an author, please carefully check the
spelling, grammar, and punctuation in all items you submit. If the prospectus contains
typographical or grammatical errors, reviewers’ attention will be diverted from the more important
consideration of content.
NACUBO will acknowledge essay submissions within a few days (at most two weeks). A review
process will be conducted with subject matter experts who will determine the merit of publication.
We also request the names of at least three potential reviewers who may or may not be contacted.
When a proposal is under review we kindly ask you to grant us the first option on publication. The
reviewing process is aimed at providing constructive comments. All information supplied will be
confidential and only for internal use.
RESTRICTIONS
1. Any materials submitted to, accepted by, or published by another publication will not
be accepted.
2. Opinion pieces that respond to previous works already published by NACUBO will not
be accepted.

For more information or questions contact tyimam@nacubo.org. Enter “Submission Form” in
subject line.

EDITORIAL APPROACH
NACUBO will edit all manuscripts before they are published so that they conform to our editorial
style and standards of readability. Please do not include personal opinions and/or jargon. Each
author has an opportunity to review and approve the edited version of the manuscript before it
appears online.
ARTWORK
All supporting artwork files should be in the native format for the program they were created in
(for example, a graph created in Excel should be sent as an Excel file, not as a .jpg image created
from the original). In addition a .jpg image should not be placed in a Word file and sent to us, just
send the original .jpg.
If your publication is accepted, NACUBO will need all supporting material documenting the right to
reproduce the image if it is not one created by the author (specifically photos, illustrations, or
charts created by some other entity).
RIGHTS
NACUBO has serial rights and nonexclusive reprint rights, plus nonexclusive electronic rights.
SPONSORSHIP
NACUBO encourages the sponsorship of the publication and may or may not consider one for the
final publication. The sponsor will have no control over the content or materials provided. If you
have suggestions for a sponsor please include them below.
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YOUR PROSPECTUS SUBMISSION

The Prospectus
Provide 1‐2 introductory paragraphs describing the proposed book, the fields/subfields it covers,
its approach, and your purpose and goals in writing such a text. Please state whether the work will
serve as a core text or as a supplemental one and whether it is a single (or co‐) authored text, an
edited volume, a reader/anthology, or a case‐studies book. Highlight aspects of your book that will
distinguish it from others currently available that deal with the same or similar topics—that is,
what makes your book unique?
MARKET & COURSE BACKGROUND
Primary Audience
• For what learning level is the work intended? Please describe the primary target audience
in as much specificity as possible and being as realistic as possible in considering the very
best fit for your book. (Do not provide a laundry list of all possibilities. The more focused,
specific, and realistic you can be about your primary audience, the better.)
• What are the major challenges and opportunities with the issue you are describing? What
are the major s obstacles/misperceptions in learning this content?
• In terms of content coverage, orientation, and practice, how has this issue or topic changed
in the recent past? What additional changes do you expect in the next two to five years?
Specifically, how will your work address these future developments?
Primary Market
• How large do you think the market is and what, if any, research are you drawing from in
making your estimation.
• What associations or specific divisions of professional organizations or professional
journals could provide highly targeted mailing lists for promoting your book?
Secondary Markets/Audiences
• In what other disciplines could the book be considered for adoption? How and why would it
be appropriate?
THE BOOK
The following questions help to ascertain the market need for your book and how it will differ from
others currently available:
Approach/Style of Presentation
• Rationale: What is the book’s purpose? What are your goals for the book?
• Is the treatment succinct or expansive; conceptual or practical? Is it at the cutting edge or a
better restatement of existing knowledge?
• What distinctive approaches to topic coverage will your work have? Are there topics that
other people in the field might expect to find that you do not plan to include? If so, why?
• Do you plan to use a specific teaching strategy or pedagogical approach/framework?
Features & Benefits
• How does your proposed text answer the major teaching and learning challenges discussed
above?
• Discuss ideas for conceptual and organizational approaches, additional topic coverage,
special teaching devices, new perspectives, etc. What are the competitive advantages of
each?
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•
•

Describe any components of the book you plan to include to augment the textual discussion
(for examples case studies, examples, questions, boxes, annotated bibliography, glossary,
etc.).
What is the function of each component and the benefit to the reader?

Artwork/Design
• Explain any planned use of figures, tables, graphics, cartoons, photographs, etc.
• What is the estimated number of line drawings, of tables, and of photographs in total (or per
chapter)?
Format
• What will be the book's length in printed pages (including figures, bibliography, and index)?
[Double‐spaced, typewritten pages normally reduce by approximately 1/3 when set in type.
For example, 450 typed manuscript pages equal approximately 300 printed pages. Also,
look at the page lengths of competing titles for comparison.]
Ancillaries (include only if applicable)
• How important are ancillary materials (such as instructor’s manual, study guide, test items,
Web site)?
• Please describe your plans for any ancillary materials. How will your proposed ancillaries
specifically help readers?
COMPETITION
Pick three (3) of the top competitors for your proposed book’s primary course. Be frank: This
information is written for reviewers to provide them with a comparative framework for your work.
Focus on comparing topical coverage, organization, level, writing style, pedagogy, and any other
relevant similarities and differences between your project and the competing books. If there are no
existing books that you consider to be direct competitors, please list books of a similar nature and
note how your book would fit within the spectrum of complementary books currently on the
market.
Please discuss each competing book in its own paragraph. For each book, please provide:
• Author, title/edition, publisher, copyright year, and page length (Amazon.com and the
respective publishers’ Web sites have this information).
• List two major strengths and two major weakness of each competing title.
• For each title listed, why and how does your book offer a better alternative?
• Table of Contents
TABLE OF CONTENTS
The preparation of an annotated table of contents will help you to refine your plans for the overall
structure and the special features of the book. In addition, it will enable reviewers and the publisher
to evaluate the organizational logic and pedagogic strategy. Please provide a detailed table of
contents, in outline form, incorporating headings and subheadings and including a brief description
of each chapter.
Chapter 1: Chapter Title
Following the chapter title include a paragraph, similar in format to this, describing
the chapter, its structure, and its purpose. You might indicate how the chapter fits in
with the rest of the text and what readers should have learned upon finishing the
chapter.
A. First Heading
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1. First subheading
2. Second subheading
B. Second Heading, etc., until the chapter is described as fully as possible.
SAMPLE CHAPTERS (if available)
Although the prospectus and tentative table of contents are often ample for preliminary discussions
about publishing the work, providing sample chapters allows reviewers and the publisher to better
evaluate the work since this material shows how well you have accomplished the goals of the
prospectus for the intended reader. Sample chapters should illustrate the strongest and most
distinctive aspects of your work.
It is best to submit three (3) chapters (two chapters or fewer leave reviewers in doubt and the
entire manuscript tends to overwhelm reviewers). Selected chapters should include what best
represents your work’s basic idea, its quality, and its distinctive features. (Do not include the
introductory chapter. The submitted chapters need not be in sequence.)
If your manuscript features problems or exercises, please include some samples, as well as
suggested places for line art, tables, and/or photographs.
Biographical & Other Information
The following information is for NACUBO’s internal consideration only and will not be sent out
for review.
BIOGRAPHICAL INFORMATION
• What experience, background, or other qualifications do you bring to the project? How are
you qualified to undertake it?
• What other texts have your written or contributed to?
• Do you have any other writing plans after this work is completed? If yes, on what topic?
• Please attach a copy of your vita.
SCHEDULE
• When do you expect to have the first draft completed and ready for outside reviewing?
• When do you expect to deliver the complete and final manuscript? (Please be very realistic
in planning your schedule.)
• Will you prepare your manuscript using a word processing program? If so, what hardware
and software will you use?
PUBLISHER
• Why are you specifically considering NACUBO as a publisher of your work?
• What factors are most important to you in a publishing house and in an editor?
REVIEWERS
• Please recommend names (with institutional affiliations) of potential reviewers qualified to
critique the work.
• Alternatively, please list names of people who would not be appropriate as reviewers given
that their approach, methodology, and/or philosophical perspective differ greatly from
yours.
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