
Typical printing specifications for the EBM 

 

Bookblocks  
The bookblock is everything but the cover. Printing limitations are as follows:  

►Minimum of 40 pages  

►Maximum of 550 pages, anything larger and the cover starts to become prohibitively small. ►Books can be 

trimmed from about 4.75” square to a maximum of 8.25”x10.75”  

►The more pages a book has, the wider the spine will be, cutting into the maximum trim size.  

 

In order to submit your bookblock as a print-ready PDF file:  

1. Ensure that you are 100% happy with your final written product. If you aren’t, do not proceed. Any 

word processing program will most likely work.  

2. Format your pages so that they appear how you want them to in your book. These detailed formatting 

guidelines work with Microsoft Word  

a. Using Page Setup change your paper size to whatever you want. We recommend 5.5” x 8.5”. 

Apply to the whole document.  

b. Set all of your margins to 0.8”.  

c. Under Paragraph, we recommend tab settings of .25”.  

d. Choose your Font and Point Size for the text body. We recommend 11pt font. Good choices for 

font style include: Garamond, Palatino, Times New Roman, Century  

e. Choose a Font and Point Size for your headings. Generally you will to increase your heading size 

from your text and consider using boldface or italics to differentiate your heading from your text 

body. If you change your font some good options include: Gil Sans, Verdana, Arial  

f. Under Paragraph, we recommend line spacing of 1.15.  

g. Look at your pages and determine if the tops and bottoms of your pages look the way you want 

them to. At all costs, avoid using the Return/Enter key or space bar to get your work to look the 

way you want it. Use “Page Break”, “Tab”, and “Center” keys. This will save you a lot of 

frustration, trust us.  

h. Save your numbered pages as a Word document. Save the rest of your work, the frontmatter, as a 

separate document.  

i. Using Insert Footer or Insert page Number insert page numbers into your saved text. We 

recommend that you use a font already present in your body text or headers and make it a couple 

points smaller than the body text.  

3. Save both Word documents as a puff using Adobe Acrobat PDF conversion software. You should be 

able to combine the files into one at this point. 

 

Cover  
The cover is arranged left to right… back+spine+front in a landscape orientation. In the binding process it is 

wrapped around the bodyblock and then gets trimmed to the size of the bodyblock.  

 

Make sure of the following before creating your cover.  

1. The total number of interior pages in your book, including front and back matter, and blank pages.  

2. Determine the thickness (PPI) of the paper that the book will be printed on. From this, you will be able 

to determine the thickness of the book spine: total interior pages ÷ PPI.  

3. Make sure the cover is centered vertically and horizontally on an 11” x 17” page.  

4. Maximum cover dimensions are “10.75 x 16.75”.  

5. No unwanted marks  

6. Allow for a ½” bleed on all sides so that your images/color will print to the edge after book trimming.  

(Source: Railroad Street Press 394 Railroad St., Ste. 2, St. Johnsbury, Vermont 05819  

802 748 3551 fax 802 473 7436 www.railroadstreetpress.com) 

  



Obtaining an ISBN number for your book 

An ISBN (International Standard Book Number) is essential if you want to sell on Amazon or other 

online places or brick and mortar bookstores (with a barcode). The number is good for one edition/format of the 

book. If you decide to create an ebook you will need a second one. If major revisions are done then you will 

also need another new number. Each ISBN represents a discreet product not the product in general. 

 
The purpose of an ISBN is to give your book a universal ID, which makes it easy for bookstores, 

libraries, readers, publishers, or anybody to find or refer to your book. 

Every ISBN consists of thirteen digits (since 2007) and whenever it is printed it is preceded by the 

letters ISBN. The thirteen-digit number is divided into parts of variable length, each part separated by a hyphen. 

The five parts of an ISBN (13) are as follows: 

1. The current ISBN–13 is prefixed by “978” or “979”. 

2. Group or country identifier which identifies a national or geographic grouping of publishers. 

3. Publisher identifier which identifies a particular publisher within a group. 

4. Title identifier which identifies a particular title or edition of a title. 

5. Check digit is the single digit at the end of the ISBN which validates the ISBN. 

 

The United States has a single supplier of ISBN numbers, Bowker.com, 

(https://www.myidentifiers.com/get-your-isbn-now) and here you can buy a single ISBN with a barcode for the 

book for $150. Buying in bulk saves money 10 = $295, 1000 = $1500.  

EBM publishers often have bulk bought ISBNs and will sell you a single one much cheaper than 

Bowker. Make sure the EBM publisher registers it with your book’s information. There will be problems when 

trying to put your book on Amazon if they do not register the ISBN as Amazon’s database will not recognize it 

and therefore will not allow the listing. 

 

  

https://www.myidentifiers.com/get-your-isbn-now


ISBN for Self-Publishers: Answers to 20 of your Questions 

BY JOEL FRIEDLANDER ON MARCH 17, 2010  

(SOURCE - HTTPS://WWW.THEBOOKDESIGNER.COM/2010/03/ISBN-FOR-SELF-PUBLISHERS-ANSWERS-TO-20-OF-YOUR-QUESTIONS/) 

 

One of the areas that I get the most questions about is the use of the ISBN, the unique numeric identifier that’s used 

around the world to identify books. New self-publishers are especially concerned with making sure their books are 

registered properly, that everything is done so that their book can be sold without any problems or confusion. 

Because this area is specific to the book business, there’s a lot of confusion and misinformation about ISBN and how it 

works. I strongly recommend you use the resources provided by Bowker, the company responsible for ISBNs in the 

United States, on theISBN website and at Bowker’s website. 

But even faster, without any further delay, here are 20 answers to the most commonly-asked questions about ISBN. 

Questions and Answers about ISBN 

 

1 What is an ISBN? 
ISBN stands for International Standard Book Number. It is a 13-digit number that’s used as a unique identifier for books. 

ISBN is used internationally. 

 

2 What do all the numbers mean? 
See my earlier article on decoding the ISBN. 

 

3 Why do we need ISBNs? 
We need them to identify each book that is published, and each edition of the same book. ISBN also identifies the 

publisher of the book. It is the standard ID number used to identify books by booksellers, libraries, book wholesalers and 

distributors. 

 

4 Should I get an ISBN? 
If you plan to sell your book in bookstores, to libraries, or through online retailers like Amazon.com, you will need an 

ISBN. 

 

5 Does a book have to be published to have an ISBN? 
ISBNs are issued to publishers, who then assign them to individual books. This can be done at any time, even before the 

book is written. 

 

6 Is the ISBN the bar code I see on the back of books? 
The bar code is a representation of the ISBN in a form that can be identified by scanners. The bar code might also have 

other information embedded in it, like the price of the book and the currency in which it is priced. 

 

7 Okay, do I need to have a bar code too? 
Only if you plan to sell your book in bookstores. If you only plan to sell online, or privately like at speaking engagements, 

you don’t need a bar code. Many publishers put them on their books anyway. 

 

8 If I get an ISBN, does that mean my book is copyrighted? 
No, ISBN is administered by a private company for the use of the international book trade. Copyright is administered by 

the Library of Congress and is an extension of intellectual property law. 

https://www.thebookdesigner.com/author/admin/
http://www.myidentifiers.com/
http://bowker.com/index.php/identifier-services/book-title-identifiers-isbn
http://www.thebookdesigner.com/2009/09/self-publishing-basics-isbn/
http://www.copyright.gov/
http://www.thebookdesigner.com/wp-content/uploads/2010/03/barcodesample.jpg


9 If I have an ISBN, does that mean my book will be in Books in Print? 
Once you have an ISBN you can go to BowkerLink to fill out the forms necessary for your book to be listed in Books in 

Print. 

 

10 Can self-publishers get an ISBN? 
A self-publisher is still a publisher, so yes, you just apply for an ISBN like anyone else. 

 

11 How do I get an ISBN? 
Go to myidentifiers.com, the ISBN website run by Bowker, which is the only company authorized to administer the ISBN 

program in the United States. Click on “ISBN Identifiers” and you’ll be taken to a page where you can buy 1, 10, 100 or 

1000 ISBNs. 

 

12 How many ISBNs should I buy? 
The least economical choice is to buy 1 ISBN. If you ever publish another edition of your book, or another book entirely, 

you will need more than one ISBN. I suggest you buy the 10 pack. 

 

13 What do ISBNs cost? 
A single ISBN today costs $125, while 10 ISBNs cost $250, 100 cost $575 and 1000 cost $1000. Note that the price per 

ISBN drops from $125 to $25 to $5.75 to $1. 

 

14 Isn’t it just a number? Why does a number cost $125? 
Many people are pondering this question, so far without an answer. Obviously, it’s not because of the cost of the product. 

Could there be another reason? 

 

15 Well, can I re-use my ISBN? 
No, sorry, once assigned to a book, an ISBN can never be reused. 

 

16 Where do I put the ISBN? 
You’ll print it on the copyright page, and it’s included in the Cataloging-in-Publication data block, if you use one. 

Otherwise, just print it on the copyright page and, of course, on the back cover as part of the bar code. 

 

17 I’m doing a print book and an ebook. Do I need two ISBNs, or can I use the same one? 
This is a matter of some discussion at the moment, since there are more and more electronic formats. The policy of 

assigning a separate ISBN to each and every edition is under review. Check back for more info. 

 

18 How about a hardcover and a softcover of the same book? 
You need a separate ISBN for each edition, to identify them for everyone who might want to find them in directories, 

catalogs and databases. 

 

19 If I revise my book, do I need to give it a new ISBN? 
If you only correct typographical errors, and don’t make any substantial changes to the text, you don’t need a new ISBN 

because it’s considered a reprint. A new edition would contain substantially new material, a major revision, or the addition 

of completely new elements. Anything that makes it a new book is likely to create a new edition and, therefore, need a 

new ISBN. 

 

20 How about if I just change the cover? 
You can continue to use the same ISBN, since the text has not changed. 

 

Well, there you have it. In 20 questions and about 5 minutes, you’ve overcome the confusion about ISBN. Have a 

question you didn’t see answered here? Ask in the comments and we’ll run down the answer. 

Takeaway: Getting the ISBN for your new publishing company is a necessary step to becoming a publisher and getting 

your book into print correctly. It’s not difficult once you understand how to do it. 

 

  

http://www.bowkerlink.com/
http://www.myidentifiers.com/


Basics of Copyright applying to illustrations etc. 

 It is essential to the creation of a textbook to include relevant and informative illustrations, graphics, 

charts and maps. All of these materials should only be used with permission of the owner of the copyright. The 

exception to this is the use of materials which are free of copyright in the public domain or materials which are 

your own original creations. 

 

 It is safe to say that after reaching a certain age images will become public domain. Under US law 

anything created and copyrighted prior to 1923 has passed into the public domain. Non copyrighted materials 

pass into the public domain either 70 years after the death of the author/creator, or 120 years after their creation. 

I have included a handout from the Cornell copyright resources website which lists when various things cease to 

be covered by copyright protections. It is quite comprehensive. 

 

 A great source of illustrations is picture postcards. They were copyrighted and if they have been posted 

the date is pretty obvious if it is prior to 1923. Photographs of dateable events are also easy to determine, for 

instance the Titanic’s pictures all date from before it sank and so should be acceptable to use. 

 

 For teachers of history writing a book one good source of pictures may be the local historical society or 

history museum. Originals of photographs or other illustrations owned by the museum or society may be used 

with their permission, sometimes for a fee or a charge; they would need to be credited as the owner of the 

material in the caption or in a credits page. 

 

The Library of Congress has a huge stock of images online which are very searchable and cover much of 

America’s history. Similar databases of images exist elsewhere in the world. The Cornell handout has details of 

foreign copyright termination dates. http://copyright.cornell.edu/resources/docs/copyrightterm.pdf 

 

Items produced by employees of government agencies as part of their normal employment cannot be 

copyrighted under US law. Maps of Civil War battles produced at West Point are public domain as well as 

geological materials from the USGS. There are great sources if you search the relevant government websites. 

 

 Wikimedia Commons has a wide range of images which are in the public domain 

(https://commons.wikimedia.org) and are tagged with the requirements for citing the source, if there are any. 

They also list any restrictions which the creator may have attached, such as not modifying the image without 

permission. The site does have a disclaimer that it cannot guarantee that items on the site are definitely 

copyright free. 

 

Copyright expiration chart (Cornell’s website has a great discussion of copyright and the associated issues. 
http://copyright.cornell.edu/ 

 

This information is only intended as a rough general guide to the parameters of copyright rules and 

regulations. If you are in any doubt about something which you want to use in your publication you have two 

choices, first just play it safe and find an alternative. Second seek an opinion from someone familiar with all the 

nuances of Copyright Law. Your local or school librarian is a great resource for this. 

 

  

http://copyright.cornell.edu/resources/docs/copyrightterm.pdf
https://commons.wikimedia.org/
http://copyright.cornell.edu/


How to set up book templates in MS Word 

After these four steps to go save as and save as 

“book pages” or something similar and in the drop 

down file type menu click on template. Use this for 

all work on the book. 

When starting any new file make sure to open a 

copy of this template, go to save as and give it a 

name and then save as a word document in the 

bottom drop down menu 

  



Some Useful Resources for EBM publishing 

EBM Publishers 
 

Boxcar & Caboose, St. Johnsbury, VT 

http://www.railroadstreetpress.com/ 

 

Harvard Bookstore, Cambridge MA - DIY Formatting and Layout Guidelines 

http://www.harvard.com/images/uploads/diy.pdf 

 

NYU Bookstore, EBM Publishing Criteria 

http://www.bookstores.nyu.edu/pdfs/main.store/SelfPublishingGuide.pdf 

 

NYU Pricing guide 

http://www.bookstores.nyu.edu/pdfs/ebmprices.pdf 

 

XEROX EBM website shows all locations of EBM machines 

http://ondemandbooks.com/ebm_locations.php 

 

ISBN Related Sites 
 

Bowker 

http://www.bowker.com/authors 

 

Great discussion of ISBN numbers 

http://selfpublishingadvice.org/isbns-for-self-published-books/#fnref:5 

 

U.S. ISBN number website 

http://www.isbn.org 

 

Copyright Websites 
 

Cornell Copyright Information Center 

http://copyright.cornell.edu 

 

U.S. Copyright Office 

https://www.copyright.gov/ 

 

U.S.C.O. FAQ Page 

https://www.copyright.gov/help/faq/ 

 

  

http://www.railroadstreetpress.com/
http://www.harvard.com/images/uploads/diy.pdf
http://www.bookstores.nyu.edu/pdfs/main.store/SelfPublishingGuide.pdf
http://www.bookstores.nyu.edu/pdfs/ebmprices.pdf
http://ondemandbooks.com/ebm_locations.php
http://www.bowker.com/authors
http://selfpublishingadvice.org/isbns-for-self-published-books/#fnref:5
http://www.isbn.org/
http://copyright.cornell.edu/
https://www.copyright.gov/
https://www.copyright.gov/help/faq/


Useful History Websites 

 

Pocumtuck Valley Memorial Association 

American Centuries Website (pre-Columbian to 1950s digitized collection of PVMA collection) 

http://americancenturies.mass.edu/ 

The Story of the 1704 Deerfield Raid/Massacre 

http://1704.deerfield.history.museum/index.html 

Shays Rebellion and the Making of a Nation 

http://shaysrebellion.stcc.edu/index.html 

African Americans in Early Rural New England 

http://americancenturies.mass.edu/afram/index.html 

The Arts and Crafts Movement in Deerfield, MA 

http://artscrafts-deerfield.org/ 

 

 The preceding five sites have been developed by the Pocumtuck Valley Memorial Association in 

Deerfield Massachusetts for educational purposes with a series of grants from such as the National .Endowment 

for the Humanities, US Department of Education, DESE, IMLS, UMass at Amherst Mass Cultural Council and 

more including Verizon and many individual contributions. The intent was to make the extensive and eclectic 

collections of the PVMA museum accessible to the widest possible audience. PVMA had a huge collection of 

family documents, genealogical information, as well as account books, deeds and legal documents dating from 

the earliest settlers of the Connecticut River Valley until recently. They are home to an extensive research 

library for the study of American history in a local context. 

 Rogers’ humanities honors classes have been beta testers of many of the websites and their built in 

learning features. The American Centuries site also has a large searchable database containing hundreds of 

teacher-generated lesson plans utilizing the digital resources of the websites. All this is available free to the 

public. 

Historic Northampton - Witches, Murder, Slavery And Silk 

The Good Parsons Witchcraft Trials Mary Bliss Parsons (circa 1628-1711/12) of Northampton was the 

subject of accusations and charges of witchcraft resulting in at least two legal trials. In 1656, her husband sued a 

neighboring family for slander to quell rumors of witchcraft. In 1674-75, she was formally accused of 

witchcraft and stood trial in Boston. The website presents facsimiles and transcripts of court documents, maps 

and related documents. 

http://ccbit.cs.umass.edu/parsons/hnmockup/ 

This site commemorates the bicentennial of a dark chapter in Northampton history- an event that illuminates a 

period in our nation's history in which the stranger at our gates was regarded with fear and suspicion. Original 

court documents and manuscripts relating to the 1806 Daley and Halligan trial along with secondary articles 

have been compiled so that the historical record can be reconstructed from the original sources. Daley and 

Halligan were Irish Catholics who would never have been indicted, let alone convicted, without that fear. 

http://www.historic-northampton.org/daleyandhalligan/daleyandhalligan.html 

In 1842, a group of silk manufacturers, farmers and abolitionists established a community in Broughton's 

Meadow (now Florence, Massachusetts) called the Northampton Association of Education and Industry. The 

association aimed to communally raise silkworms and produce raw silk based on principles of equality. Those 

who were drawn to this community, including Sojourner Truth, sought to challenge the "existing social 

arrangements" of their day. 

http://radicalequality.emergingamerica.org/ 

Harvard University/George Mason University 

Harvard University created a great website containing the diary of Martha Ballard which was used in the 

creation of the Pulitzer Prize winner book A Midwife’s Tale” by Laurel Thatcher Ulrich. All 10,000+ entries of 

the diary are there in digital form as well as translated into easy to read script.  

http://dohistory.org/home.html 
  

http://americancenturies.mass.edu/
http://1704.deerfield.history.museum/index.html
http://shaysrebellion.stcc.edu/index.html
http://americancenturies.mass.edu/afram/index.html
http://artscrafts-deerfield.org/
http://ccbit.cs.umass.edu/parsons/hnmockup/
http://www.historic-northampton.org/daleyandhalligan/daleyandhalligan.html
http://radicalequality.emergingamerica.org/
http://dohistory.org/home.html


(Your template should look something like this one, exaggerated for ) 

 

Heading 

 

MARGIN GUTTER LEFT SIDE 

 

In MSWord go to the Home Page and select Paragraph button in the Paragraph section and that will show 

all hidden formatting symbols. Very handy when you have a page with formatting you do not want and  

cannot delete. 
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