Publishing Work Order
Student Name   __________________________________    Grade ___________    Date ________________

Book Title         ____________________________________________________________________________

Book Size (check one):
Large (8 ½ X 11)   ___________     Small (5 ½ X 8)  _________________

Dedication:             ____________________________________________________________________

About the Author:  ____________________________________________________________________

                                _____________________________________________________________________

                                _____________________________________________________________________

                                _____________________________________________________________________

                                _____________________________________________________________________

                                _____________________________________________________________________

Teaser (optional):   _____________________________________________________________________

(A ‘teaser’                _____________________________________________________________________

is an optional
paragraph that        _____________________________________________________________________

explains “why
you should read     _____________________________________________________________________

this book!”)
                                 _____________________________________________________________________

Color Cover:
Red

Orange

White

Blue

Hot Pink

(circle one)
      
Green

Purple

Yellow

Turquoise
Black
Binding Color:
Black

White

Blue

Editing parent _________________________________   Typing parent _________________________
Keep this worksheet along with the story in one of the large yellow envelopes available in the PTO room.

See reverse side (or second page) for additional information and instructions.

Publishing Work Order Information

The intent of this work order is to provide a safe and handy way to pass information about an individual book between different people, as it goes from editing to typing to binding.
If the student is doing the typing, he or she will have already made a decision on the size of the book, and will probably have included dedication, about the author section, and teaser.  If that’s the case, ignore those sections on the work order.
If the teacher wants all books in his or her class to be bound with the same colors, i.e. – all will have red covers and white bindings, it’s acceptable to rubber band a stack of books together (individual stories should be clipped to separate them) and put them in to be published with a note about the color selection.  If that’s the case, ignore that section on the work order.
If parents are editing, typing, getting the color/binding selection from the student, and making corrections to the typed story, you’ll need to keep the finished story, the completed work order, a parent check list (a separate form for the parent of the author), and the student’s photo, together in a large yellow envelope before putting the book in to be assembled and bound.
In this latter case, the steps would include:

1. Editing parent reviews story with student, fills out work order, indicates (on the story) where page breaks should occur.

2. Typing parent uses the appropriate Word template (large or small sized book) to type book, fills in dedication, teaser, etc., prints the story, and returns it in the yellow envelope to the class (via book bag) to the attention of the student author.  The envelope should now include the typed story, work order, and parent instructions.

3. The typed story goes home with the student author, and is proof read.  If no corrections are needed, the student illustrates the story as desired, includes a photo if desired, and returns the envelope to the class.  There should be a ‘return by’ date!
4. If corrections are needed, the story is returned to the typing parent for corrections; the corrected story is then returned to the student author again for illustrations, etc.
5. The coordinating parent should double-check all returned envelopes to make sure every thing is there.  If no photo was provided, he or she can get photos from the teacher and put them in the envelope.  The envelopes can then be put into the PTO room to be assembled and bound.  The publishing committee will return all bound books to the teachers, so at this point you are done!
Checklist:

· Initial editing done (editing parent)
· Work order filled out (editing parent)

· Story typed (typing parent)

· Typed story proofed and illustrated (student author)

· Envelope with finished story, work order, and photo placed in PTO room for binding
