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Preface

Is written by the editor. 
A good preface can be your best advertising campaign. Learn how to write a good preface and attract more readers.
A preface is a small introduction to a book, usually written by the author. It shouldn’t be mistaken for the foreword, which is an introductory note written by a person other than the author. The foreword usually precedes the preface. 

The preface is one of the first things people tend to look at when they want to buy a book. What you say in the preface can make your potential readers decide whether they want to buy your book or not. That’s why it is important that you put yourself in the readers’ shoes and ask yourself: “If I were a reader, what would I be looking for? What would make me think this book is worth reading? What would my expectations be? What would I like to find in it? What would impress me and intrigue me?”

The preface can include all or any of the following: 

1. A little description of the book in general lines, without unveiling the plot, the characters (if it’s a fiction work), or the conclusions. Rather than revealing too much, always leave room for a little bit of mystery. Make your readers curious enough to want to read the book. Intrigue them. Talk about the questions you ask in the book but let them find the answers themselves by reading it. 

2. The reason why you wrote the book - in this part you can explain how you got the idea of writing the book and which were the decisive factors that made you commit yourself to such a complex task. You can also refer to the origin or genesis of your work. 

3. The purpose of your book - Point out what your potential readers would gain if they read your book and all the benefits they would get from it. Explain how it would help them, entertain them or enrich them (either materially or spiritually).

4. Refer to your target audience. Whom did you have in mind when you wrote your book? Why did you choose to write for that particular audience? These are a few questions you can answer in your preface. 
5. The reason why you chose to write about that particular subject (e.g. you are very familiar with it, you were interested in it, it is close to your heart, you are intrigued or fascinated by it, etc.)

6. Resources and sources of inspiration. Talk about what inspired you in writing the book, the resources you’ve used in your work (e.g. bibliography, websites, etc), and your experience and knowledge accumulated through journeys, study or research. 

7. How long it took you to write the book

8. How you feel about your work. Explain what makes you feel like that. Talk about what you’ve learned and about how writing this book has helped you as an author and as a human being. 

9. Advice on how to read the book. Explain how your book is structured. Include any special notes related to the structure or the content. 

10. Experiences you had or incidents that occurred during the writing period. 

11. Acknowledgements – express your gratitude by thanking the people who helped you and encouraged you in the process of writing your book. 
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* For edited works, each of the chapter contains the following: 
INTRODUCTION

CONCLUSION 

REFERENCES (Please use APA Referencing Style).
*All subtitles are flush left without indentation.

FIRST SUBTITLE – 12 points, upper case, bold

Second Subtitle – 12 points, upper & lower cases, bold

Third Subtitle – 12 points, upper & lower cases, bold,  italic
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* For edited works, each of the chapter contains an INTRODUCTION, CONCLUSION and REFERENCES (APA Style).
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Index

List the words for index entry and arrange it alphabetically. Use color for the selected words to identify the position/location of the words.

GUIDE ON INDEX PREPARATION 
Items which need to be indexed
Introduction/preface/foreword as normally authors provide sprint definitions of key words or key items that are discussed in this part. 
Titles/subtitles in the text including the illustrations.
Contents of text: All explanations, descriptions which involve definition, processes, steps and details need to be indexed.
Proper nouns: Names of individuals discussed (but not names of individuals cited or in the author date citation).
Names of people, names of places including names of countries, states and districts as well as names of roads and names of villages discussed and described.
Illustrations: Text, tables, charts, graphs, maps, sketches and images with captions and explanations.
All back matter (references, glossary, appendices).
Endnotes with contents, i.e. information or explanation on a matter, personality or event.
Items which do not need to be indexed
All preliminary matters, title page, copyright page, contents, list of tables, charts and abbreviations.
Names of people, places including names of countries, states and districts as well as names of roads and villages that are mentioned only in passing. 
• Notes/endnotes with no descriptions.
Please consult your editor how to prepare your index.
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