
A traditional book has parts that come before the content or story called ‘Front Matter’and ‘Back 
Matter’ after the content or story. These marketing parts satisfy the reader’s expectations but can 
create a stumbling block when the author is focused on creative storytelling and faces this task of 
business writing after the story is done. 

Self-publishing and ebooks have altered the conventional rules of book part use and 
placement. Now the author can decide which parts to include and where to place them. But – first 
you need to know what they are, why they’re important, the purpose they serve, and who writes 
them. Then you can decide if you want to use all or any, and where to position them in your book. 

Six fundamental book parts that aren’t part of the story 
Work on these parts on the days you don’t feel creative to keep your book project moving forward. 

Dedication: The author’s public thank you to the person or people to whom the book is dedicated. 
People may be named (Mario Andretti); alluded to (my favorite driver); or grouped (car enthusiasts). 

Preface: The author’s credentials, experience, and explanation of how the story came to be written. 

Sometimes this information is blended into the introduction or located on the book cover. The 
preface is about the author; the introduction is directed at the reader. 

Acknowledgments: The author’s public recognition of those who supported or inspired the efforts 

to write the book. People may be specifically named (Ann Pachett); be part of a named group (The 
Parthenon Book Club); or a general group (my readers). 

Table of Contents: A list of chapter titles and page numbers created by the editor or formatter. The 

TOC enables the reader to quickly find information. Used mostly in nonfiction books. 

Foreword: Written by someone other than the author. Often written by an expert in the field to 

establish credibility for the book and the author. 

Introduction: A warm-up to the story written by the author, naming the intended audience and what 

they can expect to gain from reading the book. Used as a marketing tool to entice the reader. 

Start Organizing Your Book Today: 
Keep your project moving forward when you don’t feel creative 

<<EXAMPLE: BLOG THAT ENTICES AND INSPIRES;     
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BLURB: A blurb is a sentence or paragraph, sometimes just a word or two, about you or 
your book. They can be written by someone you know or don’t know, by an expert, a 
reader, an author, or anyone in the publishing or book topic-related industry. Blurbs 
support the marketing efforts of your book and can be used on the cover, inside your 
book, in press releases, social media, and anywhere that makes sense to add a little 
punch. Start collecting blurbs even before you write your book. 9-2026 



BOOK PARTS (Cover, Front Matter, Back Matter) CHECK LIST                   by Ingrid Lundquist for The Book-In-Hand Roadshow   9/2020 

Date Element Location Writer Purpose Format 
Graphic Cover Front Publisher, graphics Attract reader to purchase Title, subtitle, author, graphic 
Spine Cover Spine Publisher, graphics Visibility standing on end Title, subtitle (optional), author, publisher 
Back cover Cover Back Publisher, graphics, 

publicity materials 
Information and promote sales Title, subtitle, author, publisher, genre, 

ISBN, barcode, graphic, marketing copy 
Flaps Cover back & 

front flaps 
Publisher, graphics, 
publicity materials 

Extra promotional information Paragraphs, contact information, author 
bio and photo, other books 

Half title Front Editor Short name of the contents Title 
Frontiespiece Front Editor Decorative Illustration 
Title page Front Editor Complete name of contents Title, subtitle, author, publisher 
Volta face page Front Editor/Formatter Miscellaneous information Often left blank or used as copyright page 
Copyright page Front Publisher/Editor Ownership/content information Paragraph and/or list 
Dedication Front Author In recognition of another Paragraph and/or list 
Epigraph Front Another author Reference to theme of the work Stand-alone poem, phrase, quote 
Preface Front Author Credentials; how story came about Paragraph 
Acknowledgements Front Author Thank you Paragraph and/or list 
Table of Contents Front Editor Titles and locations of chapters Outline list with page numbers 
Lists Front Editor Tables, illustrations, photos Outline list with page numbers 
Foreword Front An expert Support of the story Sentence, paragraph 
Introduction Front Author Explains why it was written; promise Sentence, paragraph 
Prologue Body Narrative Background from the character Sentence, paragraph, chapter 
Content/story Body Narrative The story Part, section, chapter 
Epilogue Body Narrative After 'the end' (from the character) Sentence, paragraph, chapter 
Afterword Back Author After 'the end' (author comments) Sentence, paragraph, chapter 
Errata Back Editor Errors identified after printing List 
Glossary Back Author Topics covered in book Alpha list with definitions 
Bibliography Back Editor Resource materials referenced List with authors, titles, dates, etc. 
Appendix Back Editor Supplementary material As appropriate to the information 
Index Back Indexer Find a topic easily Topic list with page numbers 
About the author Back Publicity materials Author reveal; connect to reader May also be on back cover, and/or flaps 
Testimonials Back Readers/experts Reader recommendation May also be on back cover, and/or flaps 
Forms Back Sales materials Order and contact information May also be on back cover 
Colophon (info) Back or front Formatter Information about book printing Paragraph and/or list, printer logo 


