
1. Send your manuscript in MS-Word.

2. Include the author's real name in the manuscript. If you prefer to use a different

name in the published book, please clearly state this pen-name in the manuscript and

your email.

3. Provide just one email address for all communications to avoid missing important

messages and instructions.

4. Give your postal address for where to send the copies of your book.

5. Include your phone number (preferably a mobile number) so we can easily contact

you whenever needed.

6. Let us know if your contact number or email address changes.

7. Add a short bio of about 100-150 words titled "About the Author."

8. Write a description of about 100-150 words titled "About the Book."

9. Send a clear photo of the author’s face for the back cover of the book. The photo

should be less than 8 MB and in JPEG, JPG or PNG format.

10. If your manuscript uses special fonts, please send us the font files (.ttf or .otf).

11. For prose, clearly label chapter headings and subheadings in the manuscript.

12. For poetry, clearly indicate the titles of the poems in the manuscript.

13. Use BOLD and ITALICS in the manuscript only as needed.

14. Try to send the manuscript as one file. Only send it in parts if necessary.

15. We recommend proofreading your manuscript. We can provide chargeable

proofreading services.

16. If sending images, use JPG, JPEG  or PNG formats (copyright-free images first).

17. Keep a copy of any images you send us.

18. Check your email daily. We need your timely approval on manuscript layouts, cover

designs, and illustrations to continue with publishing. Delays in your response could

slow down the process of publishing.
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1. Please do not format your manuscript yourself. This includes setting margins,

spacing, indents, and adding breaks or headers. Our layout design team will handle all of

that for you. If you format it yourself, it could create extra work and delay the process.

If you have specific formatting requests, email us your instructions.

2. Do not embed images directly into your manuscript. Instead, indicate where they

should go by writing something like "[Insert image01.jpg here]" and use the exact file

name of the image. This helps us match the image to the spot you want it.

3. Please only send high-resolution images for printing purposes, such as for cover

designs or illustrations. Make sure any image you send has a resolution of 300 dpi or

higher.

4. If you provide your own cover design, ensure you have the copyright to the images or

artwork used, or that they are free of copyright restrictions. If the copyright belongs to

someone else, you must provide us written permission from the copyright holder.

Remember, just because an image is available online does not mean it's free to use. It's

best to use photos you've taken yourself, those made by your hired artist, bought from

stock photo sites, or downloaded from sites offering copyright-free images.
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