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Note: If you are formatting your own text, please do not put extra space (hard returns)
between paragraphs or manually place headers, footers, or page numbers. Extra work
on our part is necessary to remove or change these features and will add to your costs.

■  Manuscript Formatting – Photographs and Illustrations
We offer photo scanning and color correction of original photos and illustrations for
print production.  All will be handled with care and returned to you in their original
condition. Please inquire.

Original Prints
— Clearly identify originals.
— Provide caption info on reverse with a photo-safe pen or with a “Post-it” note

extending below the photo. (Apply “sticky” section to backside only.)
— Who, what, when and where should be in the caption, or provided for us to

write a caption.
— Indicate clearly on every photo where it is to be placed: chapter, page, and if

appropriate, paragraph.

Digital (Scanned images)
—TIFF format at 400 dpi or higher if scaled to size; 600 if uncropped and unscaled.
— Save in TIFF format, RGB or CMYK Mode.
— Line art (pen and ink drawings) should be scanned at 600 dpi.

Note: Electronic images at 72 dpi (all from the web are at this low resolution for online
viewing) cannot be used for printing. Low-resolution images cannot be made into high
resolution ones unless the final image is very small.

We advise that you confer with us before scanning images unless you are sure of the
technical processes! Please don’t hesitate to call or e-mail with your questions.
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Submitting Your Manuscript for Book Production

■  Always include a packing list when you send us your package.
■  Never submit an only copy of your manuscript.
■  Always purchase tracking and/or insurance on original photos or artwork

when sending through the post office or other carrier.
■  Software Application (preferred)

—Microsoft Word 2001 or earlier version, PC or MAC
■  Media

—CD, or Zip disk (100 or 250 MB), PC or MAC formatted, or
—3.5” floppy disks, PC or MAC formatted

PREPARING YOUR MANUSCRIPT
■  Manuscript Formatting – Text
We offer full transcription and typesetting /formatting services. Please inquire.

If you are formatting your own text, please follow these guidelines:
—Paginate your manuscript. Set page numbers automatically by formatting within

Microsoft Word.
—Format  a header to print on each page as follows:

BOOK TITLE, YOUR  NAME CHAPTER TITLE & NUMBER PAGE #
—Clearly indicate all chapters and any other divisions (appendices, epilogue, etc.)
—Use boxes to indicate place and size of all photos/illustrations to be included

within the text.
—Punctuate as follows:

◆  Single or double space (set automatically through line spacing not by adding
returns at the end of each line)

◆  Use the default or 1’’ margins
◆  Use the default or 1/2” paragraph indents

—Please conform to the following style points:
◆  Place the end mark inside quotation marks.

Example: Not knowing his real name, we just called him “Red.”
◆  Use this punctuation style for quotes:

Example: “Well, he was, ” said Amy, “headed home.”
(Please note the comma after was and Amy and small H in headed.)

◆  Single space between sentences in a paragraph.


