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P.O. Box 9949 ● College Station, TX 77842 ● 877-376-4955

Welcome!

Thank you for choosing Virtualbookworm.com Publishing. We definitely look forward to working with you.
The following packet contains the information we will need (excluding the contracts) to begin work on your manuscript. You should find an Author Information form, a Publishing Information form, a special formatting sheet and a publishing checklist. We apologize for requesting so much information at once, but this keeps us from contacting you numerous times as the data is necessary. Once you submit these forms, your complete manuscript, payment and any required photos and/or artwork, we will begin production on your title. Please note that accuracy is REQUIRED on these forms, especially the Publishing Information form. 
We pride ourselves on customer service, so don’t hesitate to contact us if you have a question or concern. However, please first check our Frequently Asked Questions page at www.virtualbookworm.com/faqs.html. You may also submit any questions by using our Support Center at www.virtualbookworm.com/supportcenter.html.

Thanks again for choosing Virtualbookworm.com! We look forward to serving you.

PLEASE FILL THESE FORMS OUT AND MAIL TO THE ADDRESS BELOW.

To speed up the process, you may ALSO fax a copy of these forms to 877-376-4955. This kit was designed to be filled out in your word processor. Feel free to email the completed kit to publish@virtualbookworm.
Virtualbookworm.com Publishing

Attention: Author Services

P.O. Box 9949

College Station, TX 77842

You may pay for your package by sending a check or money order to the address above, or you may submit your Visa, MasterCard, Discover or American Express information on the Payment Section in this kit. You may also pay online with Visa, MasterCard, Discover, American Express or PayPal by going to www.virtualbookworm.com/packagepayment.html.

Virtualbookworm.com

Author Information

The following information will be kept strictly confidential and will only be used by Virtualbookworm.com Publishing for internal purposes. Your Social Security number (for U.S. authors) will be used for tax data when calculating year-end royalties and MUST be included. We cannot issue you a check without this information. We WILL NOT sell or give your personal information to ANYONE without your permission (except for the aforementioned data for tax purposes).

BOOK TITLE: ____________________________________________________
AUTHOR PEN NAME: _____________________________________________

AUTHOR’S REAL NAME: __________________________________________

MAILING ADDRESS: ______________________________________________

CITY: _______________
STATE: _________
ZIP: ____________

COUNTRY: ________________

PHONE: (___) ___-____

E-MAIL ADDRESS: ________________________________

SOCIAL SECURITY NUMBER: ___________________________ *Required for royalties

PAYMENT INFORMATION:

I am enclosing a check or money order

I have paid online by credit card at www.virtualbookworm.com/packagepayment.html
       Receipt/Order Number: ___________

Please charge my credit card 

Credit Card Information

Visa
Mastercard     Discover     American Express

Name on Card: ______________________________________________

Billing Address (if different than your mailing address): ________________________________________________________________________

________________________________________________________________________

Card Number: ______________________________________

Expiration Date: ___________

CVC/Security Number (three numbers on back of cards; Amex four digits on front): ____________

Signature: ______________________________________  Date: ____________

Virtualbookworm.com

B/W Publishing Information

The following information (except publishing package information) will be used for bookcovers, the Virtualbookworm.com website and our newsletter. If you have purchased a package that includes a press release, this information will be used for that as well. Please make sure this information is EXACTLY as you would like to have it printed. Any copy changes made to the cover will count as a change to your overall manuscript. If we make any editorial changes to the bio and/or synopsis information and you decide to make changes to that portion, we will make said changes at no charge.

BOOK TITLE: _________________________________________________________________
AUTHOR: ____________________________________________________________________

HARDCOVER, SOFTCOVER OR BOTH: _________________________________________
PUBLISHING PACKAGE YOU WISH TO PURCHASE:______________________________
INTERIOR PAPER CHOICE - CRÈME OR WHITE: ________________________________
COVER - MATTE OR GLOSSY FINISH:___________________________________________
BISAC CODES DESIRED 
PICK UP TO THREE AT http://bit.ly/BCODES
_________________________________
_________________________________
_________________________________
DESIRED TRIM SIZE (IF COMBO PACKAGE, HARDCOVER & SOFTCOVER VERSIONS MUST BE SAME SIZE) 

Paperback:     (5X8”     (5.5X8.5”     (6X9”     (7X10”    (8.25X11”    (8.5X11”
Hardcover:     (5X8” (casebound only) (5.5X8.5”     (6X9”    (7X10” (casebound only)    (8.5X11” (casebound only)
Ebook Wanted? ______

HARDCOVER CHOICES (if applicable)

Cloth cover only__

Casebound (laminated cover)__

Dustjacket__

Hardcover cloth choice (even if dustjacket is desired):  Blue__
Grey__

DO YOU HAVE ANY ARTWORK AND/OR PHOTOS FOR THE MANUSCRIPT AND/OR COVER? _____ If so, please be sure to submit it with these forms via regular mail.

PRICING (FOR HELP, GO TO http://virtualbookworm.com/calcpage.html)
PREFERRED RETAIL PRICE OF SOFTCOVER BOOK (if applicable): ____________
PREFERED DISTRIBUTOR/WHOLESALE DISCOUNT (25-55%) ________________
PREFERED RETAIL PRICE OF HARDCOVER EDITION (if applicable): __________

PREFERED DISTRIBUTOR/WHOLESALE DISCOUNT (25-55%) ________________
PREFFERED RETAIL PRICE OF EBOOK (if applicable):________________________
BOOK SYNOPSIS: This should be 150-200 words maximum and will be the main marketing information used for the book. Don’t give away too much, but make sure it is compelling and grabs the reader’s interest immediately. MAKE SURE to proof this copy for spelling errors, etc.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

BRIEF SYNOPSIS: This should be 35-50 words that will be used as a teaser when your book is featured on our main page and in our newsletter. Be brief and to the point … but SELL your book! MAKE SURE to proof this copy for spelling errors, etc.

__________________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________

AUTHOR BIO: This information is optional, but can help a reader decide to choose your book over a similar title (especially if it is a business, technical or self-help book). Try to include personal information, but be sure to point out your credentials, past projects, etc. Again, this should be 150-200 words. MAKE SURE to proof this copy for spelling errors, etc.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

COVER REQUESTS AND/OR IDEAS (this will only be used by our production team). Please be specific…even colors. You may also select the template number you would like us to use from www.virtualbookworm.com/covertemplates.html. You may also state “publisher’s discretion” if you would like our designers to choose everything.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
INTERIOR PAGES

Layout at designer’s discretion__ (if checked, skip rest of formatting questions)
OPTIONAL: Template number from www.virtualbookworm.com/layouttemplates.php __ (if checked, skip rest of formatting questions)

Body font desired:
Bookman__
Times New Roman__

Book Antiqua__

Times__
Goudy__
Baskerville Old Face __

Times__
Goudy__
Baskerville Old Face __

New Century Schoolbook__

Font Size Desired: ____

Page Numbering:
Top__

Bottom__


Outside__
Centered__

Running Headers:
None__
Alternate Title/Author__
Page Numbers__

Other Desired Specs: ____________________________________________________________________________________________________________________________________________________________
We will try our best to accommodate your formatting requests.

SPECIAL FORMATTING

To speed up our production, be sure to note the page number and paragraph that contains any special formatting requirements (hanging indents, centering, different font, etc.). We may miss them during formatting, so you must indicate them below for them to be included and not count as a change.
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Publishing Checklist

Once we approve your manuscript for publication, we will require ALL of the following before we can begin work. Please make sure you have checked off all of the requirements before sending your final materials. You can mail the materials on CD or floppy (PC Format) or upload the materials in a Zip format (preferable) to: 

www.virtualbookworm.com/dropbox.html
REMINDER: WE MUST HAVE ALL OF THE BELOW

BEFORE WE CAN BEGIN PRODUCTION!!!
· Author Information Sheet
· Publishing Information Sheet

· Signed Contract
· Payment      

· On-line

· Check
· Manuscript      
· On CD   

Name of file__________________

· Emailed/Uploaded  
Name of file__________________
· The manuscript is COMPLETED.
· The manuscript is FULLY EDITED.
· Formatted 
· Rich Text

· Word
Optional

· Author Photo

· Cover Photo

· Inside Photos or Graphics  

· Must be in JPG or TIFF at 300 dpi.

· If they are not of the proper resolution and/or need retouched, there will be a $5 charge per image.

· If the images are not sent in digital format, you can send us the prints and we will scan them for $5 per image.

Payment can be made online with Visa, MasterCard, American Express, Discover or Paypal at www.virtualbookworm.com/packagepayment.html. You may also send a check or money order to:

Virtualbookworm.com Publishing

P.O. Box 9949

College Station, TX 77842

IMPORTANT: Nothing slows down the publishing process more than numerous corrections. Please, please, please make sure the manuscript is worded EXACTLY as you want it. DO NOT use our publishing proofs to make editorial changes. They are strictly for formatting issues, spacing, etc. You do, however, get 15 free text changes (cover text changes DO COUNT towards these). After 15, you can purchase blocks of 30 corrections at $50 per block. We apologize for this charge, but this is the only way to be fair to all of our authors due to the large amount of time corrections consume.

