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CROCO DESIGNS

Specializing in Web, Print

and Cover Design for Authors

Frauke Spanuth

Bachstr. 6a

24340 Eckernförde

Germany

Email: croco@crocodesigns.com

Web:   www.crocodesigns.com

BOOK FORMATTING QUESTIONNAIRE

Thank you for considering Croco Designs for formatting your book.
Below you’ll find details about the book interior design process as well as a checklist of things I’ll need to get started on your project. 

Once you have everything together, please send it to croco@crocodesigns.com. 
If you need a print cover flat for your formatted print book or you are a new client, please fill in the forms below (under III. and / or IV.), save this document and send it together with the other files. Thank you!

I. CHECKLIST
1. A clean, proofed copy of the manuscript in DOCX format—with minimal formatting (no header or footer added).

a. Make sure that only one font is used throughout and that tabs are not used to indent paragraphs. Italics are OK, as is bold text. 
b. Please let me know if any special formatting is necessary for any sections of your book (e.g. for phone chats, emails, letters, …).

2. The text for your Copyright Page—to include editor and artist credit, and the ISBN if you already know yours.
3. The text for your ‘About the Author’ page.

4. The Back Cover Blurb.
5. The ‘Also Available’ title list

a. For ebooks: Please also provide store links for Kindle, Kobo, Nook, iBooks, Google Play as well as to the book’s page on your website, so the titles can be linked accordingly
6. The text for any other pages you would like included in the book—dedication, reviews, excerpts for other books, etc.
7. For print books: The trim size you want—e.g., 5” x 8”, 6” x 9”, or whatever other size you decide on.

8. For print books: Your preferences for interior formatting, if any—e.g., you prefer page numbers to be on the top instead of the bottom, or on the sides instead of the center, etc. Also, let me know if you’d like all chapters to begin on an odd-numbered page (meaning sometimes there are blank pages inserted between chapters), or if you’d rather have them begin immediately after the previous chapter.
9. For print books: The paper you are choosing for your book—cream or white.
10. Cover Art; if you want me to design you a new ebook cover, send me also a design questionnaire, please; if you need a print cover flat (front cover + spine and back) for an existing ebook cover I designed previously, please fill out the form under III.
II. PRINT DESIGN PROCESS
First Chapter Draft

The first file you receive from me will be a PDF file of the first chapter (or prologue). I’ll

need feedback and approval on the formatting. I will usually try to make your headers and footers, as well as chapter headings, have the same font or tone as your cover’s title/author font. I will usually make the first line stand out, either with a drop cap or capitalized first words, and I will usually use decorative bits in space breaks. If you’d like to see anything else, just say the word. Once the first chapter draft is approved, we move on to...

The Final Formatted Book Interior File
The file I send at this point will be a press-ready PDF file of the entire interior. You’ll need to proofread it and make sure everything is as you wish it to be, as sometimes the text may not import cleanly, depending on the state of the files you have sent me. 
I may leave the ISBN number in the copyright page blank until you obtain an ISBN from Createspace (or elsewhere)—you’ll need to enter your book information in your account to do so. Once the book interior is approved by you, I’ll have a final page count with which to determine the spine width for the cover flat.
III. PRINT COVER
Please fill this part out if you need a full cover flat (front cover with spine and back).
Printer or Print Service — e.g., Createspace, Lightning Source, etc.:

Trim Size — 6" x 9", 5" x 8", or whatever else, etc.: 

FINAL Page Count of the interior text block — this will determine the spine width of the cover flat. That’s the reason the design of the print cover should happen after the interior has been completely edited, proofed, and finalized: 

Paper Type/Color — you can usually choose between white and cream paper: 

Back Cover Copy:
Additional Review Quotes for the Back Cover: 
Should your website address be listed on the Back Cover? If so, please add it here.

Would you like to include your author photo on the back? If so, please attach(! – don’t include here in the Word document) a high-res copy of your photo.

IV. BILLING INFORMATION FOR NEW CLIENTS
Please fill this part out if you are a new client.

You will receive your invoices by email, but I still need your snail mail address due to tax / legal reasons. 
· If you live outside the European Union, your address will be proof that I don’t have to charge you 19% VAT. 

· If you live within the European Union (including the United Kingdom for now), please let me know your VAT identification number if you have one. Without VAT ID, I will also have to charge you 19% VAT. 
Name:

Address:

ZIP / Postal Code:

City:

State / Province:

Country:
VAT ID (if you live in the EU):


