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* Submission of the Manuscript is defined as when Author first submitted to Equip
Publishing House any text or images (sent via mail or electronically) intended for
publication.

* Manuscript means any text, images, or multimedia content.

P. Marketing Services:

P1. Before the Start of Fulfilment of the Marketing Service/s:

 0 - 30 calendar days after the purchase: 100% of purchase price, less £150 or 10% of
the total purchase price (Administrative/Processing Fee), whichever is higher.

 30 - 60 calendar days after the purchase: 25% of total purchase price will be refunded.
 More than 60 calendar days after the purchase: No refund will be issued.

P2. After the Start of Fulfilment of the Marketing Service/s:

 No refund will be issued.

H. Services that are Non---refundable Under Any Circumstances:

 Book Reviews
 Websites
 Social Media Advertising

* Instalment Processing Fee is non---refundable in all purchases under Payment Plan/s.
The Author understands and agrees that the fee (partial or full) for the services under Section H is
non-refundable under any circumstance since the Publisher is working with other vendors for its
fulfilment. The Author is not entitled to a refund once the agreement is signed and the service has
already started.

PUBLISHING PROCESS FLOW
The publication process begins when Equip Publishing House gains contact with an author.

Publishing Materials Submission
The author should submit his/her manuscript to Equip Publishing House with texts in the cover 
and interior of the book in an MS Word.doc, Rich Text Format or RTF. In order to facilitate efficient 
processing of the submitted materials, authors should send hard copies or in digital format.

Design Process
In this phase, the author receives Interior and Cover proofs of his/her book. These proofs serve as 
the initial versions of the author’s work submitted to other authors, editors, and proof-readers for 
review. In this stage, the Equip Publishing House’s editing team will accommodate the changes 
requested by the author depending on whether he/she has availed Equip Publishing House’s 
copyediting service.

Previews of the Design
Digital previews of the book will be provided by Equip Publishing House to authors. This 
allows the latter to have a grab of how the book will be presented to their readers. Changes or 
corrections requested by the author are accommodated. The digital preview of the book will be 
sent back to the Equip Publishing House for such alterations or modifications as necessary. Equip 
Publishing House will undertake any necessary revisions until the author finally approves the 
digital preview of the book.

Approval of Digital Preview
This is the stage where Equip Publishing House obtains the approval of the author for both the 
electronic and/or physical proofs of the book. The printing of one version of the book will follow 
the author’s approval.

Print Proof
Equip Publishing House will provide the author one printed version of the book so that he/she 
can review the printing quality and binding of the book.

Signing of an Approval Form
This is the phase when the author signs the approval form for the printed version of the book 
provided in the earlier phase. The author’s signature signifies that printing and binding quality of 
the printed book suits the preference of the author.

Worldwide Distribution
The author’s books are shipped for worldwide distribution. They are distributed through online 
retailers and bookstores.

Royalties
The author receives 100% royalties based on the sales of the author’s book.
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