Private Printing FAQ
How much will the postage cost?
The books come boxed – approximately fifty books per box, depending on how many pages there are in your book. And one box will cost approximately £50. So a decent estimate is £15 for every 50 books. Obviously we’ll be able to give you a more accurate figure when we know how long your book is and how many copies you want. 
How and when do you need to be paid?
We can be paid by cheque or PayPal. We require half the amount when the book is fully proofed and ready to go to the printer, and the balance on receipt of the books.
Do I retain the copyright to my work?
Yes. Absolutely.
What needs to go on the back of my book?
This is largely up to you. Artwork … well, we usually like to have a single piece of artwork that wraps around the entire book, but you could have a solid colour if you prefer, or another piece of artwork altogether. If you’re supply the cover artwork, again it’s your choice … just don’t forget the back cover entirely. Otherwise … we generally have a block of text, maybe a quotation from the book and a bit of blurb, but you could have a list of authors or a brief author biography if you prefer. Whatever you favour. You’ll also want the price and a barcode so the book can be sold – we’ll provide and format the latter. 
Does the cost include VAT?
Books are VAT exempt – so the cost doesn’t include VAT for the very good reason that it doesn’t need to.

Will you want to approve the content before you agree to print the material?
Good question. (Thank you.) No, basically. We not going to publish illegal, offensive, hateful or defamatory material, obviously, but aside from that the contents of your book is up to you. We’re not running subjective quality control tests or anything along those lines.

How should I send my documents?
We need the contents of your book in a Word document (or multiple Word documents if that’s better for you). You can then email it as an attachment. We can accept .doc or .rtf files – we cannot, unfortunately, open Works documents or .docx documents.

Should page numbers be left on?
No. Actually page numbers in footers don’t tend to get picked up via copy and paste anyway, but the numbers will all become irrelevant when the book is typeset. So no.
Do we need to exchange contracts?
Unless you’re desperate to do so, we do not exchange contracts. Frankly, life's too short for that kind of stuff. We trust you to pay; you trust us to do the work. Legally, the exchange of emails agreeing to do the work is sufficient. But let us know if you have any concerns.
Do I have sole responsibility for sales or do you keep some of my books to sell via Leaf?

That's up to you. Some people choose to leave a proportion of their books with us so we can deal with the orders; others take receipt of all of their books and have a PayPal button that pays directly to them. 
How does the process work? What’s the time frame?
· You send us your Word documents print-ready and fully proofed (see style sheet for information on how best to present your work). If you have cover art, you send that to us as well. 
· We typeset the documents and design or format the cover – whichever you want us to do, and make a PDF of your book. 
· We send you the PDF so you can proof it. Let us know if anything needs to be changed. We have to charge for any changes you want to make that weren’t in your original documents (editorial changes), but obviously any errors that have come about during the typesetting process as a result of the transfer from Word will be corrected by us free of charge. 
· If there are any changes to be made, we’ll make a new PDF and you can check that one as well. 
· Once everyone’s happy, you pay us half the amount and we send the PDF to the printer. 
· For a charge of £7.50 the printer can send us a hardcopy proof that we’ll check and send on to you for a final proofing. Note that any changes made at this stage will incur a charge from the printer. 
· If everything’s okay with the hardcopy proof, you pay us half the cost as a deposit and then we tell the printer to go ahead with the printing. Then you get your books and pay us the balance. 
· And then everybody’s happy.
The whole process will take a minimum of five weeks … this alters depending on how long the proofing stage takes and how busy the printer is.

Do you deal with legal deposits or is that my responsibility?
Yes we send the 6 legal deposit copies off to the various libraries.
