CLIENT REGISTRY No.#

For Official Use Only

ASA PUBLISHING CORPORATION
29 S. MONROE ST., SUITE 201, MONROE, MICHIGAN 48161
OFFICE: 734.212.6563

TRANSCRIBING AGREEMENT

TERMS AND CONDITIONS
-One side of a sheet of paper is counted as one page-

SeeB

Welcome to ASA Publishing Corporation, —~—

Advancing Trust Together,
1. What we're providing is a flat rate page count transcribing service that will help benefit your productivity in the literary
industry by having the transference of your written work transcribed into digital format. No matter what level of
publishing package that you have or have not obtained in our publishing house, transcribing is for everyone that is in need
of having their handwritten or audio work converted to a digital format in a word document form. We want to give you
this freedom, relief, and the satisfaction to be able to pursue your endeavor with any other publisher of your choice. It's

your work, you're just hiring us to do a job, and that is only to transcribe your work for you!

2. The length of time it takes to transcribe into digital format is configured and determined by:

The way the manuscript is written and how it is written.
If it needs typing into a digital format or OCR to a word document conversion from a PDF.
If in audio, what type of component is being brought to us; digital voice, cassette, CD, etc., and

Q 0o T o

the number of pages that we’re transcribing or the estimated amount from audio.

3.  When transcribing, no-one can really know how many pages there will be at the end result of the work product;
manuscript. This is why we use a page count system. In how we create and place the manuscript in Word Document, we
go by the following standard format structure:

a. Manuscript size: 8.5 x 11 inches b. Margins: 1 inch on all sides
c. Font Type: Times New Roman d. After periods: Single Space
e. Font Size: 12-point f.  First Line Indents: 0.5 inches
g. Line Spacing: 1.5

4. We do provide custom sizes due to some of the requested work product materials that only require a duplicate copy of
itself in nature like a pamphlet, booklet, handbook, seminar and study material, etc., especially if the work product is the
client’s only material copy left, and need it in digital format of that size to reprint for themselves, their company,
organization or publishing entity.

5. Remember, no matter what type of transcribing that you are hiring us for, we will only be concentrating on the interior
of the work, not the exterior, book cover.

6. Please select the estimate total amount of pages (page count in sections) that you are hiring us to transcribe.
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7. TRANSCRIBE FEE SCALE - Flat Rate Page Count Services
Please Check (V) below the scale fee that your page count is under

Pages 1-50 51-100 101- 251- 301- 351- 401- 451-
150 300 350 400 450 500

Transcribing [

8. Editing and Proofreading are not included in the above charges but are automatically included in our publishing packages,
if you have already selected one.

9. Butif not, we will accommodate you with these features with the following additional fees in Section 11.
a. Note: Section 10 below is totally optional.

10. For editing and proofreading, we have two types: Light & Heavy. Please fill-out appropriately, or just place (N/A) in the
‘Total Cost’ if you do not want editing and proofreading.

Please choose:
o Light: $1.35 per page — Copy editing/proofreading: Checking for readability, punctuations, quotation
marks, misspellings, correct usage of grammatical symbols etc., and providing basic suggestions.

Light Per Page Actual Number of Pages Total Cost
$1.35 s|

o Heavy: $2.85 per page — (All of the above), plus checking for structure, content, margins, missing
content elements, accurate references, etc. Additional: Very hard-to-read work is considered heavy.

Heavy Per Page Actual Number of Pages Total Cost
$2.85 $

11. IMPORTANT - Please understand that once we start the transcribing process, the fee is non-refundable. Work can always
be repaired, but time & effort cannot be replaced.

12. ASA Publishing Corporation believes in providing a chance for successful opportunities to all authors and writers in the
literary field - an edge to at least have the ability to be able to press forward as a goal in having their own work in print;
physical, digital, or both. Therefore, what we are providing is a cost-effective service in your behalf.

How do | get started? It's simple!

Fill-out, Print, Sign, Make a Copy. Then attach a copy of this agreement with a copy of your physical manuscript pages or audio
component[s]. You have the option to mail or email. Additional fees for pickup service may apply.

Mailing Address: ASA Publishing Corporation — 29 S. Monroe St., Suite 201, Monroe, Michigan 48161

Email: asapublishingcorporation@gmail.com

Make a payment: Check, Money Order, or use Credit/Debit Card on our website or call and place the order.
Need assistance to place the order, just call: 734.212.6563

13. 1 fully understand and comply with this agreement and my total cost amount for this transcription service is:
Total Amount S |
Print full name
Address
Contact number | Email |
Signature | Date |
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