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Author: _________________________ Book: ______________________________ 
 

Manuscript Submission Worksheet: 
Please complete this section and return it (along with any pages that need to be attached) with the other pages 

from the welcome packet. 
Bible Versions: 
Do you have any Scripture references in your book?  ___________   Approximately how many? _________ 
 
Please list the Bible versions in your manuscript you submit to 5 Fold Media: 
____________________________________________________________________ 

____________________________________________________________________ 

(We ask that you stick to one main version and only deviate to another one a few times if absolutely necessary.)    
We ask that you do not use the NIV version as an author has to get written permission and pay fees to use this 
version. 
Versions allowed at the time of this packet: KJV, NKJV, ASV, NASB, MSG, AMP, NLT. See the author log-in 
area of our website for more information about our Scripture use guidelines. 
 
Double-check all Scriptures for correct references/version. For example, you may have quoted Luke 3:12, but 
cited it as Luke 3:2. 
 
People Named in the Book: 
Who is named in your book? Are they real or fictional? What do they look like? (main description, tall, short, 
hair color, eye color, etc.). Have you changed their name in the book? If so, what is the changed name? Did you 
change their appearance or description (identity)? Please attach a separate sheet if you need more space. 
Regardless if the person is real or fictional, please give us as many details as possible. The author is responsible 
for getting written permission from anyone real they named in the book. Forms can be found in the author login 
area of 5 Fold Media's website. Note: if the person is deceased, no permission is needed. 
 
Name   Real/Fictional Description     Name Changed 
 

E.g. Bill  Real   Tall, dark, blue eyes    Steve 

_______________ _____________ __________________________________ ______________ 

_______________ _____________ __________________________________ ______________ 

_______________ _____________ __________________________________ ______________ 

_______________ _____________ __________________________________ ______________ 

_______________ _____________ __________________________________ ______________ 

_______________ _____________ __________________________________ ______________ 

_______________ _____________ __________________________________ ______________ 

_______________ _____________ ________________________________________ ________ 

_______________ _____________ __________________________________ ______________ 

_______________ _____________ __________________________________ ______________ 
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Organizations (Companies/Churches/Businesses) Named in the book: 
If you mention a trademarked name like Walmart, Sears, Starbucks, 5 Fold Media, First Assembly of God, etc. 
in your book, you have to get written permission from that organization. Author is responsible for securing 
written permission from any organization they wish to mention in the book. Please list any organizations 
mentioned in your book. Please attach a separate sheet if you need more space. 
Name       Real/Fictional 

E.g.  5 Fold Media     Real 

________________________________________ ______________ 

________________________________________ ______________ 

________________________________________ ______________ 

________________________________________ ______________ 

________________________________________ ______________ 

________________________________________ ______________ 

________________________________________ ______________ 

________________________________________ ______________ 

________________________________________ ______________ 

________________________________________ ______________ 

Material From Other Sources: 
What material have you used from other sources other than Bible quotations? This includes dictionary 
definitions, quoted or paraphrased material of any length, song titles or lyrics, Internet research or articles, or 
any other material that you had to use as a resource. You must secure written permission from the publisher or 
label company of these materials to be used in a commercial book. Some publishers may require a fee to use 
their material, especially for song titles or lyrics. These sources also need to be cited properly for either 
footnotes (preferred) or endnotes. Please refer to the citation examples later in this packet, and use the 
endnote/footnote function in Microsoft Word to insert any endnotes or footnotes. Author is responsible for 
obtaining all written permissions for sources used. 
Name of Source     Publisher/Web Address   

________________________________________ ______________________________________________ 

________________________________________ ______________________________________________ 

________________________________________ ______________________________________________ 

________________________________________ ______________________________________________ 

________________________________________ ______________________________________________ 

________________________________________ ______________________________________________ 

________________________________________ ______________________________________________ 

________________________________________ ______________________________________________ 

________________________________________ ______________________________________________ 

________________________________________ ______________________________________________ 
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Please note: 5 Fold Media discourages the use of too many external sources for your book. If a lot of your 
material is from other sources, you have not really written a book. You merely compiled information. This 
makes it look like you have no authority on your subject and did not have anything to say about it for yourself. 
Please limit your outside sources as much as possible. If you have more that 10 sources please contact 
us 
 

immediately. 

Photos/ Illustrations 

Author's Photo:  Will you have a photo of yourself on the back of the book? ____________________  

If yes, please tell us the name of the photographer/studio who took the picture. ____________________ 

Have you secured a written photo release from the photographer yet?  ____________________  
If the photos/illustrations or graphics were not made by you, you need the illustrator/photographer to sign a 
release form. These forms can be found on our author resource page, or the owners may have their own 
permission forms. 
 
Will you have photos, illustrations, or graphics inside your book?    ____________________  

Are any of the photos, illustrations, or graphics depicting an actual person?  ____________________  

If your photos or illustrations depict a person/people who are not deceased, you will need each one to sign a 
person depicted form, found in the author login area of the 5 Fold Media website. 
 
COPYRIGHT INFRINGMENT IS A SERIOUS CRIME, CITE EVERY SOURCE YOU USED AND MAKE 
SURE TO SECURE WRITTEN PERMISSION FROM THE AUTHOR/PUBLISHER OF ANY MATERIAL 
YOU USE.5 Fold Media HIGHLY advises against obtaining quotes from foreign publishers (overseas). 
Copyright laws in other countries are not the same as in the United States. 
 
I have read, understand and agree to adhere to the Manuscript Submission Guidelines. I clearly understand that 
if my submitted manuscript to 5 Fold Media LLC does not follow the guidelines, delay and additional fees may 
be incurred.   
 
 ___________________________________        ___________ 
 Author(s) Signature(s)     Date 
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