[image: ]





AUTHOR AND MANUSCRIPT INFORMATION FORM
 
All authors, editors, and translators whose manuscripts have been accepted for publication at the UP Press are required to submit their personal information for the preparation of the contract. In addition, we ask that you provide us with the following information about your book, which will be used for award nominations, book fairs, and other editorial or marketing purposes.

In line with the Data Privacy Act of 2012, the following information may be collected, stored, used, or disclosed only with the consent of the author and as stated within the parameters of the author’s agreement with the UP Press.

	A. AUTHOR INFORMATION
Note: Authors, editors, or translators who intend to sign the contract must fill out items one to ten below. For anthologies or books with multiple contributors, we only require the primary editor/s to provide their complete details and sign the contract. 
For any updates or changes to your records, please email our Admin team at press.admin@up.edu.ph.


	1. Are you the author, editor, or translator of the work?

(The role you indicate here helps us determine which contract will be provided to you.)

	

	2. Full Name

(Surname, First name and suffix if applicable, Middle name)

	

	3. Birthday (MM-DD-YYYY)
	

	4. Permanent address
	

	5. Email address
	

	6. Mobile number
	

	7. TIN

	

	8. Landbank account number

(If there is no Landbank account number, royalties will be paid through checks.)

	

	9. Government issued ID number (e.g. passport, driver’s license, etc.), place issued, and validity

	

	10. Beneficiaries 

(Names provided may be next of kin or other authorized individuals who may receive your royalties.)

Name
Relationship to the author
Address
Contact number
Email address

	




	B. MANUSCRIPT INFORMATION

Note: For books with multiple authors, please assign one person to fill out items one to ten below. The information you include here may be used for your book’s layout and cover, as well as for marketing and award nominations, so we encourage complete and timely submission of these details.


	1. Book title

Full title of the book, including the subtitle and imprint if applicable, e.g. The Philippine Writers Series 2023

	

	2. Names of additional authors, editors, translators, and/or illustrators

	

	3. Bio note/s of primary authors/editors/translators (150 to 300 words each)

For books with multiple authors (e.g. anthologies), please provide just the bio note/s of the primary editor/s (whose names appear on the cover)

For Filipino manuscripts, provide Filipino and English versions of bio note/s

	

	4. Short description (150 to 300 words)

Please provide a substantial summary or synopsis of the book (one that would be most appropriate for the back cover) 

Ideally, the short description should NOT be a review or blurb from another author.

For Filipino manuscripts, provide Filipino and English versions of the short description

	

	5. Long description (300 words or more)

Can be an extended summary or synopsis based on the short description (typically used for award nominations and rights catalogs for book fairs)

For Filipino manuscripts, provide Filipino and English versions of the long description 

	

	6. Genre or category
You may refer to the list of categories available on the UP Press website: https://press.up.edu.ph/books/book-categories/ 
	

	7. Keywords (three to five)
	

	8. Target audience (based on demographics, interests, genre or category)
	

	9. Review or blurb 
(Early reviews of the book may be included on the back cover, but we encourage authors to still provide a summary or short description for the benefit of their readers.)
	

	10. Awards and/or nominations (mention if named as finalist or shortlisted)

Include year, category, and organization/award-giving body

	



***

Once done, please send this as a Word Document to Loren Agaloos, deputy director for editorial: leagaloos@up.edu.ph. If you have any questions about completing this form, please do not hesitate to contact this email address.

Thank you for taking the time to fill out this form.
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