
WORDEXPRESS 
Multilingual Solutions Worldwide 

 TEL (310) 260-7700 or (800) 570-0700  !  FAX (310) 260-7705 or (800) 570-5950 
E-MAIL: clients@wordexpress.net  !  WEBSITE: www.wordexpress.net  

 

WordExpress Corporation, 8306 Wilshire Blvd., Suite 200, Beverly Hills, CA 90211 
MEMBER: American Translators Association (ATA) ● California Court Interpreters Association (CCIA) 

Southern California Translators & Interpreters Association (SCATIA) 

 

Rates and Terms for Employee Manuals as of 1/1/2006 
 (Replaces all previous Rates and Terms) 
 
WordExpress creates employee manuals in English and many other languages. The manuals 
are produced in the following four sizes: 
 
      Word Count    Pages    Prices for English Version ($) 
 
1.size     8,000 –  8,800    40 - 44     1,000.00 – 1,100.00 
 

2.size     12,000 – 13,200    60 - 66     1,500.00 – 1,650.00 
 

3. size    16,000 – 17,600    80 - 88     2,000.00 – 2,200.00 
 

4.size     20,000 – 22,000        100  - 110            2,500.00 – 2,750.00 
 

Please inquire about prices for languages other than English! 
 
The pages of our employee manuals contain 200 words on an average. A manual of 8,000 words (40 pages) is the 
minimum size. Normally this is the size needed by companies of up to 20 employees. Manuals of 20,000 words (100 
pages) or more are usually needed by large corporations. Sizes in between the established four sizes are provided where 
required. Additional words are charged at $ 25.00 per 200 words (= per page). Please note that all charges are based on the 
word count (and not on the page count). 
  
Layout: All manuals, including the ones in non-Roman characters, are wordprocessed on PC or Macintosh state-of-the-art 
equipment, MS Word or compatible foreign language software. A table of contents and all standard formatting features 
(centering, underlining, bolding, italicizing) are included in the standard rates. Any additional formatting features (tables, 
columns, boxes, different typestyles or typesizes etc.) are considered Page Layout. These features are only provided upon 
request and charged extra. Desktop Publishing is available on the latest versions of QuarkXPress, and the Adobe family 
of programs with PageMaker, FrameMaker, Acrobat, Illustrator, Photoshop and In-Design, and many other applications. 
Your logos, graphics and pictures will be inserted or scanned in at $ 10.00 per item.  
 
E-Format and Output: For target languages with Roman characters, two electronic files, one in PDF format and one in 
WORD format, are included with the project without charge. For target languages with non-Roman characters, an electronic 
file in PDF format is included. Additionally, output in form of hardcopy is included without charge where required. Other 
forms of electronic format or output are available for an additional charge. There is no file format that WordExpress 
cannot accommodate. 
 
Delivery: Available via e-mail, online FTP transfer, fax, messenger, UPS or via any other service if so requested. 
Additional charges will accrue for any delivery other than electronic and/or fax delivery. 
 
Legal Certification: Upon request, WordExpress provides a legal review of the employee manual by a qualified 
attorney. In this case, the manual will be submitted with a certification in form of an affidavit by our attorney. This 
certification confirms that the manual is in line with all legal provisions and requirements.   
 
A 50 % deposit is required for all orders. All balances are due upon delivery of the project unless otherwise 
arranged. We accept VISA, MASTERCARD, DISCOVER, AMEX and FAXCHECK. Payments may also be 
made through our website www.wordexpress.net. Simply click on the button PAY HERE and follow 
instructions. 

 
Please see our brochure or visit our website www.wordexpress.net for more details! 

 

For any questions or to place your order call (310) 260-7700, ext. 125 or toll-free (800) 570-0700, ext. 125. 
Our Client Care Consultants will gladly assist you!  


