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HOW TO FORMAT A BOOK MANUSCRIPT  
 

A Book by (if nonfiction) 
 

(or) A Novel by (if fiction) 
 

Bobbie Christmas 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(Note to those who do not plan to self-publish: This title 
page should accompany your manuscript and have contact 
information and the word count on it. No copyright is 
needed before submitting manuscripts to agents or 

publishers. A copyright symbol on your manuscript marks it 
as amateurish. By law you own the rights simply for having 
written the work. A traditional publisher will register the 

copyright for you right before the book goes to press.) 

mailto:Bobbie@ZebraEditor.com


How to Format a Book Manuscript/Christmas  2 

 
 

 
 
 
 
 
 

 

CHAPTER ONE 

CHAPTER NUMBERS AND TITLES SHOULD BE IN ALL CAPS 

 

The preferred font is 12-point Courier. New chapters 

begin at least one-third of the way down the page. All 

margins measure at least one inch.  

When typed in standard manuscript format, your 

manuscript will average about 250 words a page. 

Indent paragraphs five spaces, with no extra space 

between paragraphs, except to denote a scene change or time 

passage. Space only once after a period or colon, and do 

not justify type. 

In the header, number each page and include at least a 

portion of the manuscript title along with your last name. 

All contact information goes on the title page, not on the 

inside pages. Do not bind or staple the manuscript.  

Thank you for ordering my Standard Manuscript Format 

Report #104. I’m Bobbie Christmas, and as a book editor and 



How to Format a Book Manuscript/Christmas  3 

owner of Zebra Communications, a literary services company 

in Metro Atlanta, I offer many services and products for 

writers, including the following: 

 

Free e-zine, The Writers Network News: To go 

www.zebraeditor.com and click on “Free Newsletter.” I never 

share or sell your name or send you spam. That’s a promise. 

       --Bobbie Christmas 

 
 

If You Write… 
►Fiction ► Nonfiction ► Children’s Books ► Short Stories 
► Articles ► Reference Manuals ► Memoirs ► Journals 

► Business Reports ► Sales Letters ► Et Cetera 
                                                                                                                                                 

Write In Style, 
and you write to win! 

 
Write in Style: Using Your Word Processor and Other Techniques  to 
Improve Your Writing teaches Bobbie Christmas’s Find and Refine 

   Method™, which permits experts and beginners to be objective about their 
 own work, a skill few writers have been able to master in the past. You  
 save time and money when you use the Find and Refine Method™ to fine-
u tune the creative-writing elements of any composition.  
  

     First-Place Winner: Royal Palm Literary Awards 
  
   

 Buy it at your local bookstore  
          or ggeett  aa  ddiissccoouunntt by going to 
  
  

   

  

  

Write In Style, 
Union Square 
Publishing; Simon 
& Schuster, 
distributor 
Reference/Writing 
 $12.95 U.S.  
($18.95 CAN) 
($23.95 AU) 
ISBN: 
1580421342 
               www.zebraeditor.com and clicking on   

            Tools for Writers 
 

Ask the Book Doctor: How to Beat the Competition and Sell Your 
Manuscript, an e-book compendium of questions writers have 

http://www.zebraeditor.com/
http://www.zebraeditor.com/
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asked Bobbie Christmas about writing, editing, submitting 
manuscripts, dealing with agents, dealing with publishers, selling 
to magazines, and more, all answered by her or by other experts. 

To order go to www.zebraeditor.com and click on  
Tools for Writers. 

 
Also available by Bobbie Christmas: 

Purge Your Prose of Problems, a book doctor’s desk reference 
“Rev Up Your Writing and Win!” Seminar on tape 

“Write In Style and You Write to Win!” Seminar on CD 
Watch www.zebraeditor.com as more products are added. 

 
Zebra Communications 
230 Deerchase Drive 

Suite B 
Woodstock, GA 30188-4438 

770/924-0528 
www.zebraeditor.com 
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