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~ BOOK MANUSCRIPT FORMAT ~ 

 
When submitting to an agent or book publisher, follow their guidelines. In the absence of 

guidelines to the contrary, follow this standard formatting for traditional publishing houses. (For 

details, see “How to Format a Novel for Submission” at CMOS Shop Talk.1 

 

TITLE PAGE 

In the upper-left corner of the page, single-spaced, type your real name. On the next line, type 

your street address or PO box number; on the third line, your city, state, and zip code. On the next 

line, type your e-mail address. On the next line, type your phone number (with area code).  

One third of the way down the first page, type the title of your book in Initial Caps (bold 

optional), following CMOS headline capitalization guidelines. If you have a subtitle, type that in 

Initial Caps on the next line. (You may insert a colon after the title for clarification if desired, 

though it will not appear on the title page of the actual book.) 

Two lines down from that, type your name as you would like it to appear on the book cover 

(your pen name, if you wish to use one). This should all be centered. 

Do not add a copyright line. Your work is copyright protected automatically, so putting the 

copyright symbol on your work brands you as an amateur. Reputable agents and publishers 

wouldn’t dream of ripping off an author’s work, so it’s a bit insulting to suggest that you fear this. 

Word count used to be standard for a title page, but many agents and publishers find it 

unnecessary. Authors should know what the correct word count is for their chosen genre, and the 

manuscript should fall within those parameters. 

Do not put a page number on the title page.  

 

HEADER 

A header should appear at the top of every page except the Title Page. Using the header feature, 

in the upper-right corner, type your last name and the book title. (If your book title is long, use just a 

few key words from it.)  

To the right of that, insert a running page number. Use lowercase Roman numerals for front-

matter pages. Use Arabic numbers, starting with 1, beginning on the first page of the main text: 

Chapter 1, Introduction, or Prologue. (Do not use a footer.) 

 

TEXT 

• All margins should be 1 inch. 

• Use Times New Roman, 12-point font for all text.  

• Double-space the entire manuscript. No extra space between paragraphs. (Take out 

automatic paragraph spacing.) 

• Indent the first line of every paragraph (including the first one in a chapter or section) ½ 

inch (using automatic hanging indentation, not tabs or multiple spaces). 

• Do not use ALL CAPS or bold for emphasis. If you must emphasize something, italicize it. 

But don’t overdo it. 

 
1 Carol Saller, “How to Format a Novel for Submission,” CMOS Shop Talk, January 12, 2021, 

https://cmosshoptalk.com/2021/01/12/how-to-format-a-novel-for-submission/. 



• Use one space between sentences, not two. 

• Use left alignment, not full or centered. (Leave right margin “ragged.”) Block-indent (add an 

additional half inch to the left margin only) quotations more than four lines long. First line of 

block-indented quotation is not additionally indented, but subsequent lines should be indented ½ 

inch (using auto-indent or tabs, not multiple spaces).  

• For scene breaks, use one or three pound signs (#) or asterisks (*) on an otherwise blank 

line, centered using MS Word’s automatic centering feature. 

• Under line and page breaks, uncheck widow and orphan control.  

• Turn off Word’s automatic hyphenation feature. 

 

New Chapters 

• Start each chapter on a new page. Do this by inserting a Page Break or Section Break; do not 

insert a bunch of blank lines.  

• For the first page of a new chapter, about one third of the way down the page, type Chapter 

1 (2, 3, etc.) or Chapter One (Two, Three, etc.). You may use blank lines or Styles. (If you use 

blank lines, be sure you’re consistent throughout the manuscript.)  

• On the next line, type the chapter title (if there is one), centered, in Initial Caps, following 

CMOS headline capitalization guidelines.  

• Different professionals have different opinions on whether there should be no blank line, 

one blank line, or two blank lines after the chapter title and before the first paragraph. My 

recommendation is to insert one blank line. That way, whichever an agent or publisher’s 

preference is, you’ll either be spot on or only a little different. (No agent or publisher will think 

less of you whichever way you do this. Just make sure you’re consistent throughout the 

manuscript.) 

• The first line of a first paragraph in a new chapter may be indented ½ inch or flush left, your 

choice. (Again, different professionals have different recommendations for this, and no agent or 

publisher is going to think poorly of you whichever you choose … as long as you’re consistent 

throughout the manuscript.) 

 

Use spell check, but also proofread the manuscript very carefully for correct punctuation, usage, 

grammar, and spelling. Look up words (including usage and definitions) in Merriam-Webster’s 

Collegiate Dictionary. Consult The Chicago Manual of Style for punctuation rules. Use The 

Christian Manual of Style for things specific to religious writing. Always use the most recent 

editions. 

 

Preparation for Printing 

Before submitting your manuscript to a traditional publisher, small press, subsidy publisher, or 

printer, use Find & Replace to catch things that an interior designer (aka typesetter, typographer) 

will greatly appreciate. 

 

• Do a Select All (in Word, Ctrl-A) and in the Font section, select Times New Romans 12-

point. 

• Do a Select All and in the Paragraph section, select left alignment, 1/2-inch first-line 

indentation, 0 spacing before and after paragraphs, double spacing. Then go through the 

manuscript and take out the indentation on all centered lines (and, if applicable, first lines of 

block-indented paragarphs). 



• Do a Find & Replace with two spaces in the first box and one space in the second box. Click 

Replace All until the number gets down to zero. Then go through your manuscript to see if that 

change messed up any other formatting. 

• Do a Find & Replace with ^p followed by a space in the first box, ^p without a space in the 

second box. Click Replace All. (Do this after the Find & Replace for two spaces to one.) 

• Do a Find & Replace with a space followed by ^p in the first box, ^p without a space in the 

second box. Click Replace All. (Do this after the Find & Replace for two spaces to one.) 

 

If you plan to do your own interior design, this will give you a clean, fresh palate from which to 

set up your Styles. 

If you are using a subsidy publisher, take these steps before following their formatting 

guidelines. 
 

It is an infringement of copyright law to reproduce this publication, in part or in whole, without the  

express permission of the author. To request permission, please e-mail Kathy@KathyIde.com. 
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