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Dedication

You can add a dedication here if you like. 
LEAVE THIS EVEN-NUMBERED PAGE BLANK SO THE NEXT PAGE WILL FALL ON THE READERS' RIGHT-HAND SIDE.

Table of Contents
DELETE THIS PAGE IF YOU DO NOT WANT A TABLE OF CONTENTS.

If you know how to create a table of contents (TOC) in MSWord, please create one for your book (if you want one included). If you want one but don't know how to create one, leave this page as-is. That will tell us you want us to create one for you. When we're working on the book, we will create the automated table of contents function in MSWord. It is not customary to include a TOC in novels especially if the individual chapters don't have titles. (TOCs with only Chapter 1, Chapter 2, etc. look really funny and don't help the reader to navigate the book
NOTE: We can't include words in the TOC that don't appear in the chapter title itself. MSWord's automated TOC won't allow us to do this. It pulls information directly from each chapter title. If you want specific info. to appear in the TOC, it must appear in the chapter title. Please do not type a manual TOC that includes phrases that do not appear in the chapters themselves.
Need basic MSWord instructions for creating an automated table of contents or index? Click here:
https://secure.booklocker.com/booklocker/pod/toc.html
LEAVE THIS EVEN-NUMBERED PAGE BLANK SO THE NEXT PAGE WILL FALL ON THE READERS' RIGHT-HAND SIDE.

Introduction

First, please know that if you make minor mistakes with formatting, we will fix them at no charge. If something goes really wrong, we will contact you and request your help. We can’t delete extra spaces, fix books that have broken lines (where the author has used the enter key instead of letting lines wrap naturally), or manually fix tabs/indents that aren’t consistent (some authors submit books that have tabs set at .3, .5 or other settings…but all different throughout the book – and these take a long time to fix). Most of the errors authors make with formatting can be fixed by us quickly (and, again, at no charge). 

If the formatting process is frustrating you greatly, submit the book as-is. Please use the upload link in your author account. When you login, you can see it at the top, toward the right. What may seem like a major headache to you may be an easy fix for us. We’ve been formatting books for several years and we know lots of tricks for fixing problems with only a few clicks. We are happy to help authors in any way we can. 

If, before you even begin, you think the formatting is going to take you several hours to complete, by all means, send your book to us and let us give it a shot first. We understand that many people aren’t very knowledgeable about this process and we’re happy to offer a hand to those who need it. 

Your headers, footers, and page numbers may get “broken” during your formatting fun. Not to worry. We’ll automatically fix them when you send the book text to us. 

LEAVE THIS EVEN-NUMBERED PAGE BLANK SO THE NEXT PAGE WILL FALL ON THE READERS' RIGHT-HAND SIDE.

Chapter 1

Please read this entire document before contacting us with questions. Your answers are probably right here. ( 

This POD template will help you format your book text to our specifications. Using this file, delete our content and paste your book text into this document. Or, use the settings below in your existing MSWord or Rich Text Format document. Most of the items you’ll read here are only suggestions. Our firm requirements are listed in this chapter. 
In MSWord, click File, Page Setup. Your settings should be similar to what follows (but different versions of MSWord have different options):  

First, make sure the “Apply to” box is set on “Whole document.”

Page size – Letter 8.5 x 11

Margin settings 

Top 1.50
Bottom 1.50
Left 1.00
Right 1.00
Gutter.2 for a book up to 100 pages, .3 for up to 200 pages, and .35 for 300+ pages. BE SURE TO MIRROR THE MARGINS! 
Header 1.00
Footer 1.00
Yes, these settings really do make a 8.25 x 11 book. (Many authors ask us to double-check our settings). If you doubt it, please print one page of your book at these settings. Then, cut off the excess white space around the text, remembering to leave 1/2-inch for margins. Once you trim the excess, you end up with a 8.25 x 11 piece of paper. This is how the files are processed by our printer (except their process is automated and they cut several inches of paper/books at a time). 

YOUR BOOK MUST CONTAIN HARD PAGE BREAKS BETWEEN SECTIONS/CHAPTERS
Each new section/chapter needs a HARD PAGE BREAK inserted after it. If you’re using MSWord, click Insert, Break and then Page Break (or, Insert, Page Break, depending on your version of MSWord). If you don’t do this, the chapters will swim into each other when we convert the file to PDF later on. Since this creates such a mess for us, we may have to send your book back to you if hard page breaks aren’t inserted. 

FONTS

Font Types – Only use standard fonts (see list at link below). If you use an odd font, it may not be acceptable for print publication and may not be compatible with our system or our printer’s system. We can’t accept new font files to use. Some fonts are owned by others and can’t be used for profit. Others were never created with 300 dpi printing in mind. If you use an odd font, it may not embed and the printer may reject your file, resulting in an additional processing charge. 
We do NOT recommend courier. It looks horrible in print. 

Acceptable fonts:

You can see our current list of acceptable fonts here:
https://secure.booklocker.com/booklocker/pod/step-3b.html 

Font Sizes – We are flexible here but we recommend 14 point for chapter titles and 11 or 12 pt for body text (depending on the font you choose). For example, Arial at 10 point is an acceptable size while 10 pt. Times New Roman is too small. Larger fonts are accepted but not recommended unless you’re writing for an audience that appreciates or requires larger fonts (i.e. A book that is mostly in 14 pt font will be listed as a Large Print title and that may increase the price). Children’s books are also usually in a larger font. 

Chapter Two

TO CREATE NEW CHAPTERS

Simple copy the chapter title from above into later pages and change the words. 

HEADERS/FOOTERS that don’t belong

You’ll notice that some headers and footers appear on pages where they should not be (the copyright page, title pages, and blank pages, for example). We will delete these naughty headers and footers after converting the file to PDF so don't worry about those. It’s too much of a headache to create new sections in MSWord to control those at this point in the process. 

FANCY FORMATTING ON FIRST LINE of each chapter (optional)

You may choose to italicize and left-align the first line of the first paragraph of each chapter like this example. Or, you may choose a different method to offset this from the rest of the chapter. Or, you may simply choose to format them like the other paragraphs in the book. It’s your choice. 

YOU MAY CHOOSE TO capitalize the first three or four words and left-align the first line of the first paragraph of each chapter like this example. Or, you may choose a different method to offset these from the rest of the chapter. Or, you may simply choose to format them like the other paragraphs in the book. It’s your choice. 

Y

ou may choose to use the attractive drop cap option (is called drop_cap in MSWord) for the first line of the first paragraph of each chapter like this example. To do this, highlight the desired paragraph with your mouse, click Format and then Drop Cap. (Options may vary based on your MSWord version). It’s self-explanatory after that.  

JUSTIFICATION

This paragraph is fully justified. In our opinion, full justification (how these paragraphs are formatted – lined up even on the right) looks much better than left-justified text (see next paragraph), especially for non-fiction. 
This paragraph is left justified and is, in our opinion, appears less professional than the paragraph above. But some people disagree with me. We recommend full justification for all books. We default to full-justification so, if you don't want that, please let us know when you upload your book.  

Blank lines or indented paragraphs?

We recommend indented paragraphs, like this one and the next, as opposed to blank lines between paragraphs that are not indented. 

However, you will, of course, need to insert blank lines between subsections in the chapters and when scene changes occur in fiction. You can also insert asterisks (* * *) to separate scene changes but you should have "before" and "after" spacing above and below the ***'s instead of blank lines. Lines featuring ***'s should be centered but NOT indented because an indent will make them off-center. 

Here is an example of a correctly formatted line featuring ***'s:

***

You can copy / paste that line where you want it to appear in your manuscript if you want. 

Avoid too many fonts and style changes

The more different types of fonts you use in a book (including utilizing bolds and italics and underlines with reckless abandon), and the more different types of styles you incorporate into your formatting, the greater chance your reader will get a headache. This is, obviously, the ugliest paragraph in this book. My overzealous formatting is the cause. 

Oh, and never use shadow inside a book (though on the cover is fine). Shadows DO NOT PRINT WELL at all in books. 
OPTIONAL SECTIONS

Optional sections you may want to include in your book are listed below. Remember, you are free to deviate from our recommendations. It’s YOUR book! For more ideas, peruse the books you have on your shelves at home. 

Fiction - Teaser excerpt on the very first page (i)

If your book is fiction, you may want to use the very first page to publish an enticing excerpt from the book – just two or three short paragraphs. You’ve probably seen this type of “hook” in novels you’ve purchased. It’s a good way to entice the casual reader to buy your book. 

Fiction or Non-fiction - Reader quotes/brief review quotes - first pages of the book (only i or also ii, iii, etc.)

If you have reader quotes or brief quotes from a review(s), you can include those on the first page or two, etc. With the exception of Fair Use, you must obtain written permission to use reviews. Most readers are happy to allow you to quote them but you must obtain their permission. Some may prefer that you not use their real or full name. Quotes should be formatting like this:

"Quote from appreciative reader telling how awesome your book is!"
-Jane Doe, Chicago  
Fiction or Non-fiction – Title Page (i)

As appears in this template. Features book title only. 

Copyright Page – (ii)

As appears in this template.  

Dedication (should start on odd-numbered page)

Who are you dedicating your book to? Look at examples in books you have. 
Acknowledgements (should start on odd-numbered page)

Who you want to thank for their help/support. 

Forword - optional (should start on odd-numbered page)

This is written by someone other than the author)

Preface (optional) - (should start on odd-numbered page)
This explains why the author wrote the book, etc. 

Table of Contents (TOC)

A TOC is recommended for non-fiction but usually not for fiction. Most novels do not have a TOC. In non-fiction, the chapters need titles in order for there to be a TOC. For example, a TOC that lists descriptive chapter titles is helpful to the reader, but a TOC that only says, “Chapter 1, Chapter 2, etc.” is not. Therefore, if your chapters only have chapter numbers and no descriptions (like most novels do), you don’t want to include a TOC. But, if your chapter titles are descriptive, you probably do want to include a TOC. 

TOC Not Recommended

TOC Recommended
Chapter 1






Chapter 1: Finding the Perfect Cat

Chapter 2






Chapter 2: Naming Your Cat

Chapter 3






Chapter 3: Toilet Training Your Cat

Whatever you want to appear in the TOC MUST also be included in the book text itself. We use MSWord’s automated TOC function, which pulls content directly from the book text. If you’d like a TOC in your book, simple include a page in the book text you send to us titled “Table of Contents.” We will build it for you. Also, do not include lines or other graphics between lines of text that will appear together in your TOC.

For example, this is not permitted:

Chapter 1

~~~~~~~~~~~~~~~~~~~

Finding the Perfect Cat

These ARE permitted:

Chapter 1: Finding the Perfect Cat

Chapter 1

Finding the Perfect Cat

Introduction (optional) - (should start on odd-numbered page)
Written by the author to introduce the book. (Not recommended for fiction.)

About the Author 

The location of this section varies. For non-fiction, we recommend putting it in the front matter so readers will know you are educated and credible with regards to the book's topic. For fiction, you can put this section in the back of the book. 

Everybody wants to read more about the author, non-fiction and fiction readers alike. You can include promotional material on this page as well (your email address, website URL, etc.). We don’t recommend putting your photo here. You can if you want but author photos print much better on the covers. Please refer to Step 3 of the POD Process for author photo requirements. 

We strongly discourage authors from publishing their home address in their book. There are many unstable individuals in the world and some readers do become obsessed with authors, or upset about something they've read. Some people are harmless groupies but they can be problematic, too. One of Angela's readers once showed up on her back porch when she lived in Maine. He knew that she lived on the Penobscot River so he sat on that road one day until the mailman showed up. Sadly, the mailman pointed out Angela's house to the man. (Yes, Angela complained to the post office but, by then, the damage was done.) The gentleman would then frequently drop by Angela's house, unannounced, at his leisure, which made Angela's entire family uncomfortable. Thankfully, when they asked him to stop, he concurred. Had he been a different type of personality, he may have become agitated and his actions might then have become unpredictable.
So, be very careful about the details you divulge about your location. 

Either use a post office box or simply  provide readers with an email address and/or website URL. You don’t need to publish any other contact information. And, whenever we receive a message for a BookLocker.com author, we immediately forward it to the author. We do not give out our authors’ email addresses, physical addresses, mailing addresses, phone numbers, or any other personal contact information (unless under court order…and that’s never happened). We respect the privacy of our authors. 

Index (optional) – end of book 

Please refer to Step 4 of the POD Process. 
UPLOADING TO ANGELA
When you're ready, upload your file to Angela via your author account here: https://secure.booklocker.com/BECA/authors/login.php 

Once you login, use the "Upload File" link at the top of the page in your author account. 

HAVE ANY QUESTIONS OR WANT TO DO THINGS YOUR OWN WAY?

Basically, if you book is fiction, pick up a few novels and study their formatting. If your book is non-fiction, look at a few non-fiction books to get ideas. As long as you set your margins correctly, use a font on our list, and insert hard page breaks between chapters/sections, you’re welcome to get creative with your formatting. 

HAVE FUN and, if you have any questions, contact Angela through your author account: 
https://secure.booklocker.com/BECA/authors/login.php
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