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MANUSCRIPT FORMATS FOR SUBMISSION 
 
General Notes:  
• 1" margins top, bottom, right, left 

• Double-spaced lines 
• Indented first line of each paragraph 
• Times Roman or similar font, 12 point 

• Don’t justify your text; leave it “ragged right” 
• Usually no page numbering on first page of manuscript 
• Use the header feature in your word processing 

program for the last name/title and page number. 

 
NOVELS 1st PAGE NOVELS - SUBSEQUENT PAGES 

PICTURE BOOK – ALL 
APPROACHES 

(NARRATIVE, VERSE OR 
RHYME) 

Last name/title Page # 

Indent first lines of 
paragraphs (.5”) – use 
Format – Paragraph, 
Special, First Line 
Indent in Word or 
equivalent in your 
word processing 
program. Don’t use 
spaces or tabs! 

Name 
Address 
Phone number 
E-mail address 
Word Count 

Title about 1/3 
down with byline 

Everything above 
applies except you can 
break the text into your 
versed/rhymed lines 
and stanzas 

Even for traditional 
narrative stories, you 
can write it in “chunks” 
the way you want the 
reader to read it, 
breaking up sentences 
into lines for effect. 


