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Formatting Your Manuscript

by Kate Eltham

American science fiction author, William Shunn, sag&l “No one knows for
certain how many good stories are passed over bet¢ha manuscripts containing them
are formatted poorly, but it is certain that a gndp formatted manuscript will be more
eagerly read by an editor than a poorly formatteel o

Here are some tips for you to ensure your manussripell formatted and won'’t
end up in the rejection bin merely because oflitgspral presentation.

Type your manuscript in black ink on white paper.omly one side of each page.
Use standard sized paper (A4) of standard thick{8Xggsm). Using coloured paper or inks
only calls unfavourable attention to your manudctipwill also be harder to read.

On your first page, include your full name and emhtetails in the upper left
corner. If you are submitting to a publication wénarord length may be of concern, it is

also advisable to note the total word count of ysiary. Repeat your name and the title of
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your story on every page. This way, if any of ypages come loose from the manuscript, it
will be easy to identify them. Be sure to numbegrg\page!

Use a standard font, preferably 12 point size, éxeryour manuscript easy to read.
This example uses Times New Roman in 12 point. d@ualso us€our i er, which is a
fi xed-w dt h font.Some editors of magazines and anthologies padii@ed-width
font because it helps them estimate the physicaluatrof space your story will occupy in
the printed publication. Times New Roman and Cawate bothserif fonts — the letters
have little “feet”. Don’t use aans serif font, such as Arial or Verdana. Those fonts ate no
as readable for the human eye. Remember, the gtmhiake things simple and easy for
the people who will make decisions about your menps

The first line of each paragraph should be inderitkel this one. Indents help to
break up large blocks of text and make it easgéaniify where new paragraphs begin. Line
spacing is important in a properly formatted manpscEnsure you use double line
spacing, not 1.5, not single. Double. This is ndy@eadable but gives plenty of space for
editors to mark comments on the manuscript. Fos#imee reason, you should use generous
margins, at least 3cm on left and right.

Apply left alignment to your paragraphs — the &dte is ramrod straight but the
right side is ragged. If you justify your paragraptwill screw up the spacing between
words and, again, make the manuscript harder th @&@nsing a theme?

If you follow these guidelines your manuscript vidbk very similar to this
document. Your manuscript will look as though it leeen prepared by a competent
professional. Most importantly, it will allow yowvords, not the physical presentation of

your manuscript, to attract the proper scrutinpuablishers and editors. Good luck!



