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Formatting a Manuscript
Instructions for paper type, cover pages, headers, margins, and font face
Acceptable Paper: 20-pound, bright white (Not applicable to the manuscript evaluation service, which is electronic files only.)
Cover Page:
· Contact information: In the top left corner of the page (single spaced, left-justified) type your name, address, phone number and e-mail address.
· Story info: In the top right corner give your (sub)genre, setting/time period, and word count rounded to the nearest thousand
· Title: just above the middle of the page and centered 

· by: one double-spaced line beneath the title, also centered
· Your name or pseudonym: centered and one double-spaced line beneath the word by 

Header:
An acceptable ms. has a header that should be ONE line at the top of the page (.5 from the top) and read as follows: 

Title/Surname (upper left)        Page# (upper right)                    

1. In Microsoft Word click on the View menu, click Header and Footer to open a text box. 

2. On the Header and Footer toolbar, click Page Setup. 

3. Click the Layout tab. 

4. Select the Different first page check box, and then click OK. 

5. Enter your title and surname in the box. (Make sure they are left-justified.)
6. On the Insert menu, click Page Numbers. 

7. In the Position box, specify whether to print page numbers in the header at the top of the page or in the footer at the bottom of the page. 

8. In the Alignment box, specify whether to align page numbers to the right.
9. To leave the Header/Footer mode, just click on the View Menu and Header and Footer section again.
Do not include a header on your cover page. 
Margins:
The ms text should start .5 down from the header. There should be a one inch margin on the other 3 sides and 25 lines per page.
1. In Microsoft Word go the File menu and click Page Setup to set the margins;
2. Go to Format, click paragraphs (indents and spacing tab) and special, then select indent first line.  (This amounts to five space bar taps.)
3. Go to the bottom section and where it says lines per page select exactly and go to the counter next to it and bump it to 25.
4.  At the top of the paragraphs formatting box is another tab marked Line and Page Breaks. Click this and it will switch you to another page with several more formatting options. MAKE SURE THEY ARE ALL OFF (unchecked), especially the widows and orphans box
 (The only exception to this is the first page of each chapter, wherein the text begins halfway down the page so that editors have room to make notes.  Each chapter should be noted in CAPS with the numbers spelled out:  CHAPTER ONE, CHAPTER TWO)

This is the standard industry format and it's used to count words, NOT THE WORD COUNT feature in Word.  Using this format, if you type 100 pages you have a 25,000 word document. (Even if some pages have only two sentences, that page counts as 250 words. That’s just how it works.) Most single title mss come in at 400 pages or 100,000 words.  If a short story is supposed to be 15,000 words, it would only need to be about 60 pages long.
Font:
Your font face should be Dark Courier in 12 point setting.  If you do not have a copy of this font, download the zipped copy located here http://www.neosoft.com/~bmiller/courier.htm then do the following:

1. Unzip the downloaded files. Leave your downloaded files window open. 
2. Left-click the “Start” button on your desktop toolbar, left-click “Settings”, left-click “Control Panel”. 
3. In the Control Panel Window, double click on the Fonts folder. 

4. Either left-click on File and select Install New font (the Add Fonts window will appear) OR drag and drop the unzipped four font files into the Font folder window.
