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The Editor’s Golden Guidelines of Formatting a Word Doc

	O Do not “hand-style” your manuscript. Instead, use Paragraph Styles.

	O Understand the difference between Paragraph Styles and Character Styles. A Para-
graph Style is applied to a whole paragraph, while a Character Style is applied to 
only one word.

	O Only use the “Normal” style for your body text—nothing else!

	O Do not highlight your text and click the bullet or list button. Apply the “List Number” 
or “List Bullet” style from your Paragraph Style panel. This creates a distinction be-
tween the two—on the designer side, they often merge together.

	O Double-check your hierarchy by generating a Table of Contents or using the Outline 
feature. Is everything listed as you expect?

	O Images should be listed on their own line; no text should appear beside an image. 
Do not use a text wrap. Depending on your designer’s process, they may not permit 
the images to remain in the manuscript before styling it; they may prefer the images 
sent separately. If so, the desired locations of images should be tagged as per the 
designer’s input.

	O Footnotes or endnotes should be inserted into their respective locations using the 
References toolbar, not hand-typed. The footnote/endnote reference number is 
the small superscript number. The footnote/endnote itself is where the note or ci-
tation goes.

	O All citations should follow proper Chicago Manual of Style (CMOS) rules. Remember, 
live links won’t exist in your printed book, so readers must have the proper informa-
tion spelled out.

	O Consider how and where reference material is listed in your book. There are many 
options: works cited, bibliography, footnotes, or endnotes.

	O If you have chapter numbers and chapter titles, put these on separate lines with 
their own hierarchy.

	O Adding a running header in Word is not necessary. Your designer will generate this 
dynamically.

	O If you have custom All Rights Reserved lines, make sure to add these in the manu-
script for use. Consider creating a custom rights paragraph if your book is offering 
medical, financial, emotional, mental, or other significant advice.

	O ACCEPT ALL TRACKED COMMENTS AND CHANGES before submitting to designer!
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