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• Fonts 
• Book Size & Margins  
• Text Formatting 
• Images 
• Pagination 
• Running Heads 
• Front Matter 
• Body Content 
• Back Matter 
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• Sans Serif 
• Serif 
• Script 
• Decorative 

Generally, no more than 3 fonts 
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• No less than ½” 
• ¾” is better 
• OK if margins vary 
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1” margins all around 

1/2” outer     3/4” binding edge 
7/8” top & bottom 
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• Std. font size = 12 pt. 
• Ideally, use custom line spacing  

*NO double-spacing 
• Use hyphenation 
• Use justified paragraph style 
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• Indented Paragraph vs. Block Style 

This is block paragraph format. This is block paragraph 
format. This is block paragraph format. This is block 
paragraph format. This is block paragraph format.  
 
This is block paragraph format. This is block paragraph 
format. This is block paragraph format.  

*Do not indent 
first paragraph 
of a new section 
 
*Do not use 
both styles 



• Widows & Orphans  
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• Text Wrapping 
• Dedicated Image Section(s) 
• Stand Alone 

 
• Color vs. black/white 
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• Front matter uses roman 
numerals 

• Use numeric format, starting 
with 1, after front matter 

• Can put numbers on: 
o Pages with just illustrations or 

photos 
o chapter or section openings 

(drop folios) 
• No numbers on:  

o blank pages 
o display pages (half title, title 

page, dedication and epigraph) 
or copyright page 
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• Optional in novels 
 

• Variety of combinations 
o Title  |  Author    OR    Author  |  Title 
o Title or Author  |  Chapter Title 
o Chapter Title  |  Subtitle 

 
• Front matter running heads are 

different, use identical copy on both 
sides   
o Introduction  |  Introduction 

 
• Similar rules as pagination 

o Do not put on blank pages 
o Do not put on chapter openings or  

part titles 
o Do not put on front matter  

opening pages 
o Do not put on display pages  





• Half Title 
• Title Page 
• Copyright Page 
• Dedication 
• Epigraph 
• Table of Contents 
• List of Figures, List of Tables 
• Foreword 
• Preface 
• Acknowledgements 
• Introduction 
• Prologue 
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FOREWORD   
(not Forward) 
 
Written by someone 
other than the 
author, often an 
expert. Think of it 
like a book 
recommendation. 





PREFACE 
 
• Introduce yourself 
to your readers 
 
• The creation, 
purpose, and/or 
importance of your 
book  
 



ACKNOWLEDGMENTS 
 
• Can also go in back 
matter 
 

• Acknowledgments 
(American English)  
vs  
Acknowledgements 
(British English) 
 



INTRODUCTION 
 
• Closely related to the 
content, necessary to 
understand the book 
 

• Usually in non-fiction 



PROLOGUE 
 
• Usually fiction books, 
like an introduction 
containing vital 
information to 
understand the story 



• Traditionally, each chapter or 
part starts on right-hand side but 
not necessary 

• In addition to main text, body 
content consists of: 
o Part Openings 
o Chapter Openings 
o Epilogue 
o Afterword 
o Conclusion 
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• Page numbering continues where 
you left off with body content 

• Flexible on formatting 
• Consists of: 

o Appendix or Addendum 
o Chronology 
o Endnotes 
o Glossary 
o Bibliography – APA, MLA, Chicago 

Style 
o List of Contributors 
o Index 
o About the Author, Books by (Author) 
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