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Step 1 – Who?

Who is your target market?

Who is your message meant for?

Who is your ideal reader and why?



Step 2 – What?

What are their demographics?  What is your niche?

What problem are 
you solving?

What is the purpose 
of your book?

What benefits will the reader get from your book?



Step3 – Why?

Why You? 

Why are you the one to 

deliver this message?

Why is now the right time 

for you to write this book?



Step 4 - Connect

Connect with your muse, 
your intuition.

Connect to your heart 
and write from your 

heart.

Connect to your 
reader.

Connect with your 
spirit, your passions.

Connect with your 
tribe.



Step5 – Create Structure

Before you begin the writing process, you want to create an outline for your book. 
This will soon become your Table of Contents. 

For instance, you can write about a particular subject matter and start out with (10 
steps to…, or 12 ways to…, or the 10 secrets to…) Each step then becomes a chapter 
where you go into more detail about your particular subject matter.

In order to produce a standard sized book of 150-300 pages, you are looking at 
approximately 35,000-60,000 words. This should give you an idea of how to arrange 
your thoughts into chapters in order to pace the readers.



Step 6 - Write

Schedule time to write or NOT? 

That is the question.

Every writer is different and I’ve heard it all over the years on how to go about the writing 
process. Some say you should schedule a block of time each day and stick with it. Some 
say to just write for a certain amount of time. 

One of the most important things I’ve learned about the writing process is to JUST write, 
DON’T EDIT as you write. Just allow the words to flow. There is always time to edit, and 
that is a process all in itself.



Step 7 – Take A Break

Once you have completed the first draft of your manuscript, it is important that 
you walk away from the project for some time. 

It can just be a week or two, but time away will serve you in the long run. You have 
just poured out a vast amount of information from both your head and your heart. 

You need a break. 



Step 8 - Edit

You’ve written the first draft of your manuscript and you’ve 
taken a break from the project to focus on some other 
things and recharge the batteries. Now it’s time to edit 

your work.

YOU, the editor
Read it out loud if possible as if you are reading it to your 
ideal reader. See how it sounds and make any changes 

accordingly.



Step 8 - Edit

A COPY Editor
A copy editor will look over your work to improve 

formatting, style and the accuracy of the text, but for 
the most part, won’t change the substance of the text. 

The copy editor will look at grammar, spelling, 
punctuation and capitalization.



Step 8 - Edit

A CONTENT Editor
A content editor will work with the substance of the book in 
regards to your characters, the plot, your point of view, the 

tension of your storyline, etc. The content editor looks at the 
details that will make your book a strong read. 

Do you capture the reader from the first page of the book? 
Are you being clear when you explain a situation or scene?



Step 8 - Edit

A PROOFREADER
Once the copy editor and content editor have done their jobs, 
it’s time for the proofreader to come in and look at the final 

draft to check for any errors or omissions. 



Step 9 - Format

Now that you have your completed 
manuscript written and edited, 

it’s time to format your document into 
book format.



Step 9 - Format

The three most standard sizes for books are 
5x8, 5.5x8.5 and 6x9.

Choose which one you feel will best represent your work and 
download the template. You can then cut and paste the material 

from your original word document into the template. 
Create Space (Amazon’s self-publishing leg) offers both a basic 

and formatted template.



Step 9 - Format

If you already have your manuscript completed in 
Word, you can download the Basic template and cut 

and paste your material. 

If you are just starting out in the writing process, you 
can download the formatted version which will serve 
as a guide for where certain pages should be placed.



Step 10 – Create Your Covers (Front)

Creating a cover for your book is a crucial step. 

The cover is the first thing your reader will see that will 
determine whether or not they pick up your book. There are 
some important things to remember when creating both the 

FRONT and BACK covers of your book.



Step 10 – Create Your Covers (Front)

Your Title and Subtitle

The title of your book should be short and precise and be 
between one and five words. You want something that is going 
to stand out and be the best representation for your book and 

its message. 

The subtitle of your book tells the reader what the book is 
about. What is the solution to the problem that you are solving?



Step 10 – Create Your Covers (Front)

IMAGE

You want to select an image for the cover that best represents 
what the book is about and something that stands out and will 

catch the eye of the potential reader.



Step 10 – Create Your Covers (Front)

Author’s Name                                           

The author’s name should appear on the front cover in a large 
format, but not so large that it takes the focus away from the 

title. You can also choose your own placement for the Author’s 
name at the top of the page or the bottom, whichever you feel 

most comfortable with.



Step 10 –Cover (Back)

Your back cover is the second most important thing 
about your book. 

Once the reader has picked up your book because of 
what they see on the front cover, they will then most 
likely turn it over to learn what the book is all about. 



Step 10 –Cover (Back)

First line 
Genre of your book, and the subcategory if one applies. 

On the same line to the right side should be 
the price of the book. 



Step 10 –Cover (Back)

Second part                              
Includes your photograph and 
short bio. The placement of this 
can be under the Genre line or at 

the bottom of the page.



Step 10 –Cover (Back)

Third Part                                                                              
Should be a short synopsis of what the book is 
about and strong enough to encourage the 

reader to open the book and read more. It’s best 
to have a headline and then the synopsis or 
bullet points of what the reader will take away 
from the book, the benefits they will receive.



Step10 –Cover (Back)

Fourth part 
Endorsements, and this is optional if you are just starting out. 

One or two endorsements will show credibility and showcase you 
as an expert in your topic. You can always include more 

endorsements inside the book at the beginning.



Step10 –Cover (Back)

Bottom right corner 
Leave room for the bar code for your book. This will list the ISBN 

number so that retailers can scan when someone 
purchases your book.
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