
 
 
 
 
 
 

 
 

Manuscript Format 
 
Please follow this format for any work submitted to Red Oak Writing. The entire manuscript 
should be in Times New Roman 12-point font. (This goes for the title, chapter headings, etc. 
too.) 
 
Title Page  
 
Contact information: This should be left justified, single spaced at the top of the page: 

• your legal name 
• address 
• phone number 
• email address  

 
Word count: This should be right justified on the same “line” as your name (upper right corner) 
 
Title of your manuscript: This should be center-justified one-third to one-half-way down the 
page 
Subtitle if you have one: Added one single-space below the title 
 
Author name: This may be the same as your legal name or different if you are using a pen 
name. It should be one double-space below the title/subtitle. 
 
 
Body of the Manuscript 
 

• 8.5 by 11-inch pages 
• One-inch margins on each side 
• Left-justified alignment 
• Single space after periods–if you’re trained the old way with double spaces after each 

period, you can easily search and replace the document to swap single spaces for your 
double ones 

• Hit return twice to indicate when there is white space (usually indicates a significant shift 
in time/place) 

• Left justify the first line after white space AND the first line of each new chapter 
 



 
 

 
Works of nonfiction 

• When you submit to a publisher, they want it to be left-justified alignment with no 
indentation and a line between each paragraph HOWEVER, for ease of reading, I ask that 
nonfiction work be formatted as described for works of fiction below: 

 
Works of fiction 

• Left-justified alignment with half an inch indention and no line between paragraphs. (To 
indent paragraphs, don’t use tab or space. In MS Word, “format”> “paragraph” > 
“paragraph settings” > “indentation” > “special” > “first line” > “0.5 inch” After you 
format the paragraph indentation once, it should do it automatically when you start a new 
line) 

 
Headers 

• At the top right of every page (excluding the title page), you should include the following 
information: Your last name/Book title (or abbreviated version of title) 

• Number pages starting with the first page of the book (not the title page) It is okay to 
have the page number at the bottom of the page if you prefer. 

 
 
Formatting chapters 
 

• New chapter page break–always start a new chapter on a new page (do NOT do this by 
adding a bunch of returns but instead, use “Insert” and “Page break” after the last 
sentence of the previous chapter) 

• Center-align justify the title of the chapter, even if it’s just a chapter number, one-third of 
the way down the page 

• Start the chapter one double-space below the title (or number) 
• Do not use bold type for the chapter title 

 
Type and center “END” at the end of your manuscript  
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Chapter One: Here’s What the Body Should Look Like 
 
 

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut 

labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris 

nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit 

esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in 

culpa qui officia deserunt mollit anim id est laborum. 

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque 

laudantium, totam rem aperiam, eaque ipsa quae ab illo inventore veritatis et quasi architecto 

beatae vitae dicta sunt explicabo. Nemo enim ipsam voluptatem quia voluptas sit aspernatur aut 

odit aut fugit, sed quia consequuntur magni dolores eos qui ratione voluptatem sequi nesciunt. 

Neque porro quisquam est, qui dolorem ipsum quia dolor sit amet, consectetur, adipisci velit, sed 

quia non numquam eius modi tempora incidunt ut labore et dolore magnam aliquam quaerat 

voluptatem.  

Ut enim ad minima veniam, quis nostrum exercitationem ullam corporis suscipit 

laboriosam, nisi ut aliquid ex ea commodi consequatur? Quis autem vel eum iure reprehenderit qui 

in ea voluptate velit esse quam nihil molestiae consequatur, vel illum qui dolorem eum fugiat quo 

voluptas nulla pariatur? Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod 

tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud 

exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in  
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reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat 

cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est laborum. 

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque 

laudantium, totam rem aperiam, eaque ipsa quae ab illo inventore veritatis et quasi architecto 

beatae vitae dicta sunt explicabo. Nemo enim ipsam voluptatem quia voluptas sit aspernatur aut 

odit aut fugit, sed quia consequuntur magni dolores eos qui ratione voluptatem sequi nesciunt.  

 

Neque porro quisquam est, qui dolorem ipsum quia dolor sit amet, consectetur, adipisci velit, sed 

quia non numquam eius modi tempora incidunt ut labore et dolore magnam aliquam quaerat 

voluptatem. Ut enim ad minima veniam, quis nostrum exercitationem ullam corporis suscipit 

laboriosam, nisi ut aliquid ex ea commodi consequatur?  

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt 

ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco 

laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate 

velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, 

sunt in culpa qui officia deserunt mollit anim id est laborum. 

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque 

laudantium, totam rem aperiam, eaque ipsa quae ab illo inventore veritatis et quasi architecto 

beatae vitae dicta sunt explicabo. 
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