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First Things First

You’ve written your article, book, or novel, or you have an incredible idea for a manuscript, now what?

Find a Publisher

You may want to invest in Sally Stuarts’ Christian Writers’ Market Guide (www.stuartmarket.com) or the current Writer’s Market (www.writersmarket.com or www.writersdigest.com). The later includes secular markets. 

A great to find a market for your work is to scan the shelves at local bookstores and/or magazine racks or Amazon. Look for similar type articles/ books and see who publishes it. Then Google the publisher and read their Writer’s Guidelines before proceeding. 

Follow the Guidelines

Most publishing houses have their writer’s guidelines online. You must follow them. The guidelines provide information such as:
· Are they accepting submissions?

· How many words do they want?

· Do they want a query letter, a book proposal, or the full manuscript?

· Do they only accept from agents?

If they only want a query letter and you send a full manuscript, your hard work will likely be tossed in the trash. Be professional. Follow their guidelines.

Edit—Edit—Edit—and Re-edit 

Before you send anything, make sure there are no errors. Tighten your writing. Join a critique group or ask a friend to critique it for you. Make sure the word count is within their guidelines or look for another publisher. If your word count exceeds the publisher’s maximum, cut it down. 
SEND IT OUT! MAIL IT or E-MAIL IT!

The publisher’s guidelines will tell you how to submit. If the editor’s name is listed on the guidelines, use their name. If the guidelines say, “Do not e-mail,” by all means do not e-mail it to them. 

If you are sending your manuscript via snail mail and you want it returned to you, you must include a self-addressed stamped envelope (SASE) with enough postage to cover shipping. If postage increases are on the horizon, be sure to add additional postage.

I once told the audience at a conference that I seem to be waiting on a publisher to knock on my door and ask to see my files. No one has knocked yet, and they won’t. The most beautiful work in the world can’t be published unless the writer takes a chance. 
God gave us a gift—words to share with the world. We are not ministering to anyone if our words are sitting in a file cabinet. In Matthew 10:8, Jesus tells his twelve disciples, “Freely you have received, freely give.” What will you do with the gift He’s given to you?

QUERY LETTERS
A query letter is communication from an author or agent to an editor that briefly describes a manuscript and asks whether the editor is interested in evaluating the manuscript. (www.bookjobs.com)

If you wish to be published, you must write a quality, attention-grabbing query letter that will answer three questions.

1. What is your manuscript about? This should be no more than one paragraph.
2. Who are you? If you are a published author, list some of your credits here.
3. Why are you qualified to write this article or book? 

At a minimum, these questions should be answered. Your one-page query introduces you to an editor. Make the best of every word on that page. And limit it to one page.
Many of the Writer’s Guidelines will tell you exactly what they want in a query. Some publishers may want more and some less. Be sure to research the publishing house fully before mailing your query.
Also, if your query is a simultaneous submission (being sent to more than one publisher), you need to say so. Some will not accept simultaneous submissions, but most will. That information will also be in the Writer’s Guidelines. If they don’t accept simultaneous subs, do not send it to anyone else until you have heard back from the publisher. If they do, just close your letter with one simple statement: This is a simultaneous submission.
A GOOD QUERY LETTER
Grab the editor’s attention in the first two lines. There are many great resources online for writing a query letter. Just Google “Query Letters” and start researching. There are also many excellent books on the market. Two of my favorite resources are . . .
· “The Complete Guide to Christian Writing and Speaking” by Susan Titus Osborn. 

· “Writing for Magazines” and “The Successful Nonfiction Book Proposal” by Cheryl Sloan Wray. 
QUERY LETTER vs. COVER LETTER

The difference between a query letter and a cover letter is this: Not Much!

If the Writer’s Guidelines state that they prefer your full manuscript on submission, then your cover letter is your query letter. If they do not request the manuscript on submission, then your query should make them want to see it.
I have provided a sample of one of my cover letters that sold my article “Hilarious Giving” to LIVE. 
ONE LAST THING

Do not use fancy fonts or paper! Use one of these three: Times New Roman, Courier, or Arial 12 point type. Some guidelines will even tell you the Font the publisher desires. If they do, use it! Also have 1” margins all the way around unless instructed to use something different.
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January 27, 2003
The Editor (If you know the editor’s name, use it.)
Live

1445 N. Boonville Avenue

Springfield, Missouri 65802-1894

Dear Editor, (If you know the editors name, use Mr. or Mrs.)
Have you ever watched a small child give an offering?  One Sunday morning I had the privilege of observing a dark-haired angel as she placed her gift in the offering plate.  Her small heart overflowed with joy while she eagerly anticipated every movement of the ushers.  Leaning from side to side, she peeked through the taller heads blocking her view to make sure they did not get past her.  Finally, as they neared her row, she leapt to her feet and cheerfully made her offering to God.  Don’t you know God was delighted at the spirit of giving by that little girl?  As a witness to her enthusiasm, I was compelled to ask, “Is God satisfied with my heart of giving?”

The attached article entitled “Hilarious Giving” provides six practical steps for a Christian to develop the heart of a cheerful giver.  Using scripture, quotes, and personal experience, your readers will discover new insights into the meaning of 2 Corinthians 9:7, “… God loves a cheerful giver.” 

As a Bible Study leader, I have experience in writing and organizing lessons and applying Biblical truths to daily living.  I have been published in The Alabama Baptist, Journey, A Women’s Guide to Intimacy with God, Writer’s Digest, and Hannah to Hannah.

Thank you in advance for considering this article for your publication.  I look forward to hearing from you.  You may respond via email or by using the enclosed SASE.

This is a simultaneous submission.

Sincerely,  
Debra Shirley

BOOK PROPOSALS

NON-FICTION

Most publishers do not require your non-fiction book to be completely written before you send a proposal. Some may. Once again—READ THE PUBLISHER’S GUIDELINES!   The guidelines will tell you what they want in a proposal and probably how to format it. Most publishers want at a minimum:

· Cover letter

· Title Sheet

· Introduction / Summary Sheet

· Potential Markets (Who will be interested in your book?)

· Competitive Markets (Are there other books on the market similar to yours? If so, what makes your book unique?)

· About the Author (Your “Bio”. What qualifies you to write this book, and what other publishing successes have you had?)

· Chapter Summaries (The title and a one paragraph summary of each chapter)

· Two to Three Chapters (Some want the first three chapters, some may want the best chapters. See their GUIDELINES!)

FICTION

If this is your first novel, most publishers require a completed novel before you submit. This is because many people start with a bang yet finish with a thud. Prove that you can finish what you start. Write a great novel! Just write it! The same applies to short-stories. 

An unfortunate fact of today’s market is that it’s becoming less likely that you’ll be published without an agent, and according to those in-the-know, agents are almost as difficult to land as a publisher. Research the publishing houses. If they only accept from agents, do not send your work to them, or find an agent. 

Once again, your fiction book proposal will be determined by the Writer’s Guidelines for the publishing house. Many only accept query letters. Some want a full book proposal with all the bells and whistles, while some only want a cover letter and three chapters. Some want a two to three page summary of your book along with sample chapters, and others want a chapter-by-chapter summary. Check their guidelines.
RESOURCES

There are many great online sources for writing a good proposal. Some have sample proposals. Google “Non-fiction book proposal” or “fiction book proposal” and start surfing. 

Here are a few I found:

http://www.shepardagency.com/writing_proposals.html

http://www.taaonline.net/membersonly/questions/lennie_proposal.pdf

http://thedabblingmum.com/writing/queries/bookproposal.htm
http://greenleafliteraryservices.com/book-proposals/
http://www.suite101.com/content/submitting-your-manuscript-a21919

MANUSCRIPT FORMAT
Your entire manuscript should be double-spaced with 1” margins all around using an acceptable, easy-to-read 12-point font such as Arial, Courier New, or Times New Roman. Use one of these fonts unless otherwise specified by the publisher or agent. Often the guidelines will tell you the houses preferred font.

HEADINGS
First Page: At the top left-hand side of the first page include the following: Name, Address, Phone Number, E-mail Address, and Website. (Do not add SS# unless requested by guidelines.) On the right, include approximate number of words and rights.

Subsequent Pages: Top left-hand side:  Name / Book Title / Page ___ of ____
Some guidelines may request more or less information in the header. Read the guidelines carefully and format your header according to their instructions.
TITLE PAGE

Include the First Page Header on your title page then space down about half of the page and center the following information double-spaced: Book title, by, name or pen-name.
CHAPTERS
The first page of each chapter begins halfway down the page. Subsequent pages begin at the top of the page a few lines below the header.

I recently learned that many publishing houses do not want the first line of the chapter or scene indented. If this is the case, you would not indent the first line of each chapter or scene, but you would indent all other lines. Some houses prefer to have all lines indented. Check the guidelines for their preference. 
Helpful information can be found here: http://bloodredpencil.blogspot.com/2010/08/how-to-indent-first-line-of-paragraph.html
SCENE BREAKS

When you change a character’s point of view, the location of a scene, or time period, you need a scene break. To indicate a break, double space, enter * * * or # # # in the center of the line, then double space and start the next scene.

POINT OF VIEW (POV)
The point of view in any story is simply the viewpoint of the narrator – the person telling the story. 

If you write a story and it is “I—me—we—us” you are using first person point of view. That novel is being told by one character throughout the book. Writing this way can be a challenge since you can only reveal what that person sees or hears or thinks. You can’t tell things that are happening behind the scenes that your main character does not know about. Unless your character is psychic, it is definitely a challenge.

Most of my writing and most of what we read is written in third-person using he—she—it—they—etc. In this form, the writer is the narrator telling a story about someone else. Most romances are written with two characters—one male and one female. Some will venture into multiple characters. It’s the writer’s call.
When you jump from one character’s head into another character’s head, you are changing your point of view and should indicate that shift with a scene break. There are a few writers who head-hop from one to another without warning. Successful writers may get away with this, but we newbies won’t. A good critique group will help you identify when you are head-hopping. Be careful to stay inside one person’s head per scene. 
If you write in third-person omniscient, you don’t have to worry about head-hopping because all the characters know everything. Many of your classic novels were written this way; however, most of the market today seems to prefer first-person or third-person.
Wikipedia has a good description of all the different point of views at http://en.wikipedia.org/wiki/Point_of_view_(literature)
SAMPLE

The following example is from my novel Hope Springs and should help in formatting your manuscript.
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HOPE SPRINGS
by

Faith Záo
(If you are using a pseudonym, this is where you would use it.)
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Chapter One
Hallie Jones listened in shocked silence while the attorney read the will. Her maternal grandmother left her everything. The money market and stocks alone were worth over a million, and Gram had given it all to Hallie—all except a hundred dollars anyway. That amount she’d willed to the other female in the room.
Her dad covered her hand with his. She turned to meet his gaze, seeking reassurance. Instead, her focus landed on the woman who gave her birth. Seated in an overstuffed chair in the far corner of the room, the stranger appeared more like a chastised child than the self-absorbed woman who’d waltzed out of their lives when Hallie was six.

“Do you have any questions?”

She heard Mr. Harris’ question, but her mind couldn’t form an answer. The other woman glanced up. Her eyes, identical to Hallie’s in their sapphire hue, pierced her heart sending shivers up her spine. So cold. So distant.
Her father squeezed her hand again. “Honey, Mr. Harris wants to know if you have any questions.”
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She tore her eyes from the bitter stare and shook her head. 

“Okay then.” Mr. Harris looked toward the statuette seated in the corner. “How about you, Mrs. Williams? Do you have any questions?”

Hallie heard no response but imagined her mother shaking her head. Mother! That was an oxymoron if ever she’d heard one. That female was anything but a mother.
 “Fine. I’ll need both of you to sign a few papers.” 
She turned her head back toward the attorney.

He pointed to a line on the top sheet. “Miss Jones, I need you to sign here on the first page and on the marked space on the second sheet. That will allow me to handle the transfer of the deed.” 

“Deed? What deed? Gram lived with us.”

“It’s to the property in Wyoming.”

Wyoming! Wide open ranges. Cowboys. Endless skies. Gram grew up in Ten Sleep, but she’d never mentioned to Hallie that she owned a ranch. 
“Since your grandmother’s sister never married and didn’t have children, the ranch went to her when Miss Watson died last year. Now, it’s yours.”

Hallie stared at the thick folder on the desk in front of the attorney. “How much land did she have?”

Mr. Harris flipped through several pages. “The Watson River Ranch has two hundred and fifty-three acres with three buildings—house, stables, and arena. You also own fifty horses.” 

Horses! Hallie’s heart thundered in her chest. Could she dare hope to outrun her demons in the vastness of the Wyoming plains? To awaken her dry, lifeless soul?
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The warmth of his touch traveled up her arm. She felt the heat rising to her cheeks again.  She eased her hand from his covering and tossed her billfold back in her purse. “Thanks.”  

He crammed his hands in his pockets and leaned against the counter. “Come again.”

Hallie flashed a smile to match his. “Oh, I will.” If only to get lost in those eyes. 

This small town didn’t have a Wal-Mart like the rest of the world. Fortunately, she’d have to visit Groceries & More on a regular basis, even if just for the coffee. 

* * *
Prada! Did she live that lifestyle? A rich chick. No doubt a health nut. She carried her thin frame with head held high, full of self-assurance. Or was it conceit? Walt hoped not. 
He turned and filled the carafe with water then started a fresh pot of coffee. He glanced toward the produce section just as Prada-girl disappeared down the bread aisle, her shoulder’s slumped and head low. Had he misjudged her? Deep-rooted grief seemed to be buried behind her sapphire eyes. Those eyes drew him into waters he didn’t need to tread, but a hidden mystery tugged at his heart. He shook his head, freeing the thoughts from his mind. He’d packed up his white-knight armor and sworn off women. 
Ten years had passed since April’s death. He hadn’t been able to save her, and the scars hidden under his shirt sleeves reminded him of that failure every day. The last thing he needed was another troubled woman to rescue. These days he lived like Paul—a single man focused on the Lord. He protected his heart. He would not risk it again. 
But then this woman waltzed up to his coffee shop. What was it about her that made him take a second look? And a third? And now, a fourth? 
“Hey, Walt. Are you going to help me or not?”

WRITING AND THE WEB
Professional writers will tell you that in today’s environment, you need a web presence. Websites are great avenues for introducing yourself to the world. Invest your money and time in creating a website. 
There are many excellent hosting sites available. My website is located on www.bluehost.com and for less than $100 a year, I have access to all the email accounts and domain names that I need. I’ve chosen to have several domain names: www.kingdomwriter.com; www.debshirley.com; and www.faithzao.com.  
Your e-mail address should be easy for editors to remember and identify with you. If you use some off-the-wall weird name, they may see if as amateurish. Mine are dshirley@kingdomwriter.com, debshirley@kingdomwriter.com, and faithzao@kingdomwriter.com. 
It is also highly recommended that you have an active blog. There are many free blogging sites available to writers. Wordpress works for me. However, a list of the top ten can be found at http://blog-services-review.toptenreviews.com/. 
My blog is www.wordpress.com/debthekingdomwriter.

Good info on blogging
http://www.writersonlineworkshops.com/workshops/course-descriptions/blogging-101-how-to-set-up-and-effectively-manage-a-compelling-blog/?utm_source=WDUPromo&utm_medium=email&utm_campaign=wdupb091310
http://freelancefolder.com/20-must-read-blogs-for-freelance-writers/
http://profreelancing.com/freelancing/top-60-blogs-for-freelance-writers.html
Following are just a few of many other excellent writing resources on the Web.

www.dictionary.com

www.acfw.com
www.stuartmarket.com

www.writersdigest.com (They have a list of 100 best sites for writers)
www.writersmarket.com

http://www.writingfix.com/
http://educhoices.org/articles/50_of_the_Best_Websites_for_Writers.html
http://www.thewritersmanifesto.com/blog/2007/12/07/freelance-writing/
http://www.bestcollegesonline.com/blog/2009/02/05/top-100-creative-writing-blogs/
http://www.christianromancemagazine.com/formatting-a-manuscript.html
