
Dear Ms. Agent,

This is why I think you—specifically you—would like my novel. I have done my research and know what you’re looking for. MY NOVEL is a particular genre of 70,000 words. I might include comparison titles to give you a feel of the book and show I know my target audience.

My protagonist is interesting and likable. He or she wants something, and I’ll tell you about it in this paragraph.

But something is in my protagonist’s way. There’s conflict. There’s even internal conflict. Protagonist faces a dilemma. Neither solution is easy or perfect. If the protagonist fails or chooses option A, the consequence is not great. If the protagonist succeeds, it’s good, but it still comes with its own complications.

If I have publishing credits or experience in the subjects in the novel, I’ll include that in this short biography. I’ll also let you know if I’m working on something else, so you know I’m not a one-hit-wonder. But I won’t pitch that novel here.

Thank you for your consideration.

Sincerely,

Author Name

[Requested pages enclosed]

Author’s Legal Name
Word Count to Nearest 1,000

Address

Email

Phone Number

MY NOVEL’S TITLE

by Pseudonym or Name as You’d Have it on the Cover

CHAPTER ONE

Chapter Subtitle (optional)

Your first paragraph of each section should not be indented. You could manually move the indent slider over for each initial paragraph of a chapter or section, or you can create its own paragraph style with a zero-inch indent. I call my paragraph style “Body No Indent.”

Every following paragraph should have an indent of half an inch. Use the indent slider on your ruler or chose indent options in your paragraph styles. Then designate this as your “Body” paragraph style.

“Dialogue,” she said, “is also indented one half inch. It is still in the ‘Body’ paragraph style.”

Designate a section or scene change with one # symbol centered in the middle of the page. Choose the “Chapter Subtitle” style so that your next paragraph won’t be indented.

#

Your next paragraph should automatically switch to “Body No Indent” as the following paragraph style. And the paragraph after this will be “Body” with an indent.

Insert a page break after each chapter. 

[After the page break, hit enter 4-6 times before switching to the “Chapter Title” style]

chapter title is automatically all caps

[If you don’t have a subtitle, leave this blank]

Start typing your first paragraph immediately. Then, if you used a subtitle, go back and insert an extra line break above.

Your next paragraphs will be indented. For long quotes of more than 99 words, or letters from characters, choose either of those styles from the left. Just remember to add an extra space between the body text and the quoted text.

"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."

A letter will have the same style, only it will be italicized.

Pasted Chapter Title

You may copy and paste your manuscript into this template. Just remember to insert page breaks and change the paragraph styles for EACH paragraph, title, or heading.

Make sure all of your punctuation is consistent (for example, don’t use an em-dash half of the time and two hyphens the other half of the time). There should only be one space after each period, not two.

Save these instructions for future use. You can duplicate or copy this template for your own manuscript, or you can “import styles” from this document into any existing document.

Happy writing!

Lara Willard,

writelarawrite.wordpress.com

(See the original post with instructions: http://bitly.com/MSformat)

