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Manuscri pt Preparation

by Vonda N. McIntyre

Thi s handout descri bes an acceptable format for a

manuscri pt submtted in hard copy to a science fiction or

fantasy market. For electronic subm ssions (and for other
genres, particularly nonfiction) the format may be quite
different.

This is a classic format, generally recogni zed as safe
and professional. However, publishing is changing at a rapid
rate, so the first advice | offer is to | ook up the
subm ssi on guidelines for the publication you re considering
and foll ow them sl avi shly.

The appearance of your manuscript is your introduction
to an editor. Editors are used to reading nanuscripts with

a certain |look that they recogni ze as professional. You can
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present yourself professionally, or you can |look |ike a rank
amat eur who cares nothing for the editor's eyesight.

Al'l the rules and suggestions | offer have reasons
(which are nentioned). They apply to hard copy, not
necessarily to electronic files.

When your story is ready to send out, the rule is
"print on one side of the page, doubl e-space, at |east one-
inch margi ns." Choose doubl e-space for your paragraph
formatting and don't put extra spaces between paragraphs. Do
not use 1.5 spacing to save paper; it's very difficult to
read. Do not put extra spaces between paragraphs. |ndent
each paragraph's first line by at |east a half-inch.

Bad exanpl es appear bel ow

Wong: This paragraph is 1.5 spaced and is separated
fromthe previous paragraph by too many |line spaces. This
paragraph is 1.5 spaced. This paragraph is 1.5 spaced. This
paragraph is 1.5 spaced. This paragraph is 1.5 spaced.

Wong: This paragraph is single-spaced and has no paragraph
i ndentation. This paragraph is single-spaced. This

par agraph is single-spaced. This paragraph is single-
spaced. This paragraph is single-spaced. This paragraph is
si ngl e-spaced. This paragraph is single-spaced.

Use decent-quality opaque white paper. Use standard

typesetters' marks, such as underlining to indicate italics.

Use 12-point Courier or a simlar nonospaced serif font. (If

you use a typewiter, pica type is preferable to elite.)
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Do not justify the right margin or try to even out the
right margin by hyphenating words.

The subject of proportional fonts is controversial. |
recomend agai nst them Yes, they are prettier. But they were designed for
publication, not for manuscripts. One problem is that you can fit many more proportional
characters onto a six-inch line of manuscript — so many more that the eye cannot take the
linein at aglance, and the manuscript will be difficult to read, like this.

The editor and the production departnment nay not
appreciate it. Anong other things, it can interfere with the
production departnent's ability to cal cul ate the space a
story will fill in a nmagazine -- an inportant factor that
the editor may consider.

In short, you cannot go wong with a plain, even ol d-
fashi oned, manuscri pt.

Begin with the cover page. Though it is technically
optional, it offers some protection agai nst random coffee
stains, and it may be kept and filed if the editor buys your
story. A manuscript with a cover page is not, however,
exenpt from manuscript style on the first page of the text
proper. Most cover pages follow one of two forns: they are
identical to the first page of the story, |eaving off the
text, or the author's nanme and address and t he approxi nate
word count are transposed to the |lower half of the page.

On Page 1 of the story, the author's nanme and address

(tel ephone nunber or enmil address optional) shoul d appear
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on the upper left-hand corner. This is the only place in
your manuscript that should be single-spaced. In the upper
ri ght-hand corner show the word count, to the nearest
hundred words. Most publications pay by the word. Several
different nethods exist for conputing the nunber of words;
your word processor's nmethod will generally suffice. Sonme
publ i shers have their own nethods, but in ny experience they
often end up wth a higher word count than the author does.

Many witers' handbooks advise putting "First North
Anmerican Serial R ghts Ofered" in the upper right-hand
corner of Page 1. | disagree. Different markets buy
different rights, and it is up to you and your good judgnment
whet her to accept an offer or not. (Selling "all rights
forever in the entire universe" is not generally considered
good judgnent.) It is possible for newwiters to negotiate
agreenents w thout an agent. Furthernore, it's difficult to
get an agent to submt short stories in the sf/f market. Do
your homework on contracts -- see infornmation at
http://ww. sfwa. org/ -- and be professional and civil about
your questions. Mst publishers are reasonable. If they
aren't -- are you sure you want to work with thenf

After your nane and address, space down hal f the page.
(The editor needs bl ank space for instructions to the
typesetter.) Center the title and use standard

capitalization rules. Do not use ALL CAPS, or underli ning,
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or bold-face, or a |l arger type face, or "scare

quotes.” (You may use quotation marks if the title is a
quotation.) If you do any of these things you will give a
copyeditor an opportunity to put a blue pencil to your
manuscri pt -- sonething to be avoi ded.

Type your byline one doubl e-space beneath the story
title. (The nane in the upper left-hand corner will get the
nmoney; the name beneath the title -- your byline -- wll get
the recognition. The byline is the nane, or pseudonym the
story will be published under.)

Doubl e-space the text. That is to say, separate |lines
of text with a blank line, as in this handout.

Subsequent pages should all be identified and nunbered,
in case the pages are separated in an editorial office.

Your |ast nane, the title (if it is short), or a word or
phrase fromthe title are acceptable identifiers. The page
nunber is essential. Put the information in the top right
corner of each manuscript page after Page 1. Sone formats
recommend the top left corner; this is also acceptable.

A note about copyright: copyright is autonmatic.

Regi stering the copyright with the U S. Copyright Ofice

gi ves the author an added neasure of protection and is
usual |y done for the author by the publisher. (Check your
contract. If the contract calls for the publisher to end up

owni ng your copyright, ny advice is to think again about the
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publisher.) However, it is not necessary to add a copyri ght
notice to the manuscript, and certainly not to every page;
nor is it necessary to warn the editor not to steal your
story. Legitimate editors are not in the business of
stealing stories fromnew witers. They're in the business
of publishing good stories, and what better way than to find
a newwiter who will wite nore stories?

A note about legitimte publishing: A good rule to
remenber is Yog's Law. "Money al ways flows toward the

witer." You can find a nore detail ed expl anation at
Hitp://ww. sff.net/people/yog/. To protect yourself against
scam publ i shers, use the resources of the SFWA website,
http://ww. sfwa. org/

#

For scene breaks, indicate a one-line space with the
pound sign on a line by itself, as above (or centered).

Proofread your finished manuscript carefully. It is
your job to be sure the spelling and grammar are correct.
An occasional typo does not nean the whol e page nust be
reprinted, though there's a good deal to be said for having
the sane text in the hard copy as in the conputer file.

Neat corrections (in black; blue does not photocopy
well) are, traditionally, acceptable. Once you get to three

corrections on a single page, however, you shoul d consi der

reprinting. You should not be able to read the crossed-out
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word; that's distracting. Witers who do not have access to
a conmputer wll find that a corrected manuscript with quite
a lot of cut-and-paste work will | ook fine when photocopi ed,
and a photocopy is an acceptabl e subm ssi on.

Al ways keep a copy, and/or backups! Typewiter users:
Keep your original; submt a photocopy.

Don't bind or staple your finished manuscript. Use a
paperclip for a short manuscript, a box for a | ong one.
Protect the short-story manuscript with a sheet of cardboard
or slipit inside a manila folder. Send it flat (even a
short fol ded manuscript nust be beaten with a stick before
it wll lie flat enough to read) in a manila envel ope. You
may encl ose anot her manila envel ope, addressed and st anped,
for your manuscript's return, or you may include an
addr essed, stanped busi ness-sized envel ope with a di sposabl e
manuscript. It's your responsibility to nake it possible for
the editor to reach you; that includes paying the postage.

It's extrenely bad manners to send a story to an
editor's emai|l address unless you're asked to do so.

| f your editor asks you to submt your story via
el ectroni c nmeans, do your best to send it in the format and

docunent type the editor requests. Electronic format may

have no relation at all to the recommendations | offer here.

Be cautious of public on-line publication of your work.

Sone paying print markets consider that electronic
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publication uses up first publication rights.

#

A cover letter is optional, unless the editor requests
one. It may be kept and filed. The letter should be short
and to the point. It nmust not beg or threaten the editor
and it should not explain the story. You may tactfully
menti on any encouragenent the editor has given you in the
past. |If your background pertains to the subject of the
story, nention it; however, if you have done your research
properly you should not apol ogi ze for not having a degree in
a field related to your story.

| f your story conmes back, don't despair. Don't analyze
the reject slip. It neans exactly what it says: the story
was not suitable for the nmagazine at that tinme. The next
editor may find it suitable. It is neither necessary nor
intelligent to tell the next editor that the story has been
rejected by a previous editor, or to wite an outraged
letter to the editor who rejected your story.

Be certain the manuscript is clean and has all its
pages, or print out a new copy. Send it out again.

Persistence is a key to success. Good | uck!

IKLLL>>>>>



