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Why Your 
Formatting 
Matters

When you submit a manuscript or manuscript sample to a 
publisher, how you format it can (scarily) make or break the 
success of your submission.

Why? Because as publishers, we are time strapped! We receive 
large quantities of manuscripts from hopeful authors each and 
every week. 

Therefore, the more easily we are able to scan through and 
assess the quality of your work, the more likely you are to be 
o"ered a contract with us.
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The Number 
One Secret 
to Formatting 
your Manuscript 
for Submission 
Success

Believe it or not, simple is best. In fact, at The Rural Publishing 
Company, we LOVE a plainly formatted Word Document, 
over anything Hash.
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3o, the secret is simplicity, simplicity and simplicity.

Contrary to popular belief, you do not need to format 
your novel with indents at the start of paragraphs or put 
page numbers or headers or footers in your document.

Why’ Because it is far easier for us to assess your 
manuscript, edit your manuscript and then typeset your 
manuscript if you donkt.

We ‘now how tempting it can be, particularly for creative 
types, to want to ma‘e a document as jprettyk as possible. 
Thin‘ fancy scripty font headings etc. But please donkt. 
Itks not needed, and often ma‘es our –ob harder.

A note on typesetting, layout and design…

Typesetting is the process of formatting your manuscript 
into an actual boo‘ ' so that every page loo‘s good. This 
includes adding in things li‘e indents and page numbers. 
This is something we are responsible for as your publisher, 
so you end up with a professional result.

To do this, we use some fantastic typesetting software 
that magically formats and adds all the fancy elements and 
e:ects needed. In fact, it)s what we have used to format this 
fabulous guide 4x
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When we upload a (nished, fully edited and proofread 
manuscript to this software, we literally need a plain Word 
Document with chapter headings mar‘ed, and thatks it. The 
software does the rest automatically, based on settings we 
choose.

It reads the chapter headings ' and puts the content into those 
individual chapters. It also very cleverly adds in jfront matterk 
such as copyright notices, our publishing details, the title page, 
a table of contents, any dedications etc. It also adds in jbac‘ 
matterk such as author bioks or ac‘nowledgements.

We can then apply a wide range of styling to it ' which 
includes fancy heading fonts, di:erent body te;t si<es and 
styles, paragraph indents or double spacing etc. We can also 
choose the right boo‘ trim si<e and page margins. Ynd ' it 
produces the boo‘ in both print format and eBoo‘ format.

3o please rest assured, you donkt need to go to the e:ort of 
complicated or fancy formatting for your manuscript ' but 
when you publish with us the (nished product WILL loo‘ 
fantastic in the end =and can be done any way you would li‘ex.
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Our 
Requirements 
for Manuscript 
Formatting

What we require is super-duper simple.

Font Style: Arial or Calibri

Font Colour: Black / Automatic.

Body Font Size: 12
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Chapter Headings: Formatted as ‘Heading 1’ (it does not 
matter what size or colour – the default styling in Word is 
perfectly adequate).

Sentence Spacing: Single space after each full stop.

Paragraph Spacing: Single ‘enter’ after each paragraph.

***

For example:

Title of Book (Heading 1)

Chapter 1 – [Chapter Title If Applicable] 
(Heading 1)

This is a very interesting and intriguing paragraph. With 
another really great sentence.

This is a second very interesting paragraph.

Chapter 2 – [Chapter Title If Applicable] 
(Heading 1)
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This is a very interesting and intriguing paragraph. With 
another really great sentence.

This is a second very interesting paragraph.

This is a Sub-Heading (Heading 2)

With more body text underneath.

***

What we DON’T need:

  Indents

  Table of contents

  Page numbers

  Headers

  Footers

  Fancy fonts

  Fancy colours



4

Basic Spelling & 
Grammar Advice

While your manuscript does not need to be perfect at all (as 
we will proofread and/or edit depending on what’s needed), a 
little bit of evort to get your writing as good as possible goes a 
.ery long wayk

We highly recommend you use the spell checMer in Gicrosoft 
Word and/or Doogle Iocsk

qn fact, we Puite often :nd that if we use the spell checMer in 
Word :rst, and then import it into Doogle Iocs, Doogle Iocs 
often picMs up a lot of errors and that can be really Puite handyk

Ylease maMe sureH

  Oour sentence construction maMes sensek
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  Oou include enough paragraph spacingk We’re not 
huge fans of xFCD paragraphs or TSD= chunMs 
of te6tk N new thought 7 a new paragraphk

  Rhere’s no e6tra spacing where there shouldn’t bek 
=kgk, 9ingle space after each full stop, not double, and 
that there’s no spaces before commas etck
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What Else We 
Need With Your 
Manuscript

When you’re simply submitting your manuscript for 
consideration, we don’t need a whole lot more.

It does however help us if you include the following details in 
your email:

  A brief bio for you (who you are, what you do etc.).

  A blurb or overview of your book

  If you have illustrations (for a children’s book 
for example) – please include a couple of sample 
illustrations.
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  Whether you have any previously published work.

If we accept you for publication, we will need:

  Authors bio

  Author proqle photo

  Full manuscript

  All illustrations, photography or imagery re1uired

  Any other front or back matter you’d like to include 
(dedications, acknowledgments etc.)
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Don’t Despair if 
You’re Not Sure!

Chances are – You & Your Work Are Good 
Enough

Authors, and particularly -rstmtief authors, ogtfn spfnd gar 
too euch tief and fnfrby strfssinb avout fwfry sinblf tiny 
dftail .ith thfir .ritinb and eanuscriptI

’g you don1t hawf fwfrythinb 0%%T spot on, don1t dfspairI Whis 
dofs not efan that your .ritinb is not waluavlf nor .orthy og 
vfinb puvlishfdI

Yf undfrstand that not fwfryonf has pfrgfct spfllinb or 
braeear avilitifsI Hour goreattinb eibht not vf pfrgfct 
fithfrI And .hilf .f fncourabf you to bo to a littlf vit og fOort 
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in bfttinb your eanuscript as bood as you can x .f can do thf 
rfstI

Rgtfn, .f coef across soef gantastic authors .ith aeakinb 
storifs and f‘pfrtisf to sharf, .ho eay not vf pfrgfct .ritfrsI 
And x .f still puvlish thfir .or�I

Yf can do this vfcausf .f hawf brfat fditorsI

And it1s aeakinb .hat a brfat fditor can do to polish up your 
.or� into soefthinb that1s truly incrfdivlfI

Po, ig you hawf soefthinb to sharf .ith thf .orld, gffl grff to 
suveit it to us gor considfrationI Yf do try to prowidf honfst 
gffdvac� to all authors, and .f1rf happy to adwisf on .hfthfr 
.f thin� your voo� has Elfbs1 at any stabf og thf procfssI

’g in douvt x biwf us a shout @

6eail thf tfae at hfllo7thfruralpuvlishinbcoepanyIcoeIauI 
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Next Steps

For further assistance or advice on formatting, writing 
or publishing, please feel free to email the team at 
hello@theruralpublishingcompany.com.au. We are always 
available to answer your questions.

Submissions

If you're ready to submit, please go here: 
https://theruralpublishingcompany.com.au/submissions/

Publishing Packages

To check out what we o-er, go here: 
https://theruralpublishingcompany.com.au/selfHpublishing/

Our Published Books
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If you'd like to view our previously 
published books as e2amples, please go here: 
https://theruralpublishingcompany.com.au/ourHbooks/


