Checklist for Kindle Version
Preparation

· Make the print layout first

· Two hours for layout

· Remove cover from the file. Upload separate.
Contractions

· Use list of words for contractions
Margins

· Page size to Letter Size. File | Page Setup | Paper.
· Margins to 1” 

· Turn off File | Page Setup | Paper | Different Pages

Footer

· Delete the footer
Table of Contents

· Remove page numbers in TOC
· Align left

· TOC as a text summary

Text

· Remove lines in chapter headings 

· Turn off hyphenation. Tools | Language | Hyphenation
· Headings in Royal Blue

· Insert ads for other books and SVBS

Tables

· Convert tables to bullet lists or set the table’s size to full-size, make a screenshot, and embed the image into the file.

Images

· Search for image with ^g

· Adjust images to full page width

· Add space before/ after image

· Graphics are numbered
· Add captions to images. Put the company or product’s name in bold.
· Select an image. Use Format | Pictures | Picture | Compress | All Pictures | Print 200 dpi | 
Glossary

· Convert to bullet list

· Glossary is alphabetized
· Highlight the concepts with bold

Index

· Add index as a bullet list of concepts. Highlight key concepts with bold

· Remove indexing. Replace ^d xe ^? to blank space  (search also for ^dxe ^?)
· Search for space before period, comma, close parentheses, colon, semi-colon.
Fonts

· H1 is numbered.
· Headings (H1, H2, H3): Trebuchet. 

· Font Size: H1 18pt, H2 at 11 pt, H3 at 10pt

· Body and bullets: Palatino 9 pt
· Vertical spacing: H1: 0/42pt, H2 at 18/6 pt, H3 at 18/3pt, Single. Body: 0/8pt Single. Bullets: 4/4pt Single

· Headings and body is flush left

· Bullet ruler indented 1/8th”
· All fonts in black

· No underline for hyperlinks

Information Check

· Check the title

· Check ISBN, ASIN, BISAC
· Update ISBN info at Bowker

· Check copyright date

· Check release date

· Check version number

Bullets and Lists
· Numbered lists are numbered correctly

· Lists are alphabetized
Final Review

· Select all, refresh. Review TOC, Index

· Use page breaks (^m) only for chapters
· Headings use only one line

· Delete XX, YY, ZZ
· Delete double spaces

· Delete double paragraph marks

· Delete spaces at beginning of paragraphs

· Delete spaces at end of paragraphs

· Review the layout one more time

· Save the file

Review the File

· In Amazon at bottom of book setup page (7. Preview Your Book, | Downloadable Previewer), select Download Book Previewable File to get a mobi file. Send that to my iPad to see the book.

Layout for PDF

· Set margins to 1” left, top, right and 1.3” bottom

· Set the ruler to the left margin at 1 inch and right margin at 6.5 inches
· Set line breaks at the bottom of pages
· Add footer (title and page numbering).
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