Checklist for Print Version
· Four hours for layout
Cover

· 1,600 x 1000 pixels. 

· View cover as postage stamp. Title readable?

At Amazon

· Set to white paper

· Color: Set to black/white interior

· Size: 6.14”x9.21”

· Bleed: Before the edge

Margins

· Adjust footer to fit a 6” page

· Page size to width 6.14” x  height 9.21”

· Set pages to Mirror Margins

· Top and bottom margin to 1” 

· Outside margin to 0.75” 
· Inside margin to 1.3”
· Page Setup | Layout | Headers and Footers | Different Odd and Even

· Adjust footers to with page number on the outside. Even on the left and odd on the right.
Fonts

· Headings (H1, H2, H3): Trebuchet. H1: 18pt, H2 at 16 pt, H3 at 12 pt

· Body and bullets: Palatino 9 pt
· Vertical space for body: 0pt before and 8pt after

· Vertical space for bullets: 6pt before and after

· Headings and body ruler is flush left

· Justification is left (ragged)

· Turn off Tools | Language | Hyphenation
· Bullet ruler indented 1/8th”
· Footer ruler is flush to margin

· Footer is Trebuchet 8pt
· Vertical space for H1 = 84pt after, H2 = 18 before and 6 after, H3 = 18 before and 6 after

· Index in Trebuchet 9pt, subentry 8pt

· Index is flush left margin. 
· Index subentry is indented 1/8th”

· All fonts in black

· No underline for hyperlinks

Contractions

· Use checklist for contractions

· Use checklist for grammar
Information Check

· Check the title

· Footer matches the title

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

· Check copyright date

· Check release date

· Check version number

Images

· Search for image with ^g

· Adjust images to size

· Convert images to grayscale

· Add space before/ after image

· Graphics are numbered
· Add captions to images

· For digital version, compress the images. Format | Picture | Picture | Compress

Tables

· Align edge of tables with margin

· Table headers in Calibri 12pt

· Table body in Calibri 9pt

· Table cell border lines are on

· Space before/after every table

· Check tables for cell spacing

Bullets and Lists
· Numbered lists are numbered correctly

· Lists are alphabetized
· Glossary as bullet list

· Glossary is alphabetized
· Index layout, indenting

Final Review of Layout
· Check page breaks (^m)

· 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

· Images at the top of the page

· Tables don’t break across pages
· Check for widows and orphans
· Move sections or paragraphs to next page

· Chapters start on left page

· Update pagination (select all, F9) 
· Review one more time

Spine Width

· Use the final page count for the spine width

· White paper at Amazon. multiply pages by 0.002252. 179 pages X 0.002252 = 0.403108” Round off to three decimals: 0.403”
Layout for PDF

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

· Set ruler 1” left margin and right margin at 6.5”
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