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Book Formatting

▪ What is Book Formatting? – ebook vs print

▪ Studying how it is done by Trad. publishers

▪ Functions of Word Processing (centered on Microsoft Word)
▪ Fonts

▪ Word spacings

▪ Sections

▪ Headers and Footers

▪ Margins

▪ Paginations

▪ Odd and even pages

▪ How to add pictures (if you have any)



WHAT IS BOOK FORMATTING?

Ebook vs Print



Ebook needs much less formatting than a print book

ebook
▪ Takes a straight file, Word or PDF

▪ Margins, headers & footers, page 
numbers, alignments are irrelevant

▪ Font needs to be set

▪ Ereaders are flexible, allowing for 
magnification of words for easier 
reading

▪ Two types of files:
▪ .mobi – Amazon

▪ .epub – everything else (Kobo, Apple, etc.)

Print
▪ Takes Word and PDF files

▪ File must be set up as how the pages will 
actually be printed

▪ Page size

▪ Font and font size

▪ Alignments

▪ Headers and footers

▪ Pagination

▪ Margins (including gutters on the spine size)

▪ Different even and odd pages

▪ How the start of each chapter looks

▪ Standard book sizes



PRINT BOOK FORMATTING

Research how traditional publishers do it



Study book structure

▪ Take a series of books
▪ Different sizes

▪ Different types (headers, paginations, etc.)

▪ Find text you can easily read (publishers 
sometimes format too tight to reduce pages)

▪ If you are not reading it comfortably, neither 
will your readers

▪ Measurements
▪ Need a good metric ruler (in & mm)

▪ How many lines per page

▪ How tall is a capital letter (mm)

▪ How tall is a small letter (mm)

▪ Measure space between letters and words 
(mm)

▪ Measure page size (in)

▪ Measure outside margin and line length for 
both even and odd pages (can calculate 
inside margin size



6 x 9

10 x 6.88

5 x 7.5
5.75 x 9

5.25 x 8 8.5 x 11

Infinite # of sizes, best
to stick to standard ones

Generally measured in inches



Measure 
spacings 

between lines, 
letters.

Measure line 
length and outer 

margin.
Calculate inner 

margin.
Measure in mm



Study book structure

▪ Take a series of books
▪ Different sizes

▪ Different types (headers, paginations, etc.)

▪ Find text you can easily read (publishers 
sometimes format too tight to reduce pages)

▪ If you are not reading it comfortably, neither 
will your readers

▪ Measurements
▪ Need a good metric ruler

▪ How many lines per page

▪ How tall is a capital letter

▪ How tall is a small letter

▪ Measure space between letters and words

▪ Measure page size

▪ Measure outside margin and line length for 
both even and odd pages (can calculate 
inside margin size

▪ What to do with the measurements
▪ Pick an approximate book size you like (hard 

cover and paperback can have different 
sizes)

▪ Determine what measurements you have 
taken that fit what you want

▪ Outside margins tend to be much bigger than 
it needs to be (wastes space)

▪ Experiment with your word processor and 
print test pages to determine font size, letter 
and word spacing to match what you want.

▪ Picking a book size
▪ Pick from a selection offered by the printer

▪ Can create your own size (not recommended)

▪ Generally can be done last



MANUSCRIPT FORMATTING

How to work it in Word



You Have a Manuscript

Assume in a Word document, 8.5 x 11

First step: standardize it
1. Highlight entire document
2. Change the font (std: Times New Roman size 12)
3. From your calculations, adjust paragraph indents and line spacings
4. Option: Forced alignment on the right
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Page break resets 
pagination, 

section break 
doesn’t



Click on this 
helps set 

section breaks
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• Page numbers can be in header or footer, centered or aligned with outside margin
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5. Start chapters on new page (section breaks, not page breaks)
6. Design your chapter start pages (be consistent)
7. Set the page size and margins
8. Headers and footers (page numbers, book title, author, other info)

• Check back with your book collection for design thoughts
• Book title or chapter title on odd pages, author on even ones, italics, etc.
• Page numbers can be in header or footer, centered or aligned with outside margin

9. Front stuff
• Reviews of previous books
• Title page
• Publishing and copyright data (show Tachi files)



EVERYTHING CAN BE DONE IN 
MICROSOFT WORD…*

*if you know where to find it…

Thank you


