	Comment by deborah sevilla: Before you start – DO NOT CHANGE ANY OF THE MARGINS OR PAGE SETUP SETTINGS!  

THIS IS FORMATED FOR A 6X9 PRINTED BOOK.
Book	Comment by deborah sevilla: Always the very first page - This page must have the exact book title.  It commonly also has author name(s) but is not required.  An image on this page is always a nice touch.  
Title
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Copyright ©  YEAR Author Name	Comment by deborah sevilla: Copyright always appears on page 2.  This is required, Year, author name, and ISBN. 

Credit to cover illustrations are optional

You’ll get an ISBN number later on. 
Cover credit if needed
All rights reserved.
ISBN:




DEDICATION	Comment by deborah sevilla: Dedication is optional.  

Just a line or two, it should be short and to the point.  

Important to remember EVERYONE that picks up the book reads this and can be influenced by it but only the person or group you name will remember it.

The Acknowledgements section in the back is where you thank everyone and everything.
 





KEEP BLANK	Comment by deborah sevilla: This page would be blank if you did a dedication so that the next section would appear on the right side

BOOK TITLE

TABLE OF CONTENTS	Comment by deborah sevilla: Table of Contents is only needed if you feel your reader will want to jump around.

It is not needed if your reader will read cover to cover in order, not returning to reread information.

This is also automatically generated by us – so no need to type anything in.  

If you are not using us, do a quick search on using table of contents generators in word.

https://support.office.com/en-us/article/insert-a-table-of-contents-882e8564-0edb-435e-84b5-1d8552ccf0c0  








KEEP BLANK	Comment by deborah sevilla: This would be kept blank if you have a table of contents.  So that the next section is forced to the righthand side.


INTRO	Comment by deborah sevilla: Optional.  If there is something you want to tell the reader upfront.   
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INTRO CONTINUED 
OR KEEP BLANK


CONTENT STARTS HERE	Comment by deborah sevilla: Here is where your content begins! 

Content should always start on an odd page, so it falls on the righthand side, add a blank page before this if needed.




ABOUT THE AUTHOR	Comment by deborah sevilla: Again, this should be an odd page number.  If after your content is complete, add a blank page before this if needed.

About the Author.  A little bio about the author(s)
This is optional.  

A photo is always a nice touch.



ACKNOWLEDGMENTS	Comment by deborah sevilla: Optional

This is where you thank everyone that helped you with your book. 

A few tips – 

Make a full list first of everyone you want to acknowledge and look it over. This is a sure way to not forget anyone.

Then start writing and be specific. Tell us why you’re thanking them. Who are they? How did they help? 

Remember this is section not about you or the book – it’s about them and how awesome they are.

This is how you can publicly thank them for their help and contributions.
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