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BOOK DESIGN AND LAYOUT 
(To WORD or not to WORD) 

 
 
Cover—Use a professional book cover designer. Period. 
 

Editing—Use a professional. A developmental editor will work with content to 

ensure smooth flow, good organization and basic good writing. A copyeditor 
generally corrects for grammar, spelling, and sentence structure, and should 
catch anything that doesn’t quite make sense or is inconsistent. Every book 
should at least be copyedited. Good editing is what separates the pros from the 
amateurs. Above all, do NOT depend on Spellcheck to ensure correct spelling or 
grammar. It is also best to have a different editor proof the final document. 

 
Front Matter—Title pages, copyright page, foreword (be sure to spell that 

correctly), acknowledgements, etc. Model after traditionally-published books in 
the same genre as yours. 

 

Index—MS Word cannot produce a true index. A true index is needed for textbooks 
and many other types of nonfiction books. It is not just a list of special words and 
phrases and the page numbers they are found on (that’s actually called a 
concordance, which Word can do), but is a complicated listing of subjects that 
helps the reader find precisely what he is looking for. You’d better hire an indexer 
if you need a true index. 

 
Typography—Times New Roman is meant for reading on computers and for 

newspaper columns. Arial and Calibri are harsh. Try a different basic (true type) 

font such as Georgia (this font), Palatino Linotype, Garamond, Verdana, Baskerville. 
Font type should match the mood or style of your story. Font size should 
generally be 12 point for adult or YA books, and larger and of simple style for 
children’s books. Consider how wide the letters are if you have a very long or very 
short book. 

 

Line spacing—Not single, 1.5 or double, but use a point measurement at least or 

exactly 15-16 points (slightly greater than single spacing). Line spacing is the 
distance between lines of text. Set it through Paragraph, Line Spacing. Young 
children’s books will have greater line spacing. 

 

Hyphens vs dashes—In books, a dash should be an em-dash, which is longer than 
a hyphen and is made by typing two hyphens in a row immediately after the first 
word and then typing the second word. Word will auto-correct to produce the 
em-dash, which is so named because it is about the width of the letter m. You can 
see it here following the word dashes above. There should be no spaces before or 

after the em-dash. This is important. 
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Text spacing within a line—In the final edited manuscript, if a justified line 
appears to stretch too much, try inserting a hyphen to break the first word of the 
following line. If a line looks too crowded with words, try using slightly different 
wording to even out the word placement or use a forced line break (Page Layout, 
Breaks, Text Wrapping). This is another reason to use a professional desktop 
publishing program, which uses kerning to arrange all letters evenly throughout 
a line. Uneven text spacing is another mark of the amateur, and can be 
distracting to the reader. Also, use only ONE space after a period at the end of a 
sentence. 

 

Titles and chapter headings—Use a different font from the text and a bigger font 
size. Model the first page of a chapter after a traditionally published book of your 
genre. The title should be lower on the page, hopefully with an embellishment 
above or below.  

 

Tabbing of paragraphs—The first line of each paragraph should be tabbed over 
only a few spaces, as in three. One mark of an amateur is using large tab spacing 
(5+). Set this using Paragraph, Indents, Indentation Left, and set to .3. The first 
sentence of each chapter generally should NOT be tabbed over and the first letter 
of the first word is often larger and lower (a drop cap, available in publishing 
programs). 

 

Margins—Use mirror margins. The inside of each page (the part glued to the 
binding) should have a wider margin than the outside. Under Page Layout, 
Margins, choose Custom, then under Pages choose mirror margins. Then change 
the gutter margin to .25 inch. Top and bottom margins should be at one inch. 
Side margins should be at least .5 inches. Footers (page numbers) and alternating 
headers should be at a half inch minimum. 

 

Headings/Footers—Use a different font for the page numbers and headers, or at 
least italicize them. 

 

PDFing for the printer—Word documents do not always transfer to pdf perfectly, 
especially when graphics or photos are involved… another reason to use a 
professional graphics designer and/or a professional publishing program. If you 
insist on using Word, check each pdf page to ensure it has come out correctly. 
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