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  Introduction


This book is intended to be your checklist of common issues found in first drafts. The goal is to remove the things that impede your reader’s focus on your message. Some may be errors (using the wrong word, misspellings, etc.), but most may not be technically wrong, just distracting for the reader or unnecessary fluff.   
Since I can’t write this for everyone and every situation, be prepared to amend the advice based on the tools you’re using, the experience you have, and your preference for words.  
	If it applies, use it.  

	If it’s not quite the same as your situation, tweak it.  

	If it doesn’t apply, ignore it and move on. 



My Assumptions
	You use American English in your writing.

	You’re writing a non-fiction book. This book can be useful for fiction, but it’s geared toward non-fiction. 

	You don’t want a tutorial in American English grammar and spelling, but you do want to improve your writing. I won’t go into a lot of detail (at least most of the time), but I will give a brief explanation where needed. 

	You’re writing on an electronic device rather than pen and paper so you can search for these various issues. If your first draft is on paper, when you type your second draft, you’ll catch many of the issues. You should still go through the checklist. 

	Your device is a desktop or laptop computer. Your writing tool likely has an app for smartphones or tablets. The shortcuts and directions I share likely don’t apply to the app. I’m having to figure out Microsoft Word all over again on my tablet. 

	Your writing tool has a search or Find function.  

	For almost any app or software on a PC, learn to use the shortcut keys Ctrl + F to open up the Find window.  

	For most apps or software on a Mac, use the ⌘ - F (Command - F) 

	Learn how to Find words that Match case, Whole words only, format options, special characters, and other advanced choices.

	The Find window usually has a Replace option.

	You will hand your manuscript to someone else to edit and format, but you want to make your editor’s job easier now. Under this assumption, I am guilty of offering more technical details than you need or may want about your tools. I’ve placed the technical directions in the appendices in case you’re interested.  

	Though I don’t assume that everyone is using Word on a PC or Google Docs, I had to start somewhere. I chose to focus on the tools I have easily available to me. I have provided directions and short cuts primarily for Word (Microsoft 365 specifically) on a PC and some instructions for Google Docs. You may need to search online for the ‘how-to’ instructions for your specific writing tool and device. 

	If you want me to do the learning and provide insights, short cuts, and how-tos on Scrivener, Atticus, or Affinity Publisher — vote for my next deep dive into learning a writing AND formatting tool at hyhbookcoach.com/writingtools-whatsnext.



Confession
This book was a mistake. It could have been just an accident or maybe fate, but I made the mistake that brought this book to life.  
I had this idea of offering a checklist to use on a first draft as a reader magnet (a freebie offered to people who sign up for my newsletter). As I was testing the setup for a client’s book, I thought I’d use the checklist idea to mock up a manuscript and cover. I went through reviewing and pricing, but instead of hitting the white button labeled “Save as Draft” I hit the yellow button “Publish Your Paperback Book.”  
As soon as I hit the wrong button, I realized what I had done. But it was no big deal I thought. The book will either be returned for errors, or I’ll take it down as soon as it’s published. No one will know what I did. EASY! I watched the clock and the KDP page. NO WORRIES!
I hit the Unpublish button and didn’t think about it again. Until… months later, a friend and fellow writer mentioned she saw I had published a book in June, but she couldn’t buy it. She had seen it on Goodreads. I shook my head and said I hadn’t published anything. Then realization struck—the book I had accidentally published and then unpublished. In less than four hours, Goodreads had scraped the book off Amazon (Goodreads is owned by Amazon, so that makes sense) and had added it to my Goodreads author page. Oops!
I laughed and said I knew what book I would be writing and publishing next. Here it is!  
Warning
My intention at the beginning of writing this book (for real) was to provide a clear, simple checklist of things to look for in your first draft. I intended to keep the explanations short and simple.   Go to hyhbookcoach.com/now-what-checklist to download your copy of the checklist.
Unfortunately, some topics took me down rabbit holes (which I enjoyed). I learned more about my writing tools and about grammar. I then justified the additional information as you might be interested in it someday, so I’ll turn this book into a reference.
In addition, I applied the checklist of issues from this book to this book. There were issues I got tired and cranky working on. Spending yet more hours editing after untold weeks and months of writing can sap your mental energy and focus.  
Though I direct you to search for words and check correct usage, if there are numerous results that come up (e.g., 505 tos, 337 yours, 454 ands), you may not want to search word by word. Relying on a grammar checking app or software to catch these errors may be the easier way to edit.  
You are in control of how much or how little of the “checking” and “searching” you do. Do as much as you can. Then do a bit more. When you are ready to strangle me or toss the book and checklist—call it good enough. It’s time to hand off the manuscript to your official editor.  
Disclaimer  
I am not an English Grammar specialist. I learned my grammar and punctuation in school well enough to get A’s. Then had to refresh my understanding when I got a job in my first career (environmental management—yes, my boss expected proper spelling, punctuation, and grammar). Luckily enough, when I started writing blogs and books, my editor (my sister, who writes under the name ) continued to teach me while reviewing my writing. I also use my AI content editing app, ProWritingAid, but I don’t rely on it for the final say. 
This is not an English grammar and punctuation manual. I’ll point out where style manuals differ so you can make your choice. When my style preferences violate most style manuals, I’ll point that out so you can use the approved style or be encouraged to establish your own when appropriate.  
My guiding light has always been to ensure that the reading experience for the vast majority of my readers is as smooth as possible. Of course, for those who are sticklers for “proper” grammar, I’m going to irritate them. But a reminder: what’s “proper” often depends on which style manual you learned. 
The content that follows is what I’ve cobbled together over the years and fact-checked against several resources. 
I also had a couple of fellow writers volunteer as beta readers (read a manuscript prior to final edit and publication to provide their opinion on what worked and what didn’t for them as readers). As one beta reader phrased it in her email with her comments, “agreed with you on 85%, begrudgingly accepted what you said on about 10%, and for that last 5%, I stood on an apple box on the street corner and shouted about it.” I responded with my deep thanks and a reply of “I’ll be the one on the orange crate on the other corner.” Though the only thing I’ll be shouting about in this book is “BE CONSISTENT!”
Resource Roundup
Not every chapter has a Resource Roundup. For the chapters that do, I’ve included both resources I used and resources I found interesting even if they didn’t impact the discussion. 
Appendix D contains the full list of resources, or go to hyhbookcoach.com/now-what-resources.
I also created the checklist that was the primary intention of this journey. Download it at hyhbookcoach.com/now-what-checklist.
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  Part I: Learn Your Writing Tools 


If you get this book before you’ve started your first draft, the following will help set you and your manuscript up for an easier edit. 
Before you start writing—learn your writing tool! If you’ve already started writing… wait for it… learn your writing tool!
Here are three things to learn AND use if you aren’t already.
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  Start the Chapter on a New Page


✔ Learn how to start a chapter with page breaks.
DO NOT hit Enter multiple times to get the chapter on the next page. Add a page break. Learn and use the shortcut to insert a page break easily and quickly, so your chapter starts on the next page.  
	For most PC applications, including Microsoft Word and Google Docs: Ctrl+Enter  

	For Microsoft Word on Mac and Pages on iPad:   Command-Return  

	For Mac Pages: Fn-Command-Return or Command-Enter (not available on all keyboards)  



You could add a section break which starts on the next page, but that takes more effort and slows down your writing. 
You need either page breaks or section breaks if you want chapter titles as your page headers in your print book. Continue reading if you want to learn about headers using section breaks and page breaks, or skip to the next chapter. 
Add Headers using Section Breaks
Learn about adding section breaks. They can be a distraction when you’re writing, but they’re helpful when formatting a manuscript.
Section breaks allow you to create different formatting for individual sections. I routinely use them so I can add the different chapter titles as headers, make sure there’s no header on the chapter title page, and change the page numbering format for certain sections. I also use section breaks when I want columns in one section but not another. 
If you use Word (PC) or Google Docs, there are details on how to add a section break in the Appendices.
	Appendix B: Word for Windows

	Appendix C: Google Docs



Add Headers using Page Breaks
As I mentioned at the beginning of Part I, I keep learning. My brother who writes young adult fantasy, JC Holmberg, has a process for using Page Breaks (not Section Breaks) to add headers and footers which update with each chapter. Check out Appendix B: Word for Windows.
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  Set at Least Three Styles


✔ Learn how to set your Styles.
If you blog, you’re aware of styles, at least when it comes to header tags (heading elements) such as H1 (the title of the post), H2 (main points), etc. The idea is to help the reader quickly identify topics (and yes, it’s an SEO must). But do you use header formatting in your writing? If not, you should, and that’s where learning how to use the Styles in your writing tool will help.  
You don’t need to format your first draft as if you’re finalizing it for publication. If you visually establish the beginning of each chapter and make the sections and subsections stand out, then when you do your first round of editing, you’ll be able to see the points you’re making. 
Setting your styles before you begin writing allows you to make universal changes with a few clicks of a button. The styles you set are not written in stone, but having clear divisions of chapters, sections, and subsections makes editing easier. Varying fonts and styles help the reader identify the levels of information and their relationship to the rest. Formatting changes are also much easier when you’ve set your Styles.
The first three styles I recommend setting:
	Normal text

	Chapter header text (often identified as Heading 1)

	Section text (Heading 2)



Setting Your Styles
Set your Normal style first. 
What is your go-to font for writing? What’s the size? Set your Normal style to that. Everything else can be based on Normal style or changed individually. 
When you’re typing your chapter title, do you bold it? What’s the font size? Do you use a different font? Set the Heading 1 Style to that. You can change format later, but set and use the Heading styles now. Don’t use the Title style for your chapter—that’s for your book title. The Headings will show in the Table of Contents and in the navigation pane and the document outline. 
The section header (Heading 2) can be anything you want, but start with the same font as the Heading 1 style, only smaller. You can change it later when you’re formatting.
You can use your tool’s default styles, but only if they don’t distract. For example, the Heading 1 default style is too large for me, so I always decrease the size. Heading 2 is often a different font and in blue. Too distracting!
For details on how to add or set styles, go to the Appendix for the tool you use.
	Appendix B: Word for Windows

	Appendix C: Google Docs



You can also modify the styles at any time. For Microsoft Word and Google, once you modify the style in the document, every text in that style will change to what you set it as. That’s an amazing benefit. No searching for all the section and chapter titles, and updating them one at a time. 
When you change a style in Word, it applies to the document you’re working with at the time. You can create a template and use the styles in new documents, but that’s the next step beyond this book. 
If you’re feeling comfortable using your Styles, then set up these next three styles:
	Subsection headers (Heading 3, etc.)

	Quotes

	Bullets
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