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Introduction

Thank you very much for purchasing my book. As a writer it’s

paramount to invest only in quality reading material and you’ve done

precisely that.

My name is Naidy Phoon. I’ve written and published several books,

such as Affiliate Monster - which was an international best-seller. I’ve

used the exact same system that I’m about to show you to research,

write and publish the book.

If you’ve picked up this e-book, then you already know the big

difference between a fictional novel and a non-fiction book. The

former is a made-up story of characters and worlds using your own

imagination; the latter is definitely a trickier endeavor, since it deals

with real people, real situations, real events — in short, REAL LIFE.

But non-fiction doesn’t only cover historical events; it can also refer

to self-help, guidebooks and manuals, travel, science, math,

autobiographies/biographies, philosophy, religion, almanacs/fact

books, and the like. It covers a range of subjects from the esoteric

world of math to the more popular realm of Hollywood and showbiz.

In this book, newbie writers of non-fiction will learn the step-by-step

process of crafting and churning out a tome for the first time in less

than 24 hours. Aside from guiding and initiating you in producing a

non-fiction book, this book also contains words of wisdom,

encouraging notes, and writing tips to make your first foray into the

world of non-fiction easier. So if you happen to be a non-fiction virgin



writer looking for tips, tricks, and techniques on how to produce a

non-fiction book that will surely make you proud, you’ve definitely

come to the right place.



Chapter 1: Getting Started

It’s human nature to have a variety of interests — a pop culture addict

can, ironically, have an inexplicable interest in the Holocaust, for

example. Or one who’s a war and philosophy buff may secretly be

nurturing an interest in the seemingly superficial world of showbiz.

This multifaceted creature is human, and completely normal. That’s

why, once you’ve decided to buckle down and start writing a non-

fiction book, you have to consider if you have what it takes write one.

What Makes a Non-Fiction Writer?

Aside from having a good command of the English language, any

person who aims to write a non-fiction book must possess the

following qualities:

1. Dedication and determination. Most writers simply up and

leave in the middle of writing their book — or even while simply

doing research! — due to a variety of reasons: They’ve lost their

groove, they’re too lazy to finish, thinking that it’s not worth it

after all, et cetera et cetera. To see your book from beginning to

end, you MUST have the conviction to follow through and finish

it.

Also, be ready to immerse yourself in your chosen topic. For

example, if you are going to be writing about a controversial

trial, you might have to sit through several court hearings. One

author who wrote about prisoners in a Southeast Asian jail even

flew to Indonesia from the United States to observe, mingle,



and interview the inmates for more than a month — now

THAT’S dedication!

2. Thoroughness. Research makes up a huge chunk of a non-

fiction writer’s work, and being diligent in following up your

sources, looking for leads, relevant information, and other

materials that will comprise the bulk of your book is very

important.

3. Patience. You will be sifting through dozens of material and

research, so be prepared to encounter all sorts of information —

most of which may be irrelevant, redundant, and superfluous.

Don’t fret: In Chapter 3, you’ll be taught certain techniques to

make your research less tedious — and avoid wasting your time

on useless, random stuff.

4. Organization and a keen eye for detail. This actually goes hand-

in-hand with thoroughness. As you go through your research

process, keep an eye out for any information that may provide

your book the “watershed moment” it needs to stand out from

the rest. Also, keeping your files in order will definitely help you

become more productive and more focused.

5. Flexibility. There may be a possibility that in the course of your

research and writing (as well as in the revision stage), your book

will suddenly take a new direction if you stumble upon new

information. Get ready to make some changes. Just think that

writing, be it fiction, non-fiction, or otherwise, is art in



motion — always in flux, constantly fluid, and will bring you

plenty of surprises until the very end.

Deciding on a Topic

Choosing a topic from among your myriad of interests can be easy for

some who are born decision-makers, but difficult for many — so

many subjects, so little time! So how do you decide what topic to

tackle? Here are some suggestions.

1. Make a list. Jot down stuff that you’re interested in. Are you

interested about relationships? What about history — which

particular historical event piques your curiosity? Sometimes,

there are writers who are also into current events. List them all

down and don’t edit your thoughts. Simply let your mind flow

as your pen (or computer/laptop keyboard) moves on its own

volition.

2. After drafting your list, look it over again. Some topics may be

much harder to write about, as they will require more extensive

and intensive research than the others. Figure out how much

time you’re willing to invest in to come up with your very own

non-fiction title. Also consider your budget — will you be

required to travel for research? If yes, who will finance those

trips? If you don’t have an agent just yet, be practical and see if

your bank account (or wallet) can cover the cost of doing

research (and that’s just one of the many expenses you will have

to factor in!).



3. Ask yourself: How much do I know about each topic? How

many people can I tap to help with my research? These

questions are very important in helping you determine which

subject to write about. If, say, you’re someone with a day job

and can only write after work and during weekends, you may

not have the luxury of other writers who can spend their entire

day writing and researching about their book. It’s advisable for

beginner writers to start with a topic that they’re comfortable

and familiar with, and have at least a small amount of resources

they can utilize for research.

Figuring Out What You Want to Say

Now that you have finally narrowed down your choices to one, it’s

time to create a mission and vision statement. What does this mean?

Simple: What exactly do you want to convey with your book? What is

your intended message? Unlike fiction, non-fiction books require

more labor since they are not plot-driven. You cannot just rehash or

recap historical events, for example; you HAVE to find a new angle to

tell it in a compelling way.

For example, there have been plenty of books written about the

sinking of the Titanic. Several non-fiction titles have covered the

survivors’ experience of the ordeal or interviewed relatives of the

victims. There are still books that covered WHY the Titanic sank,

even though it brought much fanfare when it was launched, by

bragging that it was virtually unsinkable, so to speak. But there is one

non-fiction book that took a different path: the food served in the



Titanic. Now THAT is a refreshing take on a topic that has seen so

many books crop up like mushrooms.

Here’s another example of a more current event: the 9/11 bombing of

the Twin Towers in New York City. Again, the event spewed forth

anthologies of survivor accounts, books about terrorism, even a book

on Osama bin Laden and the Al Qaeda. But there was also a book

about a certain scam that arose in the aftermath of 9/11. It rehashed

the event, but didn’t emphasize on the actual event. What the book

did was to recount what happened AFTER the bombing, and how the

woman who single-handedly pulled off that scam affected the people

whose trust she gained and then exploited.

Therefore, in figuring out what you want to say, here is a quick

distillation of the steps you ought to take:

1. Pick a topic.

2. Examine the topic. Be it about current events, centuries-old

happenings, the memoirs of a certain personality, advice or self-

help, list down possible angles or paths you might want to take.

3. After you’ve come up with your list of possible angles, do your

research. The Internet contains a wealth of information on non-

fiction books. Check and double check which angles have been

covered already, and see if you can find a way to make your own

non-fiction title stand out from the rest. More often than not,

you have to do additional research in order to find out what else

has NOT yet been written.



4. Organize and keep a file on those books that have been written

about your chosen topic, so you know which angles to avoid.

You don’t want to be redundant and get lost in a sea of non-

fiction tomes covering a particular subject.

5. Think some more, and then come up with new angles.

Experiencing mental block (Note: Writer’s block will be

discussed in later chapters)? Leave your list and go out for a

walk, have a cup of coffee, or discuss it with a trusted confidante.

As with all writers, you need some space for you to be able to

think objectively. Getting too close for comfort with your

subject will definitely muddle your mind and prevent you from

moving forward.

6. After spending some time apart from your list, go back and scan

through it again. So maybe you haven’t discovered a new

angle — that’s okay. Take on a different approach and think

about your DELIVERY — the way you communicate the story

you are about to tell. Each author has his or her own voice, and

yours should be distinct so as to be unique. The next section will

guide you on how to achieve this, so do read on.

Whom Are You Talking To?

You’re writing to get published, and getting published means being

read by the public. Still, you have to know your readers. Are you

writing to those who are green to the topic, or know it as well as you

do? Do not underestimate your readers, as most authors are wont to

commit this mistake. Your readers are obviously intelligent, well-



educated, and well-read people, so the way you craft your book

should be compelling AND engaging. Your readers can tell good

writing from bad, so keep that in mind as you create your first draft,

and during the revision stage.

Knowing to whom you are writing for will also help you in forming

and structuring your words and sentences, as well as drafting your

outline (which will be discussed in Chapter 2). Put yourself in your

reader’s shoes and ask yourself what you would want to read: What

knowledge will I gain from this? What ADDITIONAL knowledge will

I gain from this book? What beneficial takeaway will I get by

reading this book? Remember, you aren’t writing for yourself —

you’re writing for others. Always keep that in mind so you don’t lose

your focus. More importantly, being conscious that you are not

writing for yourself but for others helps you shape your writing style,

tone, and voice to lure them in.

One last thing to note: If you are a newbie non-fiction author, you will

have to reel in your readers with your credibility. Again, the “write

what you know” rule of thumb applies here. If you’re a health expert,

you’re better off writing about nutrition, diet, and health hazards to

avoid. If your background is in finance, you might want to delve into

business, management, and money. At this point, don’t be ambitious

and write about something you have absolutely no idea about. You

will just waste precious time and the possibility of a sub-par result is

quite high in this case.



Writing Tip:

Keep your mission and vision statement at a prominent place in your

writing spot or office so you can look at it from time to time. It will

serve as a reminder of your goal as you start writing and later, with

revising, editing, and proofreading.



Chapter 2: Organizing Your Thoughts — and

Everything Else

So you’ve already settled on what subject to write about, and which

path or angle to take. Very good! Now, it’s time to get organized so

you can move forward with your book.

The Importance of Making Lists

This cannot be emphasized enough: It is a very, very good idea to

invest a lot of time in creating your outline. Think of writing non-

fiction as preparing your thesis: You need to present your points in a

clear, logical, and ENGAGING manner — hence the need for an

outline.

And yet, as a non-fiction writer, you don’t need just one outline

detailing the components of your book; you will need to set an outline

for your research as well, among others. If the word “outline” seems

intimidating and daunting, go with the term “list” instead.

Here are the lists you need to make:

1. The outline of your book. This should be the foundation of your

output, and serve as your guide in your research and actual

writing. If you’re having trouble organizing your thoughts into

sections and chapters, try this trick from Kerry, a non-fiction

writer: She uses index cards and writes down key topics — sub-

topics culled from the main topic. Another writer, Martin, uses

different-colored Post-Its and pastes them on the wall of his



office so he can see all sub-topics and, from there, is able to

connect the dots and create a logical thought-flow for the book.

See what system works for you. Are you like Kerry, who likes to

use index cards, or like Martin, who prefers small pieces of

paper? You may even be the type who likes to tote around a

small notebook so you can jot down your thoughts as soon as

they pop into mind during random moments. Or you may

prefer using your computer if the act of writing longhand isn’t

your cup of tea. (Just make sure to keep back-up files of your

soft copies so you won’t bemoan the loss of them should

anything catastrophic happen to your laptop or computer.)

It’s important to note that in your outline, you should already

have one or two working titles for your book. The title should, of

course, reflect your mission and vision statement: what you

want to convey with your words. The working title is vital in the

writing process because it helps keep you on track, and point

you toward the right direction as you progress. The working

title should also be catchy since it’s the first thing book buyers

will see. Think of it as the title of an article in a magazine or a

newspaper: If there are two articles about relationships, for

example, which of the two would you rather read — the one with

the headline “How to Find Mr. Right” or the other, which has

the headline, “Spice Up Your Romance: 7 Ways to Bring Back

That Honeymoon Bliss in Your Relationship!”



The bottom line: Even if what you’re writing is non-fiction,

having a catchy, compelling, and even snappy title will grab the

attention of buyers.

2. The research you will need to do in order to put together your

non-fiction book. Research is perhaps the most tedious and

time-consuming task of any non-fiction writer. Just ask any

writer and they will most probably agree with that statement.

Since you can’t just conjure up people and plots and are dealing

with real people and real circumstances, you will have to do a

lot of fact-finding and weeding of information. What you find

will make up the bulk of your book, so be prepared to spend lots

of time (and money, even) doing research.

With research, you will have to make several lists. As soon as

you have your outline ready, you will have to sort out your

resource persons — the people you will be interviewing — and

the information you need to obtain.

To make it short and sweet, here are the research lists you need

to make, in order to have a productive and smooth workflow:

 Resource persons you need to get in touch with

 The information you need

 Interview questions (The next chapter will discuss how to

formulate your questionnaire for each person.)



Finalizing Your Budget

It’s inevitable that you’ll be spending money in order to come up with

your non-fiction book. The question, however, is how much you are

willing to set aside without hurting your other financial obligations

(i.e. family and personal expenses). That’s why it’s a good idea for

newbie non-fiction writers to start small — meaning, to focus on a

topic that is relatively convenient and easy to research on, so you

don’t have to make long-distance trips to get the material for your

book.

Keep all receipts related to your book in a separate folder, so you can

track your expenses as you go along. These receipts can include office

supplies, electricity/utility bills, grocery bills (what about those

endless cups of coffee you consume to get you going?), and the like.

Knowing how much you’ve spent will help you determine your

“asking price” once you’re done with your book and are ready to

peddle it to publishers.

Marking Your Territory

It is highly recommended that you set up an office of sorts where you

can do your work — research, writing, revisions, edits, etc. This is

important because it will help condition your brain in associating

such a space with work — which is instrumental in making sure that

your focus and concentration won’t be shot.

Make sure that your “office” is free from distractions. Have all the

supplies and items you need there, such as your computer or laptop,



pens/pencils, highlighter pens, printer, bond paper, notebooks,

reference books and materials, etc. Keep it sacred and have a system

that suits you. It may seem like a pigsty to others, but as long as you

understand your own brand of organized chaos, you’ll be fine.

Writing Tip:

Have a master file of your lists. You can have a soft copy using Word

or Excel, or you can file them in a folder. The idea is for you to have a

main databank of sorts so you won’t waste time looking for a

particular list — and help you manage your workflow and time better.



Chapter 3: Buckling Down to Work Part One — The
Research

It’s time to do the actual grunt work! After you’ve assembled your

non-fiction writing tool kit, you’re ready to buckle down and get to

work. The first part is comprised of research — hours, days, even

months of ‘em.

Most people groan at the thought of research, but writers are secretly

thrilled with it (Yes, most writers are geeks and information sponges

at heart!). Research is exciting because it can unveil previously

withheld information — it’s like uncovering a secret AND being the

first one to shout it out to the world through your book! So chin up

and get ready to spelunk away!

Starting with Research

Since research is such a time-consuming part of creating a non-fiction

book, organization is key. Here are some suggestions:

1. Before you call up anybody (and might even end up wasting

their time — and yours), get on the Internet and do your

research there. It’s practically a guarantee that you’ll find all

sorts of articles written about your chosen topic in the Web. To

be completely thorough, visit your local library or any museum

or places of interest that are pertinent to your selected

subject — you just might find something useful that you can use

once you do the actual writing.



2. Most libraries will have photocopiers or Xerox machines if some

books and reference materials are not allowed to be checked out,

so make sure to have some loose change on hand, as well as a

notebook and pen. If there are no photocopiers available, use

your phone camera to take pictures of pages with relevant info,

or scribble notes.

3. In fact, taking pictures will help you later on when you start

writing. What most people don’t know is that writers are very

visual people — it’s just that they use words to describe the

images they see in their head. Use photographs and images as

your visual cues when describing a particular situation — they

will help you find the right words.

Moreover, use visuals when you’re creating your book! These

are great visual pit stops to prevent your readers from being

saturated with too much prose, and will even make your book

extra riveting and appealing.

4. As you’re doing your research, do take note of the contact

details of possible resource persons to interview. Doing so will

save you precious time from hunting them down later on.

5. Always have a copy of your book outline whenever you scour the

Internet or the library. This will help lessen the amount of stuff

to read — and narrow down your research options.

6. Work out a system to streamline your research process. Each

writer has his or her own quirks, so what suits one may not

necessarily click with another. Create your own filing system,



determine whether you want to do actual library research first

and then get on the ‘Net (or vice versa) — the decision is

entirely up to you.

Here’s a super cool way that you can use to find thousands of PDF

files that you can use to bounce ideas off.

Remember, don’t plagiarize. The ramifications could be severe. It’s

okay to extract some key elements, but don’t copy word for word.

First, go to google.com.

Then, in the search bar, key in this search term :

Yourtopic filetype:pdf

So if your main topic was about weight loss for women, you would key

inweight loss for women filetype:pdf

You’ll see a ton of PDF files that you can download and get ideas and

content from.





Doing Interviews

Once you’re done with the laborious task of research, it’s time to fill in

the gaps. Take out your outline and your lists and see what missing

information you still need. From there, you will be able to ascertain

which person will be the best one to answer your queries.

Some notes on interviews:

1. Prepare a list of questions before the actual interview. Make

sure that these questions either a) verify the information you

already have or b) provide you with new details.

2. Your interview questions should be crafted in a logical manner.

You cannot just swing from one angle to another, or one topic to

another. Not only will a carelessly prepared questionnaire

annoy the interviewee, but it will also distract his or her line of

thought.

3. When setting up an interview or making initial contact with a

resource person, it’s best to do so on paper or email. Aside from

giving him or her a chance to turn you down without feeling bad

or embarrassed, it’s more formal and credible that way. A

phone call or a text message may come off as casual or worse,

unprofessional. Only call or text if the person doesn’t answer

your letter or email requesting for an interview.



4. Be clear about your objectives when you request for an

interview or a meeting. The receiver should understand your

purpose for contacting him or her.

5. Prepare an interviewee waiver form that your resource person

MUST sign before you press the “Start” button of your recorder.

The waiver form is important because it will protect you from

any liability and any possible lawsuits should the interviewee

decide to change his or her mind. It will serve as an affidavit

that everything the interviewee says will go on record and will

be used as material for your book, unless specifically stated

otherwise.

Think of this affidavit as a memorandum of agreement (MOA)

between you and the resource person. If you are tackling an

especially sensitive issue, this piece of paper becomes even

more crucial in your output.

The Internet has many sample waiver templates you can use.

You may also tap a lawyer or paralegal to draft you one.

Here is a sample waiver form or affidavit that you can follow:

Affidavit of Consent to be Interviewed

[Name or Working Title of Your Book]

[Your Name and Contact Details]

[Book Description]



I, [insert full legal name], hereby consent to be interviewed for

the book [insert name or working title of said book] which is

being produced by [author name and publishing company, if

applicable].

I certify that I have been duly informed of the purposes of this

interview and the information and details that will be gained

from this interview; that I have been assured of the anonymity

of my participation should I decide such; and that I have been

advised of my freedom to withdraw my consent and discontinue

my participation at any time, with due reason.

Therefore, I agree to participate in one or more recorded

interviews (whether electronic or otherwise) for this project. I

understand and I agree that any information obtained from my

end through said interview/s may be used in any way for this

book.

[Date]

[Signature of Interviewee Above Printed Full Legal

Name]

6. Respect the interviewee’s preferred method — does he or she

want to do it via email, or would it be easier to do it face-to-face?

In your request, include that detail.

7. If you will be doing the interview in person, have two sets of

recording devices ready, in case one malfunctions. In fact, let



those two devices record your interview at the same time, to be

on the safe side.

8. Don’t be a lazy interviewer. You can take down notes while the

interview is ongoing. Also, make sure that you get the resource

person’s name, position, and credentials right!

9. Know this: No interview will go as planned. Your questionnaire

is there to guide you, so use it properly. Some resource persons

tend to blabber away and can go off-topic, so it’s up to you to

gently steer the conversation back on track.

10. Do send a thank-you note after the interview. Don’t wait

too long — two days after the interview should be the maximum.

And don’t forget to include them in your acknowledgements!

What If I Uncover New Information That Throws a Monkey

Wrench Into My Outline?

Don’t panic if this happens. Don’t get frustrated, either. Savor the new

information you’ve just unearthed — most probably, it is something

that not a lot of people know, and will make your book even more

interesting! So if this happens, go back to your outline and see how

you can revise it to include the information you’ve just gathered.

More often than not, you won’t need to do a major overhaul; a little

tweaking and adjusting here and there will suffice.

Distilling of Information: Transcribing

You’re done with the research and interviews, and it’s transcription

time for you. Admittedly, transcribing isn’t all that pleasant — writers



are quite divided on this issue, as some don’t mind it, while others

downright hate it. If you have the resources (i.e. money), you can hire

somebody to do the transcribing for you. But if you’re cost-cutting,

you might want to take a cue from Deirdre: “I listen to the recorded

interviews, then only transcribe those that I feel will be useful to my

book. I don’t transcribe the entire interview.”

Still, for beginner writers, it’s best to hone your transcribing skills by

patiently transcribing the entire interview. You can use shorthand if

you’re familiar with it, or abbreviations that you know you will

understand once you go over the transcription. Just think of this task

as an exercise to improve your listening skills, as well as your

keenness and stamina. (And a word of encouragement to newbie non-

fiction writers: You will definitely get the hang of transcribing and

won’t view it as a chore after some time!)

Writing Tip:

Researching may be a pain for you, but think of it this way: If you

want your non-fiction book to be accurate, legit, and credible, you

have to have the patience to filter through all sorts of information that

will come your way. And besides, if you are truly interested in your

chosen topic, then researching ceases to be a chore and becomes

playtime of sorts for you!



Chapter 4: Buckling Down to Work Part Two — The
Writing

After gathering information and collating the materials you need,

you’re ready to put together your book!

Seasoned non-fiction (and even fiction) writers will say that “the first

line is always the hardest” — and really, it IS quite true. As your

fingers are poised over the keyboard, hesitantly hovering above it, you

may be terrified at the prospect of coming up with an opening

sentence that, well, simply sucks.

But that’s OKAY! Nobody, not even Pulitzer Prize-winning authors

and journalists, gets it right the first time. That’s what edits and drafts

are for. The important thing is for you to get over your fear, and

simply start writing.

But Where Do I Start?

Take out your outline — the one that contains the breakdown of your

book into chapters, sub-chapters, etc. As you examine it, think which

section or part in that outline you are most comfortable starting with.

You don’t have to start with the very first chapter, foreword, or

introduction. In fact, you can start with something really simple: the

acknowledgement page. It’s a good idea actually to list down all the

people, organizations, and institutions you need to thank so you won’t

leave out anyone or anything once you’re in the finishing stages of

your book. You might want to reconstruct your thank-you note to



make it sound better later on, but put it off first. For now, simply let

your thoughts and your words flow unedited.

There is also one common affliction that befalls every writer, whether

he or she is a virgin or a veteran: self-editing. Naturally, you want

every sentence to be perfect, so chances are you’ll end up slaving over

that one teeny sentence for more than an hour.

A piece of advice: Don’t. Spare yourself the hassle, because you

know — admit it! — that whatever you produce right now won’t be the

finished product anyway. You’ll be going through numerous edits and

revisions, and that sentence you’ve labored over for so many hours

may not even end up in the final version.

Simply put, the answer to the question, “Where do I start?” is to just

DO. Just write down whatever comes into your head, and you’ll be

surprised to discover that you’re gaining momentum, writing fast and

furiously. And don’t forget the most important thing: Have fun!

Dealing with Obstacles

All writers will, at some point or another, encounter challenges and

roadblocks while in the process of creating their book. Below are

some stumbling blocks that writers experience as they go about

creating their masterpiece and how to combat them:

1. Procrastination. Don’t despair, even great writers such as F.

Scott Fitzgerald have battled with this affliction, wrapped in a

euphemism called “procrastination” but is better known by its

blunt term: laziness. Life happens. Life can get in the way of



writing. But if you are really determined to finish your book,

you WILL find a way — and the time — to complete it. Even if it

takes you years. Of course, a great motivation to stave off

procrastination is that the more you put it off, the more stale

your research gets. Unlike fiction, non-fiction is similar to

journalism: Any information that goes inside your book ought

to be timely, relevant, and “news-y.” So if you don’t want to let

all your hard work go down the drain, learn to beat

procrastination now!

One non-fiction writer, Ruby, shares how she has an

accountability buddy of sorts to keep her in check. “She’s also

my best friend, and she’s also a writer,” says Ruby. “Every now

and then we’d ask each other how our book is going. It’s our

way of making sure that we’re not bumming around and not

doing anything to keep our books in motion.”

2. The struggle to keep your focus and momentum. There are

probably millions of half-baked, half-finished books left

unwritten all over the world. There are many reasons for this,

but the most basic one is that somewhere along the way, you’ve

lost steam, decided to take a break —only that break turned out

to be a BRAKE.

Guess what? It happens. But your temporary break doesn’t have

to become a permanent brake. Again, think of all the hard work

you’ve put into the research. You’ve come so far — are you just

going to let everything go to waste?



3. Anxiety. Nerves are normal. As mentioned previously, most

writers dread the actual act of writing. A blank screen is

certainly terrifying and panic-inducing. The antidote? Start

writing. Just write, regardless if your words, sentences, and

phrases are coherent or not. Seeing your screen fill up with

words is guaranteed to ease the anxiety and nerves. So take

comfort from the fact that it’s not just you, the beginner writer,

who feels this way. Writers and authors since time immemorial

have had the same experience, too!

4. Writer’s block. Again, another common condition that happens

to ALL writers, regardless of their status. How to deal with it?

Take a break. Most of the time, writer’s block occurs because

you become too overwhelmed with what you’re doing. You’re

too saturated with words, so you need to do something else or

else you will end up churning out bad output. Take a walk. Have

a coffee break. Call it a day. Then, the next day, start anew and

start afresh.

It’s actually not advisable to “nurture” or “pamper” your writer’s

block for more than a day. Why? Because there’s a chance that it

will lead to laziness and/or procrastination — and end up with

you abandoning the project altogether. Besides, unless you

don’t have a fixed deadline, you don’t have the luxury of waiting

for the proverbial “right moment” to come along in order for

you to get into the groove of writing. Just ask any author or

writer — he or she will tell you that there is no such thing as the

“right moment” to sit down and write.



5. Discouragers. In this world, there are plenty of people who just

don’t “get” writers at all — some are blatantly disapproving of

the craft and openly discourage one from pursuing it, while

others are more passive-aggressive (e.g. “Yes, but what do you

do really?”). They come in all shapes and sizes: friends,

relatives, parents, acquaintances, and colleagues, even teachers.

But the key is to shrug off their comments (and latent

disapproval). Remember that one of the characteristics of a

non-fiction writer is the temerity to forge on despite any

obstacle. Instead, surround yourself with people who will

support your endeavor, and cheer you on until the finish line!

Points to Remember

There is good writing and there is bad writing. It is easy to see what

differentiates the good from the bad. Here are signs of good writing:

1. Clarity. Vague sentences and poor grammar are the antitheses

of clarity. Your words should have the power to make your

readers visualize and imagine, even if you are writing about

something as esoteric as philosophy. Ambiguity arises from

poorly constructed sentences and a messy train of thought. So

do check your outline from time to time to see if you’re still on

the right track.

2. Empathy. Again, you are not writing for yourself. You are

writing for an audience, so your words and message should

resonate with them. What’s more, you should know how to



speak their language, so choose your jargon, slang, buzz words,

and clichés carefully.

3. Simplicity. Like clarity, simplicity is a vital ingredient of good

writing. In fact, it is much more difficult to write simply

(especially if the topic is somewhat technical or cryptic) than it

is to create flowery sentences full of pretentious vocabulary. A

good writer knows how to “laymanize” certain terms and

phrases so that even the uninitiated reader is able to

understand what the book is trying to say.

4. Style. It’s not just fiction writers who need to cultivate this —

even non-fiction writers ought to have their own voice when

writing their book. Your style and your voice will set you apart

from the pack and will give your book the stamp of uniqueness

and individuality it needs. Your style, your voice, and your tone

will be the reader’s cue — will this book be a funny read? Will

this feel like reading an email from my best friend? Will this

turn out to be a sober read that should be saved for a rainy day?

The style should echo the message of the book.

A Note on the Title and First Chapter of Your Book

Needless to say, your book title should be attention-grabbing, and

your first chapter (not the foreword or introduction) should captivate

your reader with the first sentence if you want your book to be a hit.

Most writers save this section for last (second to the table of contents)

because it will definitely require a lot of effort and time to make it

sound perfect. On the flipside, however, don’t let this put pressure on



you even more. As long as you’ve done your homework well, the right

words will come to you. In one word: RELAX!

Writing Tips:

 Establish a routine. There are authors who can churn out more

than 5,000 words a day, while some can only do 2,000. Know

your pace. This will give you an idea of when you’ll be done, if

you haven’t set a deadline already. What’s more, a routine helps

in making you more productive and streamlines the process of

giving birth to a book, so to speak. If you’re a night owl, then it

would be best if you do your writing at night, when everyone

else is asleep and you get the peace and quiet you need. Or

maybe you work better in the mornings, just as the world is

waking up. Then again, you may need some music to get you

into the mood. In establishing your own routine, all you need is

to know which key ingredients will help you perform at your

best.

 It’s advisable to leave the table of contents page blank until you

are truly done. Throughout this book, it’s been mentioned

plenty of times that the flow of your non-fiction title will vary —

if you’re lucky, you’ll be able to stick to the outline with only

minor changes; but more often than not, the end product is way

different from the first draft. Thus, the table of contents should

be left for last.



Chapter 5: Fine-Tuning Your First Draft — Editing and
Proofreading

Congratulations — 50 percent of your hard work is over and done

with! After going through so many labor pains, you now have your

first draft. Time to sharpen your pencil, take out your red pen, and go

over it with a fine-toothed comb.

Let It Sit

After you’ve completed the first draft, DON’T start editing right away.

Let it gestate for a day or two (or even a week). You need the time,

space, and distance to regain your objectivity, so that when you start

reading, you’ll be doing so with a fresh pair of eyes and a fresher

mindset.

Set Aside Time for Revisions

Don’t rush revisions. The wonderful thing about a first draft is that it

has room (plenty of it) for trial and error. Sometimes, when you find

yourself stuck at one part of the first draft — “The word is just at the

tip of my tongue, but I can’t seem to get it!” — you will find that

magical moment in the revision stage, when you finally connect with

the right phrase or word.

Aside from being the time for spelling, typo, and grammar checks, the

revision stage should be kept sacred because it’s when you will fine-

tune your work — checking to see if the tone and style are consistent,

if there any details you might have missed out, if some parts need

cutting while some, a bit of beefing up. Don’t regard revising (editing



and proofreading) as a chore. Stella, who writes self-help books on

relationships for a living, says, “The revision stage is actually one of

my greatest motivators when writing a book. It means that a huge

deal of the hard work is over, and it’s a milestone for me!”

Should You Get An Editor?

The answer is yes. Some writers can be editors, and some editors can

never be writers. The difference lies in perception. Writers are too

close to their work to view it objectively, no matter how much time

and distance they’ve put between them and their work. Editors, on

the other hand, don’t have a personal, vested interest in your work —

hence, they are able to give you an objective opinion of your output.

Editors, aside from being able to spot tiny mistakes you might have

overlooked, are astute readers who can tell you which section has too

much “fat” and needs trimming (e.g. redundancy), which section

lacks details, and how you can switch around certain paragraphs and

sections to improve the reading flow.

To help your editor understand your vision of your work, furnish him

or her a copy of your outline and mission and vision statement. This

way, there will be no room for miscommunication and

misinterpretation — your editor will be briefed about your aim and

thus will condition his or her editing mindset to help you convey your

message in the clearest, most concise, and most compelling manner

possible.

Do note that hiring a professional editor can be quite expensive. If

you don’t have the funds for that, get a literary friend or relative to



take a look at your work. They’re sure to be pleased at how highly you

value their opinion!

Editing Tips:

 Don’t get discouraged if your first draft comes with plenty of

revisions. It’s perfectly normal. Don’t expect to get it perfect the

second time as well — as a newbie non-fiction writer, you’ve a

ways to go, so treat these as learning experiences so that once

you’re ready to start with your next non-fiction title, you will

know better.

 Don’t rely on your computer or laptop’s spellcheck feature. Nor

should you depend on the grammar check. Consult grammar

books or surf the Web if you have grammar Qs, and use a

dictionary to confirm if your spelling or usage of a certain word

or term is correct.

 It’s okay to be anal (bordering on obsessive) when revising and

editing — in fact, being thorough is a must! Non-fiction books

deal with facts, so you should make sure that your book doesn’t

contain any misleading information or worse, shrouds of

plagiarism. Keep checking and revising until you are finally

satisfied with the current version.



Bonus Chapter: Frequently Asked Questions

Below are three frequently asked Qs among newbie non-fiction

writers.

I’m running out of ideas! Help!

The first you should do is to NOT PANIC. Panicking will only

heighten your anxiety and fear. If you find yourself suddenly at a

standstill while writing, it only means that your mind and body are

clamoring for rest. Just because you can’t find the right words at that

moment doesn’t mean that you will NEVER be able to do so. Simply

take a break, relax, take deep, calming breaths, and return to your

project the next day.

I want to get my book published. What do I do?

Of course, the logical thing to do would be to send your work to

various publishers (big and small companies alike), with an attached

proposal or letter of intent. Publishing companies receive hundreds —

maybe even thousands — of manuscripts a week, so be prepared for a

long wait until they get back to you.

Still, before you send in your manuscript, check if your work is

professional AND compelling. You want to persuade a publisher to

accept your work, so your work needs to catch his or her attention.

Your book proposal should contain:



 A cover letter stating your desire to get published. Include the

topic of your book, a short explanation why you think it will sell,

and the number of words you’ve written.

 A short synopsis or overview of your book. This should include

your mission and vision statement. You can paraphrase it in

case the wording is too technical.

 Your background and credentials, and why you are an authority

of the said topic.

 The three chapter or first 50 pages of your book, if not the

entire manuscript (just make sure you have the original with

you!).

Also, your working title is very important! It must be provocative and

exciting since it will be the first thing the publisher reads after

reading your book proposal. Keep this in mind while crafting your

book title.

I keep getting rejection slips. Maybe I’m not cut out for this

business after all.

No one has ever heard of ANY author getting the green light from

ANY publisher on the first try. In fact, well-known authors received

plenty of thumbs-down before finally seeing their works in print.

Don’t let those “I’m sorry” letters discourage you. Consider it as a

writer’s rite of passage — it’s perfectly normal that you’ll get turned

down many times before hitting the so-called jackpot.



If you want to take the easy route to get your work

published, however, why not consider publishing your work

as an ebook? The Internet offers plenty of resources on

ebook publishers, so go look them up! Good luck!



Conclusion

Writing a book — in whatever form or genre — is never easy. It can be

especially scary for first-time non-fiction writers. But hopefully, this

book, I was able to help you overcome your fears and doubts about

venturing into the unknown realm of writing non-fiction, and

encourage you to take that first step toward penning your very own

title.

Again, good luck and remember to always keep writing fun!

All The Best.

Naidy Phoon.
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