
Non-Fiction Business How-To Book Template 
 

A few notes about this template: 
1. This template is designed with 1-inch margins, 1.5 spacing and standard Times 12-point 

font. These specifications are preferred by (our) editors for editing and tracking changes. 
2. Special instructions appear in brackets and red text like this: [special instructions] and are 

not necessary to appear in your final manuscript. 
3. This template is designed for business how-to or credibility building style books and 

includes formatting areas for bulleted and numbered lists, a “next steps” checkbox 
summary section at the end of each chapter, and typical pages found in the back of how-
to business books. 

4. Only one chapter “sample” is included in this template, and you can duplicate 
(copy/paste) it as many times as necessary for as many chapters as you have. 

5. Headers, footers and page numbers should be inserted in a professional book layout 
program. MS Word does not keep them consistent. Additionally, all important pages like 
chapter start pages should begin on the right-hand side. This is also something easily 
handled in a professional book layout program, so though it’s noted in this template, it’s 
not necessary to include in your manuscript if you’re using a professional layout artist. 

6. This template is © 2012 Kristen Eckstein, The Ultimate Book Coach, and may not be 
shared with any third party. You purchased this template, so please respect your purchase 
by not giving it away. Learn more about Kristen at UltimateBookCoach.com 

 
General writing “rules:” 

1. If you intend this to be a printed book, do not embed linked words in your text. Also do 
not include the “http://www.” portion of the link. Links cannot be “clicked” on paper, so 
the prefix and link embedding are not necessary (and they look ugly). Do include QR 
codes or spelled-out URLs for readers to easily reference online. 

2. Stay away from ALL CAPS and underlines. ALL CAPS IS EQUIVELENT TO 
SCREAMING AT YOUR READER, IS UNPROFESSIONAL AND VERY DIFFICULT 
TO READ. ONLY USE ALL CAPS FOR ACRONYMS THAT REQUIRE THEM. 
Underlines are taboo in professional book publishing and make a book clearly look self-
published. MS Word will automatically underline links within the text, and a professional 
layout artist has the ability to remove them and make the book look clean and easy to 
read. 

3. Use italics and bolds for emphasis. If you wish to really emphasize something, combine 
italics and bold. Remember that overuse of anything undermines its use to begin with, so 
emphasize words sparingly. 

4. Do include a comma before the word “and” in lists of words. Red, white and blue should 
read red, white, and blue. The additional comma follows the Chicago Manual of Style 
and allows the reader a pause to breathe, which is important in books. 

5. Have FUN! Writing a book can be a very rewarding experience. There are people in the 
world waiting for your message. It’s time for you to get it out of your head, into print, 
and in their hands! 

  



Praise	  for	  Title	  of	  Book	  
[This will be the very first page of your book where any full endorsements/testimonials can be 

placed. The title of the book should be in italics, and only the main title (no subtitle) is 

necessary. Follow the formatting of the sample testimonials below.] 

 

“Kristen helped me from the conception of my book all the way to completion. I can’t thank her 

enough. If you are someone who wants to put together a book, get the word out about your 

business, or just be an author, Kristen’s the one to help you step-by-step through that process. Do 

whatever you have to do to work with Kristen Eckstein!”  

~Felicia Slattery, M.A., M.Ad.Ed., author of Cash in on Communication,  

21 Ways to Make Money Speaking, & Kill the Elevator Speech 

 

[Note: The testimonial itself is left-justified inside quotes. The author’s name and credentials are 

right-justified. Acronym letters after her name are capitalized with periods. Her title “author” is 

not capitalized. Titles of her books are in italics.] 

 

“I had this crazy idea to take publishing The New Small into my own hands. At the same time, 

though, I didn’t want the book to look less professional than my other two (with Wiley and 

Cengage). Of course, I can’t do it all. I don’t know anyone who can. Then I started to work with 

Kristen. She is the exception to that rule. She exceeded my lofty expectations. So, for book #4, I 

won’t look any further. You shouldn’t either.”  

~Phil Simon, Motion Publishing 

MotionPub.com 

 

[Note: This testimonial is left-justified in quotes. The author’s name begins with a ~ which stays 

consistent with the testimonial above (and it just looks pretty). His company name is capitalized. 

His website appears under his name/company name and does not include the “http://www.”] 

 

[There should be a blank page inserted here so the next printed page begins on the right-hand 

side of the book. This is typically handled in a professional layout program.] 

  



	  
	  
	  
	  
	  
	  
	  

 	  



Half-‐Title	  Page	  

Your	  Title	  &	  Subtitle	  Go	  Here	  
 
 
 
[The half title page is a page for a text-only title in plain type, centered and within the top ½ to 

1/3 of the page.  

 

This page is for “fast flippers” who may flip right past it and land on the pretty title page or 

Table of Contents, and a nice page for you to sign during book signings. 

 

Hint: Capitalize each word in your title except prepositions.] 

 

 

 

 

 

 

 

 

 

[There should be a blank page inserted here so the next printed page begins on the right-hand 

side of the book. This is typically handled in a professional layout program.] 

  



 	  



Full	  Title	  Page	  
 

Your	  Full	  Title	  and	  Graphics	  Go	  Here	  
 
 
 
 
 
[The full title page typically matches the front cover of the book, in black and white, with similar 

or identical graphic placement, font styles, etc. The author’s name appears under the graphical 

area (or within it), publishing company logo (centered, optional) appears near the bottom of the 

page, with the City, State/Province in plain text centered under the logo.] 

 
 
 
 
 
 
 
 
 
 
 
 
 

Your	  Name	  
 
 
 
 
 
 

Publishing Company Logo 
 

City, State/Province 

	  
[There should be a blank page inserted here so the next printed page begins on the right-hand 

side of the book. This is typically handled in a professional layout program.] 



Copyright	  Page	  
 

[Copyright text appears here, on the reverse side of the Full Title Page, as follows…] 

 

Published by [Publisher Name] 

[Publisher Street Address] 

email@publisherwebsite.com [optional] 

 

Copyright © 2012 [YEAR] [Author Name] 

Cover Design © 2012 [YEAR] [Cover Designer’s Name] [Design credit is given to the cover 

designer per Graphic Artists Guild specifications.] 

Illustrations by [Illustrator Name] [optional] 

 

All rights reserved. No part of this publication may be reproduced or transmitted in any form or 

by any means, including informational storage and retrieval systems, without permission in 

writing from the copyright holder, except for brief quotations in a review. 

[This is a boilerplate “All rights reserved” clause you may copy and use in your own book. You 

may also wish to add a warranty or disclaimer.] 

 

[Any permissions you received to quote previously published material go here. This includes, but 

is not limited to, excerpts from books and magazines and scripture verses.] 

 

ISBN 13: 123-4-5678901-23-4 

Library of Congress Control Number: 123456789 

[U.S.A. only. Self-published or indie published books are not eligible for Library of Congress 

CIP data.] 

 

First [Publisher Name] printing, [Month] 2012 [YEAR] 

  



	  

	  

Dedication	  
 

This template is dedicated to aspiring authors around the world. 

 

[The dedication page is often dedicated to your family, a close friend, or your audience. It can 

appear centered in italics as above, or in plain text. It should be short and sweet.] 

 

 

 

 

 

 

 

 

 

 

 

 

[There should be a blank page inserted here so the next printed page begins on the right-hand 

side of the book. This is typically handled in a professional layout program.] 

  



 

  



	  

	  

Acknowledgements	  
 

To my husband and biggest supporter in our business. Thank you for “burning the midnight oil” 

with me as we accomplish our dreams! 

 

To my mentors and coaches, who have been an integral part of my business’ growth. Everything 

you’ve done to support me is appreciated! 

 

To all my clients, past, present, and future, who have allowed me to touch their lives. Without 

you, I wouldn’t be in business. 

 

[This page is to acknowledge those who have impacted your life in a way that contributed to 

your book. They can be family, friends, clients, editors, those who helped produce the book, 

financiers, etc.] 

 

 

 

 

 

 

 

 

[There should be a blank page inserted here so the next printed page begins on the right-hand 

side of the book. This is typically handled in a professional layout program.] 

  



 

  



Table	  of	  Contents	  
 

Foreword…….. 

Introduction…….. 

 

Part 1…… 

Chapter 1……… 

 Subtitle subtitle subtitle subtitle 

Chapter 2……… 

 Subtitle subtitle subtitle subtitle 

Chapter 3……… 

 Subtitle subtitle subtitle subtitle 

Part 2…. 

Chapter 4……… 

 Subtitle subtitle subtitle subtitle 

Chapter 5……… 

 Subtitle subtitle subtitle subtitle 

Resources…….. 

Appendix…….. 

Bibliography…….. 

About the Author…….. 

Index…….. 

 

 

[The Table of Contents should be generated in a professional book layout program.  

 

It can be a simple list of chapters or a complex list of Parts, Chapters and Subheadings. The more 

detailed the TOC, the more helpful it is to potential buyers. It can take up as many pages as 

needed.  

 

The next printed page after the TOC should appear on the right-hand side of the book.] 



Foreword	  
 

[Optional. Typically written by someone else more well-known than the author, the Foreword is 

basically a very long endorsement, review, or an introduction to the material by someone not the 

author. The next printed page should appear on the right-hand side of the book.] 

  



Introduction	  
 

[Optional. Written by the author, the Introduction is an overview of what the reader will learn 

inside the book, or the benefits they will gain from reading it.  

 

The next printed page should appear on the right-hand side of the book.] 

  



Part	  1:	  Title	  of	  Book	  Section	  
 
[Optional. If the book is lengthy and divided into sections, or “parts,” it is helpful to add an 

introductory page to that part.  

 

This page can simply state the title of this part of the book, or it can include a short introductory 

overview of what the reader will learn in this section of the book—a mini introduction to this 

section. 

 

Duplicate this page as many times as necessary for various Parts.] 

  



Chapter	  1:	  Title	  of	  Chapter	  
 
[This begins the main body of content for your book. It can begin with a quote (as seen below) 

related to the chapter, followed by the content.] 

 

And by the way, everything in life is writable  
about if you have the outgoing guts to do it,  

and the imagination to improvise.  The worst  
enemy to creativity is self-doubt.  

~Sylvia Plath 
 
Introductory paragraph (chapter overview)… 
Subheading	  #1	  
Introduction to subheading… followed by bulleted lists of examples… 

• Example 

• Example 

• Example  
[Hint: Try to keep bullets as odd numbers. It’s more pleasing to the brain.] 

Conclusion to subheading… 
 

Subheading	  #2	  
Introduction to subheading… followed by specific steps to complete a goal… 

1. Step #1 
2. Step #2 
3. Step #3 

 
Conclusion paragraph to chapter… 
 
[Duplicate this page for each chapter, and if your book includes Parts, duplicate the 
previous page for Part 2, Part 3, etc. Be sure to begin each chapter on the right-hand 
side of the book.] 
  



What’s	  Next?	  
 
[Optional. Sometimes it is helpful to the reader if you include a checklist of action 
steps they can take after reading the chapter.] 
 

• Action step #1 

• Action step #2 

• Action step #3 
 

[Optional. If you choose to include Action Step pages, duplicate this page for each 
chapter.] 
 
  



[This section begins the back matter of your book.] 

Appendix	  A:	  Title	  of	  Appendix	  
 

 

[Optional, but recommended. Appendices can include such things as Resources, Bibliography, 

Glossary, Worksheets, diagrams and more. Duplicate this page for each Appendix section, or use 

the following pages for these bonus sections. 

 

Each section should be given a new name (“Appendix A, B, C” etc. is optional) and should start 

on the right-hand side of the book.] 

  



Resources	  
 

 

[Optional. Both online resources like websites or products and offline resources like additional 

books are an excellent value-add for your audience. List your resources on this page. 

 

Hint: For online resources, include a QR code that is easily scanned by a smart phone!] 

 

 

 

 

 

 

 

 

[The next section should begin on the right-hand side of the book. This is typically handled in a 

professional layout program.] 

  



Bibliography	  
 

 

[Optional. If you referenced other books in your manuscript, include them on this page. Your 

Bibliography can be as fancy as MLA or AP style, or can be a simple listing of book titles, 

author, year published, and publisher.] 

 

 

 

 

 

 

 

 

 

[The next section should begin on the right-hand side of the book. This is typically handled in a 

professional layout program.] 

  



Glossary	  
 

 

[Optional. If your industry has some specific terms the general public may not understand, a 

Glossary is an excellent way to explain these terms in one place to make your text easier to read.] 

 

 

 

 

 

 

 

 

 

 

 

[The next section should begin on the right-hand side of the book. This is typically handled in a 

professional layout program.] 

 	  



Worksheet	  A	  [or]	  Title	  of	  Worksheet	  
 

 

[Optional. You may choose to include a series of worksheets or quizzes to help your readers 

achieve a business goal. Duplicate this page for as many worksheets as you wish, and be sure to 

name and reference them in your manuscript. 

 

Hint: Worksheets are a huge value-add for readers who need action steps to take in their 

businesses!] 

 

 

 

 

 

 

 

[The next section should begin on the right-hand side of the book. This is typically handled in a 

professional layout program.] 

  



About	  the	  Author	  
 

 

[Your bio goes here. It is helpful to include a high resolution (300 dpi) black and white photo of 

yourself as well.  

 

Hint: Highlight your credentials, why people should listen to you as the expert on this book’s 

topic, and include a few personal tidbits to help your readers connect with you on a human 

level.] 

 

 

 

 

 

 

 

[The next section should begin on the right-hand side of the book. This is typically handled in a 

professional layout program.] 

 

  



Index	  
 

 

[Optional, but recommended. An index is a list of terms with page numbers where those terms 

appear in the book. An Index can be created by tagging words in Microsoft Word and generating 

the Index, or by giving a list of terms to a professional Indexer and allowing them to Index those 

terms. 

 

Hint: For business how-to books, an Index makes repeat referencing easy for the reader. Your 

book will be used more often if you make it easy for the reader to find answers to their questions 

with an Index.] 

 

 

 

 

 

 

 

 

 

 

[The next section should begin on the right-hand side of the book. This is typically handled in a 

professional layout program.] 

 

  



Advertisements	  
 

[Your book is valuable real estate! Include an ad at the back of your book for other books you’ve 

published and other products and services your business provides. 

 

Hint: Be sure to include high resolution (300 dpi) black and white images if showcasing other 

books or products.] 


