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How to present your manuscript 

 

A note from Curtis Brown Literary Agents on their submissions page: 

“The right way to present your work is to use an unfussy font - not too big, not too 

small (Times New Roman 12 point will do just fine), 1.5 or double spacing, and make 

sure you set the work out correctly, the way you'd see it on the page of a published 

book - ie, paragraphs indented (rather than with spaces between them), dialogue 

properly formatted etc.  

This may sound petty, but if you've got a truckload of reading to do (which is the 

case for all literary agents), it makes a massive difference when the work looks clean, 

professional and readable.  

Also, number your pages and put your name on them.” 

 

Formatting the document in Word 

Choose a font such as Times New Roman, set at 12pt, in the Home tab. 

 

 

Make the document double or 1.5 spaced and indent the paragraphs (1.27cm is 

industry standard). 

Go to Paragraph and click on bottom right arrow: 

 

 

 



Write Your Novel – Week 1 

 

2                                                   
Joanne Derrick 2024 

Input the settings as below: 

 

 

The first line of each chapter should not be indented but each subsequent paragraph 

should, as per this example of the first page of Great Expectations: 

 



Write Your Novel – Week 1 

 

3                                                   
Joanne Derrick 2024 

To add a header, double-click in the space at the very top of the document. 

You can add your name and novel title. Right alignment is best. Then double-click on 

the main document to return to your text. 

  

 

 

To add a page number at the bottom of your document, double-click in the footer 

space in your document. 

 

 

Then click on page number and select ‘Bottom of Page’ and ‘Plain Number 2’: 
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Example of page format from my current work in progress: 

 


