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Personality

· Characters in the narrative, whether fictional or not, are presented in an engaging way.

· Heroes’ flaws are revealed and villains’ humanity is affirmed.

· People are treated fairly and without stereotyping or creating caricatures.

Presentation and Flow

· Information flows cleanly from one idea to the next.

· The information and organization enhance the story.

· Concepts are presented in an order that will be expected by or helpful to the reader, e.g., simple concepts before complex ones.
· Flashbacks are used only when necessary and are engaging.
· Anecdotes are engaging and relevant.

· Vivid details enhance the reader’s understanding and highlight key points.

· Lists are numbered when sequence is important, and bulleted if not.

· Images, charts, and sidebars are relevant and support the content, rather than distracting from it.

Information, Facts and Historical References

· The facts employed are credible and enhance the purpose or story.

· Explanations are clear and unambiguous.

· Information leads readers to appropriate conclusions.

· Case studies and anecdotes are used to highlight conclusions, not as filler.

· Any anecdotes presented as true stories have been verified.

· Quotations are rendered accurately.

· Quotations are substantiated, and appropriate citations are given.

· Names are spelled correctly.

· Claims have been verified by reliable sources.

· You have in your notes, if not in the text, citations and links for your sources.

· Someone with better math skills than you has verified your calculations.

· Footnotes, endnotes, blind notes, and reference lists have been used appropriately and are formatted correctly.

Narrative voice

· The narrative voice draws the reader into the text.

· The author’s voice and approach are fresh.

· The voice avoids being too distant, intimate, offensive, or stilted.

· The voice is consistent.

· The passive voice is used only when appropriate.

· The author avoids flowery or “purple” prose, as well as clichés, recycled phrases, and unnecessarily repeated words.

· Paragraph and sentence lengths are varied.

· Language is clear and vocabulary is appropriate to the audience.

· The writing is illuminating and vivid.

Mechanics

· Punctuation is properly applied.

· Usage is in accordance with convention.

· Grammatical errors have been eliminated.

· Spelling is correct.

· Requirements of the chosen style guide have been met, including the format of citations.

· Page or section numbers in cross-references match.

· The manuscript is formatted in accordance with industry standards.

Download my manuscript formatting guide:

kristenstieffel.com/new-manuscript-formatting-guideline

Other notes

This document is provided for your personal use, and you may adapt it for your own needs. But I do ask that you not redistribute it. If you wish to share the checklist with other writers, please send them to my website to download their own copy. Thank you.
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