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Cover Letter Checklist

Intro
Salutation/name (check spelling & formality)...........cccovvieriiienieniieiesiee e a
Remind how/when/where mat’ls were requested..........ceevieiiieriiiniiiiieeie e a
IMANUSCTIPE THELC ...evvietieiieie ettt ettt ettt e ste e b e esaesteebeesaesseesbeenaesseenseensessaensens a
WOTA COUNL ...ttt ettt ettt ettt s bttt eae e st et e st e besbesbeeseeneenea a
(€ 15311 (OO OO PRSPPI a
Any additional information that was requested............coouieriiiiieniieiiece e a
Pitch Paragraph
T-9 TINES LOME ..ottt ettt ettt et et e e et esbe e b e esa e beesseessesseensessaenseesseeseenseensenns a
Third person, PreSENE LENISE ......cccuieruieriieiieeieeiteeeteeteeeteesteestteebeessreenseessteenseessseeseessseenseensnas a
HOOK <.ttt ettt b e bt b e et n ettt e b et aeeneeneas a
PLOT CALALY ST, eetieiiieeieciieie ettt ettt ettt e ste et e et esse e b e esaessaesseesaesseesseesaesseenseensensaensens a
GENTE INAICALOTS ... .eeueeuieiteieete ettt ettt ettt ettt et e et et e bt ebesae e st eneentensenbenbesbeebeeneenens a
VI0RCR .ttt ettt h et h e a et a bbb bbbttt n e nt e st et et e beeheebeeneeneeneas a
IMAIN CHATACTET ...ttt ettt ettt sttt et e st et e e b e sbesbesneeneenea a
Goal, MOtIVAtION, COMTIICT ... ..uiiiiiiiiiii ettt e e e e e e et e e e eeaaeeesennes a
SENSE OF SEULINEZ ....veetieeiiitiesiieie ettt ettt et e et eetaeste e b e estesseesseessesseenseessesseesseessesseensennsenns a
Does NOt 1eVEAl TESOIULION. ......cciiiiiiiiieiiecie ettt ettt et e e seae b e ennas a
Balance of elements (not too much character development or world-building) ..................... Q
Easy to understand (not too complex or CONfUSING) ......c.eevveeriieriieriieiieeie e a
Bio Paragraph
Y our publiShing CIEAILS .....cccvivvieiieiieiieie ettt e et se b esaeeaeessesseenseas a
Applicable education/@XPEIIENCE. ......cccutiruieriieriieetieriieeiee et et e eteeteesseeebeeseeenbeessreenseesseeenne a
Platform (like social media presence) only if impressive & applicable............cccecverirenennnee. Q
When in doubt, IEAVE It OUL........coiiiiiiiiiieiiee ettt e e e e e et e e e eeeeeesesaaeeeens a
Closing
Mention what mat’ls included/attached............c.occvevieiiiiiinieiiccce e a
TRANK thEIN ...ttt b ettt ettt be st et ebeeneenea a
Don’t @IVe ACAALINE .......eevieeiiiieieeiecteete ettt ettt e s e beerae e e b e e saesse e seenaeeraenneas a
B DIICT ...ttt ettt ettt ae et eneas a
Include how they can re€ach YOU .......cccuiiiiiiiiiiiceee e a
Professional SIgnature lINE...........cccveviieiiiiiieiieeieeieeeee ettt ettt e a
Professional email address.........c.oevuieiiieiiiiiiiiiieeie e a
Subject Line/Envelope Notation (e.g. Requested materials)............c.ccceeeeeeeeeceeneenceeeneennnnn. a
Have someone else proof-read it.................occooiiiiiiiiiiiiiiie e a
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Synopsis Checklist
Third Persomn, PrESENE LENISE ... ..ccuuieriieeiietieeieerteeeteerteeeteerteesteeteessreeseessseesseessseenseessseeseassseenseens a
Single-spaced if one page, otherwise double-spaced ..........ccoevvieriieriieiienieciee e a
Slugline: top left name/name of MANUSCIIPL......cc.eeiiieriieiiieiieie et a
Page number (if more than one): top right “Synopsis Page #”........ccccovvvrvierieiiiienieeeeieceee a
CRIONOIOZICAL ....ooviiiiiiieie ettt ettt et e te et e s se e seesaeeseeseessesseesseessesssensesssesseensens a
Primary Characters ONLY .......ccooiiiiiiiiiieieee ettt et e s e e teesateenbeassneenneen a
Primary plOtHNe ONLY ......ccvieiiiiieiieieiieie ettt e e e e e e sbeesseesaesseenseesnennas a
Secondary plot/char’s only if essential to understand primary...........cccccceeeieerieniiienienieerieee a
Hook and/or plot catalyst OCCUT €arlY........cccuiiviiiiiiiiieiiieiece et a
Tell (rather than SHOW) ........coviiiiiiciiecie ettt ettt e e e eteeetseeeveeeaneeereeeaseenneea Q
Include genre INAICALOTS. ......ccuiiiiieiieeii ettt et et e st e e bt essbeebeesaeeenseessneenseens a
INCIUAE VOICE. ... ettt ettt ettt b e sb e s bt bt e st e st et e e besbeebesaeeneeneas a
Include Main ChArACIET™S ATC......cuiiiiriiiieriteteete ettt ettt sttt a
Include goal, motivation, conflict, and stakes (internal and/or external) ............cccceeviierieniennnnn. a
INCIUAE SETINE. ....eeuvieeieiieie ettt ettt ettt ettt e st e s be e b e eseesseesseessesseesseessesseensesssenseensenssenss a
REVEAL TESOIULION ...ttt ettt sttt ettt ettt saeene s a
Use minimal or N0 dIQlOZUE..........ooviiiiiiiiieiieie ettt ettt e sabe e b e e a
Balance of elements (e.g. not too focused on beginning scenes or world-building)..................... Q
Easy to understand (not too complex or CONfUSING) .....cveeviieriiiriieniieiieeie et a
Optional: begin with short, catChy SUMMATY .........ccccocieiiriiiiiiierieieceese e a
Streamline, cut, tighten dOwn t0 €SSENtIAlS.........c.eeviiiiiiiiiieiieie et a
No info about you or notes directly addressed to agent/editor............cccceevverciienieniienienieeeeee. a
Have someone else proof-read it..................ccooiiiiiiiiiiiiiiee e a
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Submission Pages Editing Checklist

Standard manuSCIIPt fOTMAL............eecuiiiiiiiieie ettt e e e ebeeeaae e a
Begin story in the right Place.........coeoiieiieiiiee e e a
Plot catalyst occurs Within firSt ~30 PAZES .....ccvveviieriieriieiieeie ettt a
Show (rather than te11) ........c..covviiiiieiiieiie ettt ettt eve e e taeeveeeaaeeeneeeane e Q
Include genre INAICALOTS. ......ccuiiiiiiiieeiie ettt ettt e s ae e bt essaeebeesabeenbeessneenseens a
Show goal, motivation, conflict, stakes (internal and external) ...........ccceevviieiiiniiieniiniieeieee, Q
SROW SEHING .....vivieitieiieetiete ettt ettt et et este et e e taeste e b e sseesseesseessesseensesssesseesseessesssensesssenseensens a
Elminate info-AUMPING.........cccveriiiiiiieieeieeieeie ettt te b seesse e e e seesseenseesaesseesseesnenns a
C“TTICKIE TN DACKSTOTY ..eevvieiiieieiieiiecteeie ettt et et e st e e et este et e s seesseesaesteesseessesseeseessesssensesssesseensens a
Avoid having characters say/think things for benefit of reader............ccccevieviriiniiiininiinne a
Eliminate personal “crutch” words and phrases (like “Just™) .......ccccceeviieriiieriieniiienieeieeeecee e a
Replace 10 be verbs With StrONGET VEIDS ........cocuiiiiiiiiiiiiieiieeie ettt a
Use active voice and verbs, not passive (unless done intentionally)...........cooceeveeniienienciieneennen. Q
Eliminate or replace empty adVErDS .........ccccuiiiiiiiiiiieiiieiieee ettt et a
Choose adverbs and adjectives thoughtfully; use sparingly...........cccoccoeviiniiiiiiniiinieee a
Avoid big “thesaurus” words when regular words Will do.........ccceevieniiiiiiiniiiie, a
Check for common contraction/homophone errors (itS/it’s) ........ccvvereuiereerieenienieeriesieeiee e Q
Check for subject-Verb agre@ment . ........c.coviieuieriiiiiieie ettt e e a
Check for dangling MOIfIEIS ..........eouiiiiiiiiiieiieie ettt a
Use “said” for dialogue tags more than 90% of the time ...........ccceeviieniieiieniiieiiee e, a
Relax dialogue that’s t00 “PerfeCt” .......ccieiiiiiiiiiiieieeie ettt a
Cut dialogue “filler,” 1IKe GIretiNgS.........covvieiuiiriieiiieiie ettt ettt ettt sae e eaee e a
Tone down dialect/accents in dialogue (a little goes a long Way) .......ccceevvvevierciiinieniieiecieeene a
Reduce laundry-lists to one salient detail whenever possible .........cccocveriiiinieniiieniinicieeee, a
Check for “head-hopping” and shifting point-0f-VIeW............ccceerieriiiiniiniieieceee e a
Eliminate eXclamation POINES .........c.ccveruervierierieeiesieesieeetesteeseeseesteesseesaesseesseessesseessesssesseessesssenses a
AVOIA CHICRES ...ttt s b e bttt e st et e et e b s b ebeeaeeneeneas a
Streamline, Cut, tIZNEEN.........ccviiiiiieiecieeee ettt b e sreeae e aeenae e a
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First Page Considerations

SOMENING NAPPEIIS.......eiiieiieiieciieieete ettt ettt et eeteesteesseestesseesseessesseenseessesseensens a
COMNTTICE 1.ttt ettt b ettt b et e st a et e b et e et e e bt ebeesteneeneen s et ebenbesaeenesseenens a
SENSE OF SEULINEZ ....veeuvieiieeiietieie ettt ettt et et et e et e et e s te e s e sseesseesseeseesseensesssesseesseessesseensesssesseensens a
GENTE INAICALOTS ...ttt ettt ettt ettt ettt et e st et et et e be s bt s bt ebeeseeseeneens et ebenbesaeeneeseeneens a
Does the reader know what’s at Stake?.........c.eoouirieriiiiiiiinieeeee e a
What does the reader wonder or is afraid will happen? ...........cccoivieiiiiiiiiriie e a
Does it make the reader CAre? ..........coiiiiiiiiiiiiiiieee ettt a
Why would the reader turn the Page?........cccuieiiiiiieiieeii et a
MINIMAL @XPOSTEION ... .evieuiieiietietieiesteeteete st ete et e steeteeseesseesseessesseesseeseesseesseessesseensesssenseensenssenses a
AVOIA DACKSIOTY ...ttt ettt ettt et e e s te e b e e saesseesseesaestaeseessesseesseessenssenseensenns a
NO INFOAUIMPING ...ttt ettt e st et e e s teebeesaesseesbeessesseenseesaeseessessseseensenns a
INO CLHICRES ..ottt b ettt e b ettt et ettt eae b et enee a
Reduce redundancy and tighten (make every Word COUNt) ........c.cooeveerieniienieniieieeie e a
GTEAL FITST LN ...ttt ettt ettt ettt s bttt sae e st e st et e b e besbeebeeneseeenens a
GTEAL 1ASE TINC.. .ttt et ettt b e bt st e st et e et e benbesbeebeeeeene e a
Have someone else proof-read all pages of submission...................ccocoiiniiiiiniiiiniiiiniee, a
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Submission Tracking

Sent to: (name of agent/editor)
At: (agency/publishing house)
Address: (email or snail mail address)
Date sent:

Expected response date:

Date to follow up:

Acceptance/rejection/withdrawal:
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