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Cover Letter Checklist

Intro
Salutation/name (check spelling & formality)..........cccoevveeiieciiiierieieeieeee e a
Remind how/when/where mat’ls were requested .........ccoeevuieiiieiieniiiiiieeeee e, a
IMANUSCTIPE TIELE ..ottt ettt ettt e s be et e sseesteesseessesseesseessesseenseessenseenseas a
WOTA COUNL.....oeiiieiieieiet ettt ettt ettt ettt b et eae e st e st e s e s e be st e ebeeneeneene e a
GIITC ...ttt ettt ettt ettt e et a e s et et e b e e bt e bt e st e st ent e st e b e b e e bt ebeebeeneentensentebeebeebeeneene e a
Any additional information that was requested ............cccoerireiiieniiiiiieieeeee e a
Pitch Paragraph
T-9 TINES LOME.....vieviiiieiieiieeiteie ettt ettt et e st et e et e eta e beesbeeseesbeessesseeseessessaeseenseessenseensenes a
Third Person, PreSENT tENSE .....ccuueevieriieriieiieeeteeiteeeteesieesteeteesteesseessteeseessseenseessseeseessseenseens a
HOOK ..ttt ettt b e b bt n et ettt b e neeneene e a
PLOT CALALYST....vieuiieiieitieiieiecttete ettt ettt ettt e e e et esbe e b e eseesseesseessesseesseessesseenseessasseenseas a
GENTE INAICALOTS .....euvieiiieeieeiieie et e ettete et et e e et e steesbeesseetaesseesseeseesseessesssesseessesseesseessesssenseensenns a
VI0RCR ..ttt he ettt ettt bt bt h e et n e a e et e bbbt h e bt n e en s et et e be bt eteeaeeneenean a
IMAIN CRATACLET ...ttt ettt ettt e et e saeesteessessaesbeesseessesseenseessenseensens a
Goal, MOtIVAION, COMTIICT ....uviiiiiiiiiie ettt ettt e e et e e e e e e e e eeaaeeeeenes a
SENSE OF SEHINEZ ....vivieeieiiietieie ettt ettt ettt et e e e e et e et e e teebeessesseesseessessaenseessesseenseessennes a
Does Not 1eVeal TESOIULION ......eeeiiiiiiiieciieie et et et ebee e aae e e e a
Balance of elements (not too much character development or world-building)...................... Q
Easy to understand (not too complex or CONfUSING) ....cc.eeevieriieriieriiiiieeie e a
Bio Paragraph
Y our pUblISHING CTEAILS......ccuieiieiiiieiieieeeeteet ettt e st et e e e sreenaeessesneenseas a
Applicable education/@XPEIIENCE .......ccueiruiieriieriieeiieniieeteeiee et estte et esteeebeeaeesbeenseesaeeenseesnnas a
Platform (like social media presence) only if impressive & applicable ...........cccoccveeieenennee. Q
WHhen in doubt, I€AVE T OUL.......oeiiiiiiiii ittt ettt e e e et e e e eeaaeeeeeeaaeeeeans a
Closing
Mention what mat’ls included/attached.............ccooeeviieiiiiiiieieceeceeeeee e a
TRANK thEIM ....eiiiiiiiiiee ettt ettt te et e e b e esaesseessesseeseesseesaenseensenes a
Don’t @IVe ACAALINE........ecuiiceieiieiecieie ettt ettt e essaeebeebeeseesteeaeesaeeaeenneas a
B DIICT ...ttt ae et ene e a
Include how they can r€ach YOU.......coouiiiiiiiiiiiiece et a
Professional SIgNature lNE ...........ccceeriiiiiiiiiieiieee ettt e a
Professional email addressS...........eecuiirieiiiiiiiieiiee e a
Subject Line/Envelope Notation (e.g. Requested materials) ...........cocceevvueeeveeeeeceeenveeceeaneanne a
Have someone else proof-read it...............cooooiiiiiiiiiiiiiiieeee e a
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Synopsis Checklist
Third Person, PrESENT tENSE .....ccueerueietierreeriieeteertee et erteesteeteesteeseesateesseessseeseessseenseessseeseessseenns a
Single-spaced if one page, otherwise double-spaced...........cceevveriieriiiiienieeieeie e a
Slugline: top left name/name of MANUSCIIPL ......c.eeiiiiiiieriieiieie ettt a
Page number (if more than one): top right “Synopsis Page #”........cccovevviiiiieniiiiiecieeieeeeee a
CRIONOIO@ICAL.....c.viiiieiieeieciiete ettt ettt et e et este e b e e tbesteesseessesseesseesaesseesseessesssenseessesseensens a
Primary Characters ONLY .......cc.ooiiiiiiiiiiieiieie et ettt s e eteesaaeebeesnbeenseen a
Primary plOthNe ONLY .....ccvecuieiiieiiiieieieeeee ettt et e e aeese e be e s e esaesseesseesaeeas a
Secondary plot/char’s only if essential to understand primary...........ccccceevveeciienienciienienieeeeee. a
Hook and/or plot catalyst OCCUL @arLY .......cccviiiiiiiiiiieiiieieeee ettt a
Tell (rather than SNOW)........ccuiiiuiiiiieiecce ettt ettt et e eaaeeveeeareeereeeaneenns Q
Include Zenre INAICALOTS ... ..covieiiieiieiie ettt ettt ettt et see e e be e st e e bt e s saeenbeessaeenseessseenseens a
INCIUAE VOICE ...ttt ettt b et b e bt e st e st et e b et e sbesbeebeeneenens a
Include Main ChATACIET™S ATC .....ecuviruiiiiiiiiieeieet ettt ettt et sttt a
Include goal, motivation, conflict, and stakes (internal and/or external)...........c.cccceeveiieriienirennnnn. a
INCIUAE SETINE.....evieiieiieiiecteeie ettt ettt ettt et e et e et ebeesaeeseebeesseeseesseesseeseesaenseesseseensesseenses a
REVEAL TESOIULION ...ttt ettt ettt sbeebeeneene e a
Use minimal or N0 dIQlOZUE .........eoiiiiiiiiiieiieeie ettt ettt et seaeebeeenbeeseens a
Balance of elements (e.g. not too focused on beginning scenes or world-building) ..................... Q
Easy to understand (not too complex or CONTUSING) ....ccuveevierieeiiiiniieiieeie et a
Optional: begin with short, catchy SUMMATY ..........ccccovieiiiiiiiieiieeeeee e a
Streamline, cut, tighten dOWn t0 €SSENtIALS........c.ceviiiiiieriieiieieeieee e a
No info about you or notes directly addressed to agent/editor ...........cccueeveeeiieriencieenienieeeeee, a
Have someone else proof-read it.................c.coooiiiiiiiiiiiiiie e a
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Submission Pages Editing Checklist

Standard manuUSCIIPt FOTMAL...........eoiuiiiiieiieie ettt et sttt e e teesabeeaeeennas a
Begin story in the right PIaCE .........c.ioiiiiiiiiie et a
Plot catalyst occurs Within firSt ~30 PAZES .....ccveevireriieriieiieeie ettt eeee s a
Show (rather than te11) ..........couiiiiiiiiiieie ettt ettt ettt et e e et e e veeeaeeeaveeeaeeeenas Q
INClude ZEenre INAICALOTS ... ..eeuvieiiieiieiie ettt ettt ettt sae e e be e st e e bt e s saeenseessaeenseessseenseens a
Show goal, motivation, conflict, stakes (internal and external)............cccoeeveeviiniinciiinieniieeeee, Q
SROW SEHINE....c.veeuiietieiieieett ettt et et et e e ste et e e seesteesaeeasesseesseessesseesseessesseenseeseaseessenssenseensenns a
Elminate info-AUMPING .........coieiiiiieiiieiecieie sttt ettt e et e e e sbeeaeesaessaenseesaesseesseeseenes a
CTTICKIE 117 DACKSTOTY ..evtiiieiieeieciiete ettt ettt ettt et ete et e et e steebe e e e saeeseessesseesseessesssenseessasseensens a
Avoid having characters say/think things for benefit of reader...........cocevveeviniiniininiinicee, a
Eliminate personal “crutch” words and phrases (like “Just™) .......cccccoevvieriiienieniiiinieciieeeeeee a
Replace 10 be verbs With StrONGET VETDS ........cccuiiiiiiiiiiiiieiiecieeee et a
Use active voice and verbs, not passive (unless done intentionally) ...........ccccoevueevieiciiinieniieennn. Q
Eliminate or replace empty adVerDs........c.cooiiiiiiiiiiiiiiiiiieieeee ettt a
Choose adverbs and adjectives thoughtfully; use sparingly ............coccoeviiiiiiniiiniiiiiee a
Avoid big “thesaurus” words when regular words Will do..........ccoeeiiiiiiiiiiniiiiiiee, a
Check for common contraction/homophone errors (itS/it’s)........cecvvervierieriieenienieeiienie e Q
Check for subject-Verb agreCment ...........cocuveevieriieriieiieeie ettt ettt et e seeeeaeeseee e a
Check for dangling MOIfIELS ..........ccuiiiiiiiiiiiieieee ettt a
Use “said” for dialogue tags more than 90% of the time.............cccecveeviiriiieniiiiiiiecceeeeeee a
Relax dialogue that’s t00 “PerfeCt”........ccuiiiiiiiiiiiieeiiee ettt et s a
Cut dialogue “filler,” IIKe GIeCtiNGS .......c.cevieriieriiieiieiiieiie ettt ettt ste et e e eseeeeae e a
Tone down dialect/accents in dialogue (a little goes a long way) ........ccceeveveerieniieniienieeniieeene a
Reduce laundry-lists to one salient detail whenever possible............cccceviieiieiiiieniiniieiieeieee, a
Check for “head-hopping” and shifting point-0f-VIEW ...........cccceeviiriiieiiiniiieiece e a
Eliminate eXclamation POINTS...........ecvieverierieeieeiesteeteeteesteeaeeteesseesesseesseesseeseesseessesssesseessesssenses a
AVOIA CHICNES ...ttt ettt b ettt et s et ebe st e sbeebeeneeneeneas a
Streamline, CUt, tIZNEEN ........cciiiiiiieiieieciee ettt e e e be b e ereenre e a
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First Page Considerations

SOMENING NAPPEIIS ...ttt ettt b e e sa e aeebeesaesseenseesaesseessesssenseensenns a
CONTTICE .ottt ettt ettt et b et e et es e s et e b e e b e et e eae e st estent e senbenbeebeeseeneenens a
SENSE OF SEHLINEZ ...vvivieiieiiieiieie ettt ettt et ettt et e et esteeaeeaeesteesseesaesseesseessesseenseeseesseesseesseseensenns a
GENTE INAICALOTS ...ttt ettt ettt ettt e st ea s et et et e sb e et e eseeseeseens e tenbenbeebeeseeneenens a
Does the reader know what’s at Stake? ...........cooueiiiiiiiiiiiiiiee e a
What does the reader wonder or is afraid will happen?............cccooviiiiiiniiiniii e, a
Does it make the reader CAre? .........cociiiiiiiiiiiieiieeee et a
Why would the reader turn the Page? ........coveeiiiiiieiee et a
MINIMAL @XPOSIEION ....eeuiiiietieiieieeitete et et e ettt este et e eteebeesaeesaeseesseessesseesseeseessaensesssenseensesseennes a
AVOIA DACKSLOTY ...ttt ettt ettt et este e be e s e sse e beesaesseesseessessaenseessenseenseessennes a
NO INFOAUMPING ..ottt ettt e ste e b e e aeesbeessesaaenseessessaesseenseessenseensenns a
INO CHICRES. ...ttt ettt b e e bt et en et e et et st sbeeneeneenes a
Reduce redundancy and tighten (make every wWord COUNt).........cceeeveeviieriieniienieeieeie e a
GTEAL FITST LN ..ttt ettt ettt et et e bt e bt a e e st e st et et e nbesbeeneeneenens a
GTEAL 1ASE TINC ..ottt ettt b et e et e a st et et et e b e b e bt eneene e a
Have someone else proof-read all pages of submission ..............cc.ccccooeiiniiiiniiiiniiiiniee, a
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