READ ME FIRST — Academic & Technical template
For textbooks, research, manuals, and technical books — with tables, figures, notes, and references. It works for both Kindle and ePub. Delete this page before you send your manuscript.
How to use it
1. Paste your text with Paste Special → Keep Text Only (Ctrl+Shift+V / Cmd+Shift+V).
2. Apply the styles from the Styles panel: Heading 1, Heading 2, Heading 3, First Paragraph, Normal, List Number, Table Caption, Figure Caption, Code Block, Equation, Bibliography Entry.
3. Replace the sample title, copyright, and chapter text with your own.
4. Right-click the contents list and choose Update Field → Update entire table.
Academic & Technical checks
☐  Insert notes with References → Insert Footnote (or Endnote); they become linked notes in the eBook.
☐  Keep tables simple — no merged cells — and put a Table Caption above each one.
☐  Insert equations with Word's equation editor; complex notation is best quoted individually.
☐  Use Code Block for code or commands so spacing is preserved.
☐  Put every reference in Bibliography Entry (hanging indent).
Every book
☐  Chapter titles use Heading 1; sections use Heading 2.
☐  No tabs, double spaces, or empty lines used for spacing.
☐  Images are In Line With Text — no floating images or text boxes.
☐  No headers, footers, or page numbers.
☐  The table of contents is Word's automatic version (right-click → Update Field).
☐  Saved as .docx — send the Word file itself, not a PDF export.
Publishing on Kindle
☐  Cover: upload it separately to KDP at 1,600 × 2,560px (width × height), RGB JPEG under 5MB — do not paste it into this document.
☐  Kindle builds its Go To menu from your Heading 1 and Heading 2 styles; keep the in-book contents page as well.
☐  Compress images: on the 70% royalty option, KDP deducts $0.15 per MB of file size from every sale.
☐  Preview the converted book in Kindle Previewer (free from Amazon) before publishing.
Publishing as ePub
☐  Cover: a portrait image of at least 1,600 × 2,400px (2:3), RGB JPEG — the shape most ePub stores prefer.
☐  Add alt text to every image (right-click → View Alt Text) so screen readers can describe it.
☐  Set the document language (Review → Language) so the ePub declares it correctly.
☐  Validate the finished ePub with EPUBCheck, the W3C's official validator.
Want it done for you? Hand-coded Kindle and ePub conversion from $30: www.ebookifi.com/services/
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Contents
Right-click here and choose Update Field to build your contents list.
Preface
Explain the book's scope and who it is for.
1  Chapter Title
Chapter opening paragraph (First Paragraph). Add a footnote with References → Insert Footnote.
1.1  Section Heading
Body text in Normal.
1.1.1  Sub-section Heading
Table 1.1: A simple table caption goes above the table
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[Insert figure here — In Line With Text]
Figure 1.1: Figure captions go below the image.
E = mc²    (1.1)
print("Code keeps its spacing in Code Block")
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About the Author
A short biography — two or three paragraphs about you and your writing. Readers who reach this page are your most engaged readers.
Website: [your website]  ·  Newsletter: [signup link]
Also by Author Name
[Book title] — one line about the book
[Book title] — one line about the book




