


INTRODUCTION

How to Use this Checklist

Professional authorpreneurs recognise the importance of
having systems and processes in place, so that they don’t have
to spend time reinventing the wheel every time they want to
publish another book or work on a project.
No more winging it!
Having a comprehensive plan in place saves time, increases
effectiveness and reduces stress.

In order to keep it down to a manageable size, this checklist is
designed to make you think about what to do, rather than
provide all of the technical details. 
The Action Steps are broken down into Weekly Lists and Four
themes:

Editing Your Manuscript
Building Your eBook
Publishing your eBook
Marketing and Promotion

There are no guarantees in publishing, but if you work through
these step-by-step guidelines for each week and complete this
consolidated checklist, then you can be sure that you have given
your book the very best chance of being a success. 

I wish you the very best of luck. Nina



WEEK ONE

1. The official launch date has been announced.
This should be a couple of days after the ‘Soft
Launch’ of your eBook to allow time for reviewers
to post their reviews on the online book stores.

2. You have ramped up your presence on social
network sites to share your excitement for this
project with relevant and useful blog posts.

3. Your launch plan is complete and you are
tracking each step.

4. You have chosen a designer for your cover art
and placed your order.

5. You have sent your manuscript to a copyeditor or
beta-readers.

6. You have researched and decided on the
publishing platforms for your book and if you plan
to publish both an eBook and a printed book.

The Six Key Milestones that need to be passed by
the end of Week One:



WK 1. EDITING YOUR MANUSCRIPT

Creating a Revised Manuscript

Research or book time with one or more beta-readers or a
professional copyeditor who will look at the structure of your
manuscript, and report back on any plot errors or inconsistencies.
Make sure that they can work on your book in the next two weeks.
If required, use free software like Calibre to convert into a digital
format your reader can use. You may need to send a hard copy so
allow for post delays

Research and book time with a proofreader, or very meticulous
friend to read your manuscript.

Meticulously revise your text and check that any quotations,
hyperlinks, references or image credits are correct.

Create a Style Sheet for your book and always use the same Style
for Section and Chapter Headings. This will make creation of a
hyperlinked Table of Contents easier when you format your
eBook.

WK 1. BUILDING YOUR EBOOK

The Cover Art

You have researched the style of book cover which you would
love to have as the cover design for your work. This has to
match the genre conventions or match the styling of similar non-
fiction titles in your subject.

You have checked your budget and decided on how much you
can afford to spend on the art work.



If you are planning to have a print on demand book available at the
same time as your digital eBook, make sure that your cover
designer knows this well in advance. The final design will depend
on the total number of pages in your manuscript when it has been
formatted, and has to include a spine and back cover design. 

You have researched all of the design companies who create book
covers in your genre to suit your budget.

You have decided on who is going to create your cover image,
booked a date, and contacted a designer if needed to commission
any custom art work

WK 1. BUILDING YOUR EBOOK

WK 1. PUBLISHING THE EBOOK

Creating Your Publishing Strategy

You have decided on the format of the eBook that you want to
publish. Do you want to go for printed books at this time or
electronic only?

If you want to have a printed book, then the interior of the book has
to be designed in a different way to an eBook, so you need to
research how to do this or find a freelancer or company who can do
this for you. The many options include free templates or you can
purchase pre-made templates.



You have decided on how you want to sell your eBook. Online
bookstores are only one option. You can also sell from your own
website.

You have decided on which Online Publishing Platform that is best
for your eBook.  Amazon dominates in the USA and UK but Kobo,
Nook and iBooks and other platforms are growing in Canada,
Germany and other countries. Study the online training materials.

WK 1. PUBLISHING THE EBOOK

If you are not a U.S. Citizen, then you will have to add all of your tax
information to avoid paying the withholding tax on your eBook sales
on Amazon.com and other US sites. 
This means that you need to obtain either an ITIN (your personal
individual tax payer identification number) or EIN (employer
identification number) in advance of any income being generated. 
It can take several weeks to receive an ITIN or a few days for an
EIN. 
Go through your tax information and/or interviews on each online
platform and if necessary post a copy of the form in hard copy.

My recommendation? Apply online for an EIN or fax a form to the EIN
office. When you publish online, most authors create a name for your
publishing company. For example, mine is NinaHarringtonDigital. 
This makes you a business and you can claim that sole-trader
business identity and register your EIN. 
Your EIN number will then arrive in the mail in a few days, or weeks if
you are outside of the USA, and if you have access to a fax machine,
or online fax, they will send it you by fax in a couple of days.



WK 1. MARKETING AND PROMOTION

Your Website and Blog

You have a professional looking author website which has your
author name as the domain name. You have bought and own your
own website domain name.  Most authors prefer the dot com style
web address.

You have a blog as part of your website which you are updating at
least once a week, and all of your posts can be shared on social
media.

You are happy that your website reflects your brand style and has
an appealing author biography page which is up to date, with a
recent author photo.

You have created a media kit on your website with your author
photo and biography and links to any interviews that you may have
done and/or interesting facts.

You have some way that readers can subscribe online and follow
your blog posts by email.  You know how many people are following
your blog by email and can use this number to measure any
additional subscribers.

You have published the official date when your book is launched.
 Take care with the launch message – it will instantly create an
impression about the book and the content in the mind of the reader.



WK 1. MARKETING AND PROMOTION

Reaching out to Your Audience

You have created a Twitter account with a great snappy tag line,
avatar and a background image and link to it on your website.

If you enjoy collecting photographs and images during the research
for your book, create an account on Pinterest or Instagram and link
to it on your website.

You have created an official Author page on Facebook that your
readers can find and built up enough links and connections to
make it a stand-alone page, and link to it on your website.

You have created a Goodreads Author account and started linking
in your blog posts and friends, readers and writers.  Research any
special interest groups on Goodreads who would be interested in
your type of book and start socialising if you have not already done
so.

This Checklist can be adapted to any kind of eBook so here are a few
ideas on how you can customise the Week One marketing steps for your
individual project.

Customising your Launch Plan

Fiction Authors
You have written at least three blog posts a week on your blog.  Re-
purpose old very popular posts and link them to the book and add a
gallery of inspirational images linked to the new book.



WK 1. MARKETING AND PROMOTION

You have created an e-mail subscription campaign from your
website, where you offer any subscriber some free bonus content or
valuable information in exchange for their e-mail address.  Use
MailChimp or Aweber or similar mailing service to capture these
emails.

You have spent time finding images of actors and celebrities and
added their name to the post title to instantly increase your visitor
numbers.  Readers love to know about inspiration for your
characters.  E.g. How [TV actor] inspired me to find my detective for
my latest romantic suspense novel.

You have engaged with your existing or prospective readers through
intriguing facts and snippets about the book. Settings and research
are always popular.

You have created a profile on LinkedIn and have made connections to
others working in the same topic / area.

Non-Fiction Authors

You are already commenting on the blog posts of other authors writing
in the same topic, and have established some credentials as a leader
in your field.

You have written at least three fresh very topical blog posts with huge
value and posted them one after the other, perhaps one each week,
building blog traffic without having to make a hard sell.

You have come up with a FREE information product or other
valuable resource, relevant to your followers that you can give away
as Bonus Content when they buy your eBook OR when they
subscribe to your email list. You could also offer your eBook at a low
launch price to your followers.



WEEK TWO

1. Your author profile is complete on all of the
online publishing platforms that you have decided
to use to publish your eBook.

2. The book data is complete, and saved as Draft on
Kindle and on other platforms or set to Pre-Order.

3. You have created advance reading copies of the
Kindle Previewer file and ePub file and sent these to
your reviewers.

4. You have all of the feedback on the manuscript
and have made final revisions to the text.

The Four Key Milestones that need to be passed by
the end of Week Two:



WK 2. EDITING YOUR MANUSCRIPT

Your book had been copy-edited and you are now working on
any revisions.

WK 2. BUILDING YOUR EBOOK

The ISBN

You have researched which online publishing and distribution
channels would be best for your eBook and decided on where your
work is going to be sold.

You have checked if that online bookstore needs you to have an
ISBN. Amazon and other online retailers usually do not require an
ISBN for eBooks, since they use their own tracking codes, but you
will need one for print books if you want to sell your printed books
other than print on demand.

You have registered with the local ISBN issuing authority and
decided on a name for your publishing company.

You have purchased any ISBNs that you need to publish your work
and registered the titles and book details with the issuing authority
so they will automatically show up in catalogues.



WK 2. PUBLISHING THE EBOOK

Decide on the online Genre Category that best describes your
eBook. If you are publishing via Amazon’s KDP interface, you can
only choose two categories and seven keyword phrases, so carry
out detailed research for this step. Don’t forget – Amazon and other
online retailers are essentially large search engines. They need the
information you provide to point readers to your book.

Research the Pricing Patterns for eBooks similar to your eBook
which will be sold to the same target audience.

Decide on the Price Point for your eBook. This can be difficult. 
If this is your debut book, or you want to test the pricing, then you
may decide to create the soft launch at the lowest price on Amazon of
99 cents, wait until you have some reviews, and then move your book
into the Kindle Select programme where you can offer it for free for
up to 5 days. 
The objective is to have lots of downloads, so you will still need to
promote the book as a free book, but it can boost your rankings in the
Amazon free chart and encourage readers to leave reviews in the
coming week. 
This tactic is not always successful and you do have to agree to
publish exclusively on Amazon Kindle Select for 90 days.
Many authors find that free books are best used in conjunction with a
targeted group of fans and readers who have already agreed to read
and review the book within 2 weeks of launch.



WK 2. MARKETING AND PROMOTION

Building your Author Platform

Get ready for Amazon Central. When your book is published, and
live on the Kindle Book Store, you can use your Amazon log on
details to create a profile for your author brand on Amazon Author
Central for both Amazon.com and Amazon.co.uk as a minimum. 
Note - You cannot create an Amazon Central account unless you
have a book available for sale in the Kindle Store, but this is the time
to prepare all of the text and links for your Amazon Central account
so that it is ready to load as soon as your book is live.

You have created one page on your website which has all of the
information about this book.  This is the place where all of your
promotional posts and marketing will point to. You can develop this
page and keep it private until you are ready for the launch.

Your Amazon Author Central Author page has links to your website
and all of your social media posts and updates automatically.  It is
your home page on Amazon and you should use it to promote your
book launch tour and any videos that you have made about this book
or your subject. You can even use it to link to your newsletter
subscription if you have one.

The Book Page on your Website

You have used SlideShare to embed the opening chapters of the
book, which visitors can read on the site, or created a PDF which can
be opened and downloaded.



WK 2. MARKETING AND PROMOTION

Create a promotional banner for the book with the book cover and
launch dates.  I use PowerPoint and Canva, but you can do it in
Word, save the page as a PDF and then convert to a Jpeg file using
a free online tool like zamzar. These custom graphics should leap out
from the page and make your book instantly recognisable.

You have a high definition book cover image

You have written an enticing book blurb for your book – like the back
cover of a printed book - which you can then use for all of the
promotion and marketing to be consistent.

You have written an exclusive ‘behind the scenes’ article about the
book, with a gallery of colourful images.

You have all the buying links drafted for your book.  The hyperlinks
can be added when the book is live.

Reaching out to Your Audience

Social Proof: Request Endorsements and Reviews for your book. The
goal is to have at least five good reviews ready to go up on the
launch day.

You have asked your Beta Readers for a review in exchange for a free
copy of your book. Always offer to do the same for them at any time.



WK 2. MARKETING AND PROMOTION

You have offered to do a guest post and offered the blogger a range
of topics which link to your book which you think that the blog readers
would find interesting.  Show that you are going to add value to this
blog and not just pitch your book. In fact it may be better to only link
to your book in the last line of your introduction.

You have made a list of 20 blogs who review books similar to yours.
 You have made comments on these blogs before and have met or
been in contact with the blog owner.

You have sent a personal email to each blogger, attaching a one
page description about the book and your author brand and how you
can help them and offer valuable content to the readers of their blog.
Don’t ask for favours. Offer something which is of benefit to them.

You have offered a free review copy of our eBook in exchange for a
review which you can use as part of your launch promotion.

Creating your eBook Data

As soon as your manuscript has been uploaded onto Kindle Direct
Publishing and converted into the mobi/Kindle format, you can
download a preview file onto your desktop.  Once you have checked
that the book can be read correctly on multiple devices, you can
email this file to your reviewers and it will open on their Kindle
eReader or computer / app etc. and be read as a Kindle eBook. 

You have created an ePub file which you can send to reviewers.



WK 2. MARKETING AND PROMOTION

As soon as your manuscript has been formatted, you can create an
ePub file by using free software such as Calibre, which you can
download.  Once you have checked that the book can be read
correctly, you can email this file to your reviewer and it will open on
their Kobo, iBooks and other Digital Adobe applications on laptops,
tablets and mobile devices.

Request Endorsements and Reviews for your book. You have made a
list of the top 20 industry leaders, or authors who write in your genre of
fiction, whose blogs you have been commenting on, or who you have
met in person or know by reputation in your area of expertise.

Customising your Launch Plan

You have created a personal email to the top five from this list,
through the contact form on their website, asking them if they would
be interested in reading your book and giving you a quote that you
can use on the book cover.  They might say no.  If they say yes, then
thank them, and then ask what format they would like to read and if it
would be possible to have a quote in the next three weeks.  If they
are key people, be prepared to expect some delay, but remember,
you can update your cover image any time you like and use the quote
for promotion later.

Repeat the same process for the other 15 bloggers / subject matter
experts who are your personal friends or colleagues.  If appropriate
offer to run a guest blog, run a Question or Answer Interview session
on your blog, or review one of their books in return.



WEEK THREE

1. The ‘teaser’ first chapter or chapters of your book
is on your website as a free extract.

2. All of the extra information about this book is
ready to go.  Photographs of locations or other
inspiration are always popular.

3. The media pack with details of the book and your
author brand is ready.

4. The manuscript has been proofread and
formatted ready for conversion on the publishing
platforms.

The Four Key Milestones that need to be passed by
the end of Week Three:



WK 3. EDITING YOUR MANUSCRIPT

Polishing and Proofreading. Your manuscript has been revised
after consolidating all of the comments from Beta Readers or
your copyeditor.

WK 3. BUILDING YOUR EBOOK

Creation of the Front and Back Matter of the eBook

Send your revised complete manuscript to the proof reader or start
the proofreading process if you are doing it yourself – this needs to
be turned around in a few days and complete by the middle of
week three at the latest.

You have written the copyright pages and added the credits for the
cover designer and any other images you used in the text.

You have added any dedications and acknowledgements.

You have inserted a special Table of Contents which hyperlinks to
the location in the eBook for that section, instead of page
numbers, by using the Heading Styles for your manuscript. This is
part of the formatting of your text so if you are not sure what to do,
simply search online and there are lots of free articles and videos,
plus details on Amazon and Smashwords.



WK 3. BUILDING YOUR EBOOK

You have written an introduction to the book if needed.

You have added the references and extra information to the pages
following the main body of the text

You have added at least one ‘About the Author’ Page with links to
your website and social media pages and an invitation to sign up
for your newsletter and review this book on the online retailers.

You have added details of any other works that you have published,
with links, and extras. Note. Kindle Direct Publishing welcomes links
to all of your other Kindle books in the back of your book – it is great
promotion. 
But if you plan to also publish on Kobo or Smashwords or any other
platform outside Kindle, then you need to create a second version of
your eBook and take out the references to the Kindle books and
simply link to your website instead.  So if you plan to create the
ePub version of your text, then take out the Kindle book links.

Formatting of the Final Manuscript
You have read the formatting instructions on the Amazon Kindle
Direct Publishing and any other publishing platform that you plan to
use, and understand them. OR You have decided on who is going
to format your book and contacted them to agree to format by the
end of week three.

You have created a standard style sheet for your work. All of the
chapter headings and subheadings etc. are all the same style
through the document. Scenes are introduced by asterisks.



WK 3. PUBLISHING THE EBOOK

Create one master word document with everything about your book
on it.  The cover image - in different sizes - the book details, the links
to all of the publishing platform accounts and your log on identity and
passwords for each of these sites, and all of the keywords,
categories and pricing info. 
This will be the core document which you will refer to so that all of
the information about the book is the same on each platform and
your website.

Create your author profile page on all of the online publishing
platforms. Include links to your website and social media accounts
and a professional author photo, plus an interesting biography.

Research all of the keywords for your book and write a stunning book
description and give the book a subtitle. Have this information ready
to load onto the publishing platforms.

Load the book image onto Kindle Direct Publishing and go through
all of the other book details - but save the upload as draft. In this way
you can make sure that the formatted text can be added quickly
later.



WK 3. MARKETING AND PROMOTION

Building your Author Platform

Write Your Blog Posts in Advance. 
You have created and scheduled a series of top quality blog posts for the
launch week and the week after with evocative and keyword rich titles to
attract visitors to your blog and website. 

You should aim for 3 to 5 pieces of valuable content.  Write them
now and load them ready to publish automatically.

You have created guest posts for your blogger hosts and send them in
advance to the blog owner with the full promotional kit for this book.

You have created a detailed fact promotional sheet for bloggers -
sample tweets, FB shares, and short summaries, plus graphics and
links to the book page on your website.

Reaching out to Your Audience

You have created brilliant sales information which is ready to send out.

You have written the Amazon book information for your book and
loaded it onto Kindle Direct Publishing.  Treat your book description
like a sales page.  The spelling and grammar should be perfect and
reflect the quality of the text.

What is the compelling and irresistible hook to this book? Is the book
description easy to understand? Remember – this will be scanned by
browsers to the online bookstore who are intrigued by the cover art.
Make the description short, memorable and irresistible. 

This is where you need to add any advance cover quotes when they
come in from reviewers.



WK 3. MARKETING AND PROMOTION

Document conversion.
It is not unusual for there to be a delay while the online publishing
platform converts your manuscript into the format it needs for that
eReader.  
If there are formatting problems, your document will be rejected while
you make the specific formatting changes they ask for.  
You should always allow a week for your manuscript to be converted,
so that you can make corrections and resubmit the file, and still make
the launch date. 
Many authors have found ePub submissions need a lot of extra work
on the Table of Contents for example.

Creating your eBook Data

You have written the ‘From the Author’ script which you will add to the
Editorial Reviews Section on your Amazon Author page on the day
that the book goes live on Amazon.
This is your chance to make a personal connection with your reader,
one to one, and is the perfect place to express your passion for this
book and the characters or topic.

Customising your Launch Plan

You are building excitement and expectation in your niche market
through regular social media updates and progress reports.
Fiction Authors. Share the exclusive free extract from the opening
chapters of your book with your network, linking back to your website.
Non-Fiction Authors.  Is there a quote or endorsement that you can
share which will help you to build intrigue and expectation in your
topic?



WEEK FOUR

1. You have ramped up the excitement and shared
your nerves and passion for this book on the social
networks, with special posts and tweets, drawing
your audience back to your website and your book
page.

2. You have a detailed list of all of your contacts
and reviewers and the dates for all of the blog posts
and communications.

3. You have set the date of the ‘soft launch’ when
the eBook will be available for sale on the online
bookstores and reviewers can post their review
comments.

The Three Key Milestones that need to be passed
by the end of Week Four:



WK 4. PUBLISHING THE EBOOK

Download a copy of the Kindle Previewer software onto
your computer and as soon as your book has been
converted, download a copy and go through it very
carefully to check for any errors- and then check it again on
the tablet and smartphone examples online. 

Do not press Publish until you are 24 hours from launch,
when the clock starts ticking and everything else must be
in place at this point. But now is the time to complete all of
the data that supports your book.

Check the Table of Contents for your Book and make sure
that all of the hyperlinks work, especially in the back matter.

Decide on how much of the book you want to include in the
free ‘Look Inside’ excerpt.

Decide on whether you wish to have your book available for
Pre-Order. If you do, you can load your text and publish it
immediately for Pre-Order.

Save a copy of the digital file of the master Kindle mobi file
and the master ePub file of your book if you created one,
and send it to reviewers.



WK 4. MARKETING AND PROMOTION

Building your Author Platform

If you have an existing email list you have already shared information
about the book and how they can buy a copy with your subscribers
through your newsletter.
If you have set up a Pre-Order then offer the book at a discount Pre-
Order price to your subscribers and fans as soon as it is loaded, or some
additional free material as thanks for their support.
Your email subscribers are your greatest asset and it is essential that
you provide them with great content on a regular basis, and not just
when you have a new book release.

Share your excitement and enthusiasm for your eBook on your social
networks – and always link back to the master page for this book on your
website which has all of the extra information plus purchase links.  

Create a detailed schedule of all of the guest blogs and posts so that
you can read any comments and quickly keep the conversation going.

Reaching out to Your Audience

Write all of your guest post material and email it to your blog host with
the Jpegs of your book cover and author photo and another copy of
your launch media kit.

Write all of the blog posts for your own site for the coming 7 days,
linking to any guest post sites and have them loaded and scheduled to
post automatically.  You are going to be busy.



WK 4. MARKETING AND PROMOTION

Creating your eBook Data

Follow-up on reviews
You have followed up on endorsements and added these to the
promotional materials and your banner and website.  
All cover quotes should go into the Amazon book description as soon as
you receive them.  
Remember, the Amazon Kindle Direct Publishing book file will be saved
in draft until you press Publish.

The most useful thing that you can do on book marketing is to use your
book as a way to make a connection with readers, by inviting them to
join your email list. 
This could be the start of a long term relationship with readers who
share your interests and enjoy the valuable content that you give them. 

Customising your Launch Plan

Create a NEW FREE bonus for new subscribers – which you will send
out to all your subscribers as Exclusive Extras to the eBook. This works
especially well for non-fiction authors.
Fiction authors should consider adding an exclusive extract of the next
book or a short story or novella, or other incentive to anyone considering
subscribing to their email list.



SOFT LAUNCH DAY!!

Your eBook is live! Savour that moment. 
Now you have the link to the online book page you can
get to work and tell everyone all about it.

You have organised a Soft Launch- a couple of days ahead of your
official launch.  Not only can you check that all of your promotional
material mentioned above is in place, you can also get some good
early reviews, which will show up on Amazon and encourage new
readers.

You have sent a friendly but urgent reminder to friends and family to
add an Amazon review.  You are very excited at the new book
released today and would like them to spread the love.

You have put a teaser on the home page of your website with links to
Amazon and all of the other online stores – or use a widget or plug-in
with the links already added with a logo of the site.

Create your Author Central profile on both Amazon.com and
Amazon.co.uk and your local store, and add your book to the book
list for your account.  Add in all of the extra information for that book.
 Make it compelling.  Plus any reviews that you may have received
from Advance Reading Copies

You have created a profile for your book on Goodreads with the
cover image and links to the book buy pages.

You have sent emails to reviewers and fellow authors with links to all
of the online book pages and Goodreads page so that they can add
their reviews.  Thank them and share your excitement about the new
book release.  Make them feel valued.  And offer to do the same for
them at any time. They have been generous with their most precious
commodity – their time. 



Take some photos of you celebrating the launch of your book and
post them on all of your social media sites and your personal blog.
Have fun and enjoy the experience. Celebrate the Launch of your
eBook! 

FINAL LAUNCH WINDOW

Launch Week
Check that all of your blog posts have gone live and keep on track of
all comments.  Be sure to thank everyone who congratulates you on
your launch. Make sure that all of the guest blogs and posts have
gone live on schedule so that you can read any comments and
quickly keep the conversation going.

Follow up Campaigns after the Launch
You will have new visitors to your website and social media sites which
you want to keep coming back so plan to generate top quality content
in the next few weeks, linked to your book topic.  

Consider Paid Advertising to boost your sales. Online Advertising is 
cheap and fast and you can run a short campaign and test the results. 
 Facebook ads are very popular and can work if you have followers on 
Facebook.  Google AdWords can also be very effective.

CONGRATULATIONS! 
YOU HAVE JUST LAUNCHED YOUR OWN EBOOK.

I WISH YOU EVERY SUCCESS!
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