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Introduction 
 

“When you get the right words in the right order, 
you can nudge the world a little.” ~ Tom Stoppard 

 
 
            The truth is writing a great non-fiction book of  
            which you can be proud doesn’t have to be as   
            difficult as so many authors make it.  
 
            The truth is the biggest battle isn’t the one that   
            takes place with the words on your computer   
            screen or your pad of paper. The biggest battle is  
            the one that takes place in your head where self- 
            limiting beliefs and myths about writing a book   
            reside.   
  
            I’m going to debunk five of the most pervasive  
            myths about writing a book that are getting   
            in the way of your dream to write a great book. 
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About the Author 

 
“Hi, my name is Carol, and I’m a book nut.” 

~ Carol Chesney Hess 
 

 
            So what makes me such an expert about how to  
            write a great non-fiction book you will be proud  
            of? 
             
            I’ve been editing non-fiction books for years. My  
            editing career began as an editorial assistant for a  
            publishing house that specialized in holistic health  
            and spiritual books. I was quickly promoted to  
            editor and then editorial manager and was respon- 
            sible for shepherding approximately 35 books   
            every year through the  pre-production editorial  
            process. I’m proud to tell you that I brought every  
            single book in on deadline and under budget – an  
   Carol Chesney Hess    unheard of feat in the publishing world!   
    
The last 15 years, I’ve worked as a freelance editor for both self-published and traditionally 
published authors. One of the highlights of my freelance editing career was working with a 92 
year-old woman on her memoir.  It was a challenge because Emily was both legally blind and 
profoundly deaf. However, we persevered, and I’m delighted to be able to tell you that Emily 
lived to see her book published!  
 
I’m not just a book consultant, coach, and editor. I’m also a writer – a woman writer. So I 
understand the particular challenges you face as a woman writer and the obstacles you have to 
get over, under, and around in order to get your message out there. I also understand how 
incredibly satisfying it is to know your words, your writing made a difference in someone’s life.   
 
I’m passionate about two things – the power of words and the empowerment of women.  I 
can’t think of a better way for you to empower yourself than to discover your authentic voice 
and be heard! 
  
Women’s wisdom has been silenced for far too long. Throughout the millennia, we have been 
figuratively gagged so we couldn’t speak our truth. This must change. Our planet needs to read 
women’s words and heed women’s messages. Only then will women make the difference we 
and only we can make – a difference that is desperately needed in our world today. Only then 
will the feminine take its rightful place in equal partnership with the masculine – a balance that 
our planet must achieve or perish. 
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Are You a Coach, a Consultant, or a Speaker? 
Or Perhaps All Three? 

 
If you are, then I’m willing to bet that you have several really excellent reasons for wanting to 
write a book. 
 
 

True or False? 
 

You want to write a book that: 
 

Will help grow your business. 
 

Enhance your credibility and expertise. 
 

Create an additional stream of revenue. 
 

Get your message out there. 
 
 
The right book can accomplish every single one of those things and accomplish them well.   
 
Repurposing 
And here’s one of the best things about writing your book that you may not have thought about 
yet.  The right book is like the repurposing Energizer bunny for a coaching, consulting, or 
speaking business.  It just keeps going and going and going. It can be turned into: 
 

  ● blog posts        ● teleseminars    
  ● social media updates     ● webinars 
  ● articles         ● group coaching programs 
  ● newsletters       ● self-study programs 
  ● white papers       ● a signature program 
  ● presentations 

 
That is a whole heck of a lot of bang for your writing buck, right?! 
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Are You an Inspirational Writer? 

 
I’m willing to bet you are.  
 

True or False? 
 

You have an important message to get out there. 
 

You want to make a difference in people’s lives. 
 

Writing this book feels like your mission, 
something you can’t NOT do. 

 
You have information, experience, wisdom, solutions 

to share that will benefit your readers. 
 

You feel like you’ve been chosen to write this book. 
 
 
If you answered true to any of these statements, you are an inspirational writer.  Your 
message, your words can change people’s lives.  You are an agent of change and 
transformation. 
 
BUT, just because you’re an inspirational writer, doesn’t always mean you feel inspired to 
write your book, right?   
 
 

True or False? 
 

I suffer from writer’s block. 
 

I’m doing a lot of thinking about my book but not so much writing. 
 

When I finally get something written, it’s not very good. 
 

I’m not sure where or how to start. 
 

I sometimes worry that I’m not a good enough writer to do this. 
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If you answered true to any of these statements, then you are not alone!  Every author with 
whom I’ve worked has felt the same way you do at one time or another.  And you know what?  
Every single one of them still wrote a great book! 
 
So let’s get started.  Let’s debunk once and for all some of the myths that are making it difficult 
for you to write your book.  The world needs to read what you have to say.  Let’s get your book 
out there, shall we? 
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Myth #1:  Writer’s Block 

 
 
There is no such thing as writer’s block. 
 
In case you missed it the first time, let me repeat that. There is no such thing as writer’s block.  
 
Or perhaps I should rephrase that.  There’s no need for you to suffer with writer’s block ever 
again.  I’ve been a professional writer for over 15 years, and I’ve never once suffered from 
writer’s block. 
 
No, wait a minute! That’s not true.  There was one time and one time only when I ran right into 
that unforgiving wall called writer’s block.  I had just opened my first online business, and my 
website was up and running.  It was time to write my first blog post and announce my presence 
to the world.  And I had nothing.  Nothing. 
 
I sat and stared at the blank computer screen for what seemed like hours.  Nothing.  So I 
grabbed my trusty pad of paper and my favorite pen.  And I sat and stared at the empty pad of 
paper for what seemed like hours.  Nothing.  Would you believe I finally ended up writing about 
writer’s block?  The irony does not escape me. 
 
So why did I experience writer’s block that one time and never again?  Because that one time I 
forgot what I knew to be true – that there is no such thing as writer’s block.  There is only one 
of two things:  (1) a writer who lacks clarity about who she’s writing to, her purpose(s) for 
writing, what she wants to say, and how she wants to say it; and/or (2) a writer who has 
forgotten to stay focused on being of service to her reader and has allowed her focus to come 
back to herself and her self-consciousness as a writer.  
 
        Lack of clarity and self-consciousness are the siren calls that   
        invite the Writer’s Block Beast to join your writing party.  And  
        when he walks in the room, unfortunately your Writing Muse   
        walks out the door.  Those two cannot be in the same place at the 
        same time. They don’t like each other. 
 
        Here are four techniques that are guaranteed to keep the   
        Writer’s Block Beast far, far away from your sacred writing   
        space. These techniques work. They work for my book writing   
        clients. They work for me. And they will work for you! 
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Technique #1:  Write every single day.   
It doesn’t matter what you write or even how much you write – an email to your friend, a letter 
to your grandmother, the family Christmas letter.  Just write.  When you write every day, even 
for just a few minutes, you are building your writing muscle.  You’re training to jump in the ring 
and knock the block off that Writer’s Block Beast.  The more you write, the easier it will be to 
knock him out. 
 
 
Technique #2:  When you are writing your book, write in the same place and at the same time 
every day (or every other day, or once a week – the frequency with which you sit down to 
write your book depends on your own personal schedule and preference).  It might take some  
time to find your special writing space and writing time.  Experiment and see what feels right.  
After only a short while, you’ll discover that your Writing Muse will join you because now she 
knows just where and when to show up.   Some writers do prefer to vary their writing locations 
and times, but it’s been my experience that the majority of writers, especially somewhat 
inexperienced writers, do better with a routine.  Stay open-minded to discover the truth about 
you and your preferred writing process. 
 
 
Technique #3:  Start stealing.   
Yes, you read that right.  Start stealing.  Most professional writers  have what they call a “swipe” 
file.  I prefer to call mine an inspiration file.  Whatever you call it, it is a place to stash any 
writing you come across that you think might help you jump start your own writing by serving 
as a model and inspiration. 
 
Let’s be clear here.  I’m not condoning the copying of phrases or sentences or paragraphs from 
any of the material you have in your swipe file.  That’s called plagiarism, it’s illegal, and it 
annoys the heck out of people.  The trick is to use the swipe file material as a kind of spring 
board for your own terrific way of writing that is unique to you. 
 
This technique is what I call priming the writing pump.  It is a very effective way to counter 
balance that awful, “Oh my goodness, my screen is totally blank, and I don’t have a clue how to 
begin” feeling that is so characteristic of writer’s block. 
 
 
Technique #4:  Chunk it. 
One of the main reasons a writer experiences writer’s block is because she feels overwhelmed 
by the writing task ahead of her – especially a writing task as large as a book!  The best antidote 
to the overwhelm factor is to chunk your book.  In other words, chunk it up into smaller pieces.   
Perhaps those chunks are chapters, or chapter sections, or even as small as paragraphs.  The 
trick is to stay in the present moment and focus in on the chunk in front of you.  Let the rest of 
your book fall away.  I call this technique the divide and conquer strategy for writer’s block 
busting.   
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And there you have it – four techniques for taming the Writer’s Block Beast once and for all. 
Write every day, write in the same place at the same time, maintain a swipe file, and break your 
writing project up into chunks. 
 
One more technique 
There’s one more absolutely foolproof technique for banishing the Writer’s Block Beast once 
and for all. It is a proprietary process I invented called The Writer’s Compass, and it very 
effectively addresses the lack of clarity and self-consciousness that are the siren calls that lure 
the Writer’s Block Beast into your sacred writing space.  It’s the best writer’s block busting 
technique of all.    
 
Not only that, if you go through The Writer’s Compass process: 
 

 You will save time every single time you sit down to write (and who doesn’t need more 
time these days, right?). 
 

 You will avoid going off on detours in your book (a very common phenomenon that can 
make writing a book a much longer and more tedious process than it needs to be). 
 

 Your writing process will be much easier and more enjoyable (a necessity if you’re 
going to write an entire book). 
 

 Your writing and your book will be better – more powerful and more effective.  
 
This technique is so important that I require every single one of my book-writing clients to go 
through The Writer’s Compass process with me.  It’s the first thing we do.  It’s also the first 
thing I do every single time I myself sit down to write anything, including this pdf book. 
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Myth #2:  Writing a Book Is a Solitary Occupation 

 
 
 
This simply isn’t true.   
 
Look at the acknowledgments section of any book and you will realize that very few authors do 
it alone.  And you don’t have to either.   
 
Oh sure, there may be times when it’s just you, your kitchen table, and your laptop at three in 
the morning.  But there may also be evenings when you get together with other writers in your 
area.  This get together can be whatever you want it to be – social, a chance to write 
uninterrupted for a couple of hours, both.  Check your local Meetup groups, and I guarantee 
you will find one or more groups of writers in your area who are getting together on a regular 
basis. 
 
Then there are writing groups where you get together to share some of your writing with the 
group and receive/give constructive criticism.  A word to the wise:  This kind of writing group 
can be the best thing that ever happened to you or the worst.  It all depends on who makes up 
the group, its purpose, and its energy. 
 
I have seen writing groups that are very competitive and cutthroat in their criticism.  Many of 
these groups tend to be all about whether you are or aren’t published.  These are not a good 
choice for someone who is just starting to write. 
 
Then there are the super friendly, cozy, gentle writing groups filled with lots of nice people who 
are there to tell each other that they love everything each other writes.  These groups are not a 
good choice if you are looking for constructive criticism. 
 
Here’s what I look for in a writing group:  
  

 A leader or facilitator – preferably someone with experience in facilitating groups and 
keeping them moving forward and positive, e.g. a professional writing coach.  This 
person needs to be comfortable in enforcing the agreed upon “rules” of the group to 
keep it safe and fair for all in attendance.  
 

 Members who are prepared to give as good as they get.  In other words, they aren’t all 
about taking from the group without giving back.  That means they take the time to read 
each other’s writing and make thoughtful comments and suggestions.  
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 A group that takes their time together seriously.  Meetings start and end on time.  They 
stay focused on writing, with the opportunity to socialize being limited to after the 
meeting has concluded or separate social events. 
 

 Flexibility.  New people have the opportunity to try the group on for size a few times 
before they are asked to make a commitment to the group. 
 

 Meets once a month.  If they meet less than that, momentum gets lost.  If they meet 
more than that, it becomes a chore to provide and critique new material each time. 

 
Many writers choose an interested friend or relative to be their companion on their writing 
journey.  Of course this person needs to be someone safe, supportive, and enthusiastic – 
someone you trust implicitly.  And the two of you need to establish very clear ground rules 
about how the relationship is going to work so that expectations are reasonable and mutually 
agreed upon. 
 
I suggest that you not ask your life partner to fulfill this role.  You don’t want challenges in 
your relationship to show up in your writing process, and it’s inevitable that they will if you 
involve your partner – even if you are the happiest of couples most of the time.  If you do 
decide to include your life partner, then it is absolutely crucial that you spell out the role you 
expect them to play. 
 
So those are some options you have to enlist “unprofessional” support, accountability, and 
companionship on your writing journey.   
 
Here are some professional options: 
 

 Writing classes at the local adult education center or community college 

 A writing and/or book coach 

 A book consultant (particularly useful if you are writing a book for business purposes) 

 An editor 
 
If you decide to go the professional route, of course who you choose will depend a great deal 
on whether you are going to self-publish or approach traditional publishing houses.   
 
If you go with a self-publishing service, you will have all sorts of people available to you, but 
of course they will charge fees.  The money clock may be ticking every single time you contact 
them, and their expertise may not necessarily lie in book coaching or consulting but more in the 
areas of production and publishing.   
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Instead, I would suggest you hire a freelancer with the kind of experience you need (coaching, 
consulting, editing, or all three), and select a self-publishing service for proofreading, cover and 
interior book design, formatting, and publishing.  Some self-publishers even offer book 
marketing and order fulfillment. 
  
If you are going the traditional publishing route, then you will probably need the services of 
an agent who will represent you to the publishing houses.  Some houses will accept 
unsolicited material from unpublished writers, but they are few and far between.  Actually, 
these days, it can be challenging to find agents who work with new writers.  Start your research 
at www.publishersmarketplace.com where all the agents are listed and then look for a good 
match for you and your book.   
 
You can also go to your section of the bookstore and find agent names in the acknowledgments 
section of books similar to yours.  The best way of all to find a good agent is if you can score a 
personal introduction from a published author to their agent.  Perseverance is the key here.  Do 
your research and approach agents who are the best match for what you’re writing.   
 
Is your sacred writing space starting to feel a bit crowded with all the different people who can 
be of assistance to you as you write your book?  Good!  Now you know you don’t have to write 
your book all alone.  Just as it takes a village to raise a child, it takes a good literary team to 
birth a book. Choose your team wisely and have fun! 
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Myth #3:  You Have to Be a Great Writer to Write a Great Book 
 
 
 
I was a firm believer in this myth until I began working in the publishing business.  Frankly, I 
was surprised how rough the solicited manuscripts were that came in the door – solicited 
meaning the manuscripts we had asked to see or had already agreed to publish.  As for the 
unsolicited manuscripts, for the most part, they were shockingly poorly written and filled with 
spelling mistakes, grammatical errors, and typos galore. 
 
When I asked the editor-in-chief about the less than great writing I was seeing, especially in the 
material we intended to publish, he grinned and said, “It doesn’t matter, Carol.  That’s our job – 
yours and mine – to turn mediocre writing into marvelous writing.”  And so we did, whether we 
worked directly with the author doing the revisions or did the revising, rewriting, and, in some 
cases, even ghostwriting ourselves. 
 
So the moral of the story is you do NOT need to be a great writer to write a great book.  In 
fact, you don’t have to be a writer at all.  If you can carry on a conversation with your best 
friend over a cup of coffee, then you can write.  (I’ll talk more about this in a minute.) 
 
BUT (you knew there was a but coming, didn’t you?), you do need a good editor in order to 
write a book, especially if you are going to self-publish it.  And even if you are going to shop 
your book to agents and/or traditional publishers who will eventually edit what you’ve written, 
an already professionally edited manuscript will definitely help open some doors that might 
otherwise remain firmly shut. 
 
Here’s what Reid Tracy, the CEO of Hay House, has to say on the subject: 
 
 “The secret to being a successful author is to write an incredible book. . . I 
 highly recommend that you get help writing your book. You have either an  
 editor or somebody to help you make sure that [your book] makes sense,  
 that it’s organized well – someone with experience as a book editor, a writer 
 that can help you make sure it’s the best it can be.” 
 
He goes on to say: 
 
 “You should be spending money to have the book edited. . . You should be  
 spending money to have an editor work with you on the content . . . The  
 content of the book is key. . . . Make sure your book is well edited. . . The  
 word of mouth is essential, and a well-edited book is the thing that makes  
 the word-of-mouth go along.” 
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So you get the idea.  Whether you are a great or not-so-great writer, hiring a professional 
editor (and not your sister Susan who happens to be good at English) is crucial to the quality 
and success of your book. 
 
Now, let’s go back to that crazy statement I made earlier that you don’t even have to be a 
writer to write a book.   
 
If you are a coach, consultant, or speaker, you are probably thinking about writing a book for 
one or more of the following reasons: 

 To increase your business, 

 To position yourself as an expert, 

 To create an additional stream of revenue, 

 To get your message out there and change lives, and/or 

 To contribute to your legacy. 
 
The perfect reader for your book is probably the same person as your perfect coaching or 
consulting client or your perfect audience member. They have a problem with which you are 
quite familiar and which you know how to solve because you coach, consult, and/or do 
presentations about it.   You are going to share your experience and information with them in 
your book so that they can solve their problem and improve their lives. 
 
Your reader wants that information delivered the same way you would deliver it if you were 
having a conversation with them.  They don’t need or want over the top vocabulary, long and 
involved literary flights of fancy, or prose that sounds like you have a pencil stuck up your – 
well, never mind.  You get the idea. 
 
When they read your book, they want it to feel like you are sitting across the table and talking 
directly to them.  If your writing can make them feel like that, then you will end up writing a 
great book.  If you discover how to write the way you speak, then you will have found your 
authentic voice, and readers respond very favorably to authenticity.   
 
Your mantra is this:  I write the way I talk.  I write the way I talk.  I write the way I talk.   
 
I believe it can be easier for an inexperienced writer who lacks confidence to discover their 
authentic voice and write from that reader-pleasing place than it is for an experienced and/or 
professional writer.  All you need to do is remember you are talking to your perfect reader the 
way you would talk to your best friend over a cup of coffee.   
 
If you can talk, you can write.  I repeat.  If you can talk, you can write. 
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Of course there are tricks to the writing trade it’s nice to incorporate, but that’s where a good 
editor is worth her weight in gold.  She can show you those tricks while still making sure you 
remain true to who you are, what you want to say, why you want to say it, and who you want 
to say it to.  In fact, that’s a big part of her job – keeping you authentic and on track in your 
writing. 
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Myth #4:  The Best Place to Start Writing 
a Book Is at the Beginning 

 
 
The truth is the most difficult part of any book to write is usually the beginning – whether 
you’re starting with an author introduction, a section telling the reader how to use your book, 
or your first chapter.   So that’s the last place you want to start when you haven’t even warmed 
up your writing muscles, made friends with your Muse, or gotten to know your book intimately. 
 
So where should you start?  With the easiest and smallest chunk of writing.  Maybe it’s that 
great story you can’t wait to tell your reader that illustrates your message perfectly.  Maybe it’s 
your author’s bio that comes at the very end.  Maybe it’s some juicy chapter right in the middle 
that’s calling to you.  Whatever it is, go with your instinct.  Obey the call.  And write – even if 
you have to start mid-sentence. 
 
      As you know already if you’ve read Myth #1, I’m a big fan of the chunk  
      style of writing, especially for writers who don’t have a lot of experience.  
      It’s the best way I know to avoid the Overwhelm Ogre, one of the most  
      powerful writing monsters there is.   
 
      When you consider your whole book or maybe even a whole chapter,   
      there is a tendency to get overwhelmed by what appears to be the vast  
      task in front of you.  And overwhelm is not your friend when it comes to  
      writing. The Overwhelm Ogre will shut down your creativity and shake  
      your confidence, and that’s the last thing you need to have happen when  
      you sit down to write your book. 
 
So let’s borrow some wisdom from the 12-step recovery movement.  Let’s take writing your 
book one day at a time or, in this case, one chapter, one concept, one paragraph, one chunk at 
a time.  This can feel clunky and awkward to some writers, especially if they are linear people 
who tend to prefer to take things in order.  If you are more comfortable working linearly, then 
by all means do so.  Just make one exception and write the first part of your book last or next to 
last.   
 
And while we’re on this subject of where to start writing your book, let’s tackle the endless 
debate in writing circles – to outline or not to outline your book ahead of time.  My answer to 
this is my answer to most writing debates.  Do what feels best to you.  
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That said, unless the mere mention of the word “outline” makes you feel like you’re in a strait 
jacket, I suggest you give outlining your book a try.  There is a lot to be said for knowing the arc 
of your book.  It is helpful to know where you’re starting your reader off, the journey you’re 
taking them on, and where you want them to end up.  An outline has a way of preventing you 
from taking any unnecessary detours or doubling back on where you’ve already been. 
 
There are two different approaches to this whole book outline business.  The first I call the 
macro approach.  The second I call the micro approach. 
 
The macro approach is to come up with a draft Table of Contents for your book which is, of 
course, a form of outline.  Then fill in the basic details for each chapter and voilà.  You have 
your outline.  You can go into as much or as little detail as you want.  Your macro approach 
might start with a mind map and then progress to what you see on the next page. 
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The micro approach to outlining your book may be quite similar to what you were first taught 
about how to write a term paper.  Here it is, step by step.  
 

Index Card Approach 
 
 1. Buy 3” x 5” index cards – lots of them!  (And a box to keep them in.) 
 
 2. As you are researching and gathering the material for your book, write down 
  each theory, story, illustration, example, fact, etc. on an index card – only one  
  item per card please. 
 
 3. Sort the cards by major category (i.e. chapter) into separate piles.  (Using our  
  example on the previous page, you would have 10 piles – an introduction pile,  
  a pile for each chapter 1-8, and a summary pile.) 
 
 4. Rearrange cards in each pile until the flow of information is correct.  (Again,  
  using our example on the previous page, you would start with the cards  
  pertaining to the chapter introduction, then cards pertaining to main idea #1,  
  then main idea #2, then main idea #3, then the summary, then the teaser for  
  the next chapter.) 
 
 5. Move the cards around between piles and within piles until you have the order  
  that feels right to you. 
 
 6. Move the piles around until you have the order and flow for your book that feel  
  right to you. 
 
 7. Label/number the cards in case you drop them on the floor.  Very important!   
  Don’t skip this step or I guarantee you will drop the cards.  It’s the Murphy’s Law  
  of Book Writing.   
 
  I label each card so I know which chapter it belongs to and where it belongs  
  within the chapter.  So a card labeled 3-22 belongs to Chapter 3 and is the  
  22nd card in the pile.  S-6 belongs to the Summary chapter and is the 6th     
  card in the pile. 
 
 8. Generate a draft Table of Contents from the card piles. 
 
 9. Keep your cards in a file box designed for index cards.  Label the file box. 
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There’s no doubt that this micro approach to your book outline takes far more time and is a lot 
more tedious than the macro approach.  It’s definitely not for everyone.   
 
However, the big advantage of this approach is, once you have assembled the cards, your book 
is basically already written.  You just need to form whole sentences from the material on the 
cards and write connecting phrases and sentences to knit things together.  There’s a lot to be 
said for holding your file box full of index cards in your hot little hands and knowing you are, for 
all intents and purposes, already holding your book in your hands.  
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Myth #5:  It Takes Forever to Write a Book 
 
 
No doubt you’ve seen those programs online that advertise you can write a book in a weekend.  
It’s true.  You can.  It probably won’t be a very long, very well-conceived or very well written 
book.  But it’s doable.   
 
However, I don’t recommend it.  You’re going to be putting your name on that book.  Your 
personal and professional reputation is at stake here.  You want to write a book that is going to 
reflect well on you and your business and that is going to make a difference to your readers.  
You don’t want to sprint your way to a book.  However, you also don’t want to marathon your 
way to a book either.  You’d like to live long enough to see your book get out there, right? 
 
Seven to ten months is a reasonable estimate for how long it will take to write and publish your 
book (presuming you are self-publishing).  Here’s how that breaks down: 
 
                   7 Months  10 Months 
Month 1 

 Find book coach and editor            2 weeks    2 weeks  

 Initial consult with coach/editor           1 week    1 week 

 Initial clarity/organization session with editor       1 week    1 week 
 
Month 2 

 Research, gather, organize, and outline material       4 weeks    4 weeks 
 
Months 3-5 (7-Month Program) or Months 3-8 (10-Month Program) 

 Write book of 10-12 chapters; circa 75,000 words          
 7-month program:    1 chapter/week or 6,250 words/week   12 weeks 
 10-month program:  1 chapter/2 weeks or 3,125 words/week      24 weeks 
 
Month 6 (7-Month Program) or Month 9 (10-Month Program) 

 Edit book (your coach/editor edits the book as you are writing it  
and is probably about 2 weeks behind you)         2 weeks    2 weeks 

 Editor pulls chapters together into complete manuscript     1 week    1 week 

 Editor and author proof final draft           1 week    1 week 
 
Month 7 (7-Month Program) or Month 10 (10-Month Program) 

 Proofreading                 2 weeks    2 weeks 

 Formatting, interior design, cover design          1 week    1 week 

 Print-on-demand                1 week    1 week 
                  28 weeks  40 weeks 
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Let’s take a brief look at each step of this process.  Of course each editor works differently and 
has a different turnaround time, so please bear in mind that this is my process and not 
necessarily every editor’s process. 
 
Month 1 
This is the most crucial month of all in your book writing process for two reasons.  First of all, 
it is crucial to find the right book coach/editor.  And that’s what the purpose of the initial 
consult is (which should be free and at least a half hour long).  Look for someone who: 

 Is familiar with your kind of business and your market, 

 Has experience editing non-fiction books, 

 Is enthusiastic about your subject,  

 Has a good feel for who your ideal reader (i.e. ideal client) is, and  

 Is the right fit when it comes to chemistry/personality. 
 
Second, the initial clarity/organization session with your book coach/editor is also crucial.  This 
is when the two of you are going to work together to get crystal clear about your book – who 
it’s for, why you’re writing it, what your message is, and how you want to communicate that 
message.   
 
This is the session I call The Writer’s Compass because it is what is going to keep you on track 
with your book, make your writing process easier, and help you write a better book.  It is so 
important to the success of your book, that I will not allow my clients to start writing their 
books until I am 100% positive that we have this nailed.  If an editor doesn’t offer this kind of 
consulting or coaching session, then don’t hire them.  Period. 
 
Month 2 
So where do you go to find the material to write your book?  Start in your very own office.  I 
suspect at least 75% of your book already exists somewhere on your computer or in your filing 
cabinet.  If you are a coach or a speaker, you probably have tons of content just lying around 
that is very easily repurposed into material for your book.  Look at your blog posts, newsletter 
articles, coaching program materials, and presentation handouts.  There’s gold in them thar 
hills! 
 
As for organizing and outlining your material, I’ve already discussed two methods for doing this  
in Myth #4.  Don’t skimp on the organizing and outlining.  It probably won’t take you more than 
a week to research and gather your material because so much of it is already readily available 
to you.  So that leaves you three weeks to organize your book.   I’ve allocated that much time 
because that’s how important getting the organization right is to the success of your book.   
 
By all means, bring your editor into this process.  Not only is it part of her job, but she’s also an 
expert when it comes to the organization of books.  She will have tips and techniques and 
strategies that will enhance your book immeasurably.   
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I’ll share one of my favorite organization tips right now.  I like to help my authors come up 
with a template that will work for each chapter except usually the introduction and the 
summary.  This helps the author with her writing process because she’s not starting at zero 
each time she sits down to write a chapter.  She has a template into which to plug her 
information.   
 
Also, the consistent structure of each chapter is something readers really like.  They won’t 
necessarily be conscious of it, but they will feel comfortable while reading your book because 
they will subconsciously know what to expect.  A comfortable reader is a happy reader who 
keeps reading. 
 
 

Sample Chapter Template 
 

 Chapter title 

 Relevant quotation with attribution 

 Intro – a story that illustrates why this chapter’s subject matter is so important 

 Main idea #1 (theory and then example that illustrates theory) 

 Main idea #2 (theory and then example that illustrates theory) 

 Main idea #3 (theory and then example that illustrates theory) 

 Summary – key points list 

 Teaser for next chapter 
 

 
Months #3-5 or Months #3-8  This is the biggest chunk of time of course because this is when 
you are writing and your editor is coaching and editing you.  Obviously this part of your process 
can be as short or as long as you want.  However, I strongly suggest that you not spend less 
than 3 months actually writing your book (unless it is a very short book) because any less time 
than that means you are doing a ton of writing all the time and are at risk for burnout.  Also, 
good books take time to write and edit.  Your book will suffer if you rush this part of the 
process. 
 
On the other hand, you don’t want to take too long to write your book because then you risk 
losing momentum or maybe never finishing at all.  If I had a nickel for every incomplete 
manuscript that is sitting on someone’s computer or in a bottom desk drawer, then I would be 
a wealthy woman.  You want to get your message out there.  You want your book to do its 
magic for your business.  It can’t do that until you finish it. 
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Let’s talk book size.  How long should a book be?  I get asked this all the time.  There are no 
shoulds in the book writing business.  Your book is as long as it needs to be to accomplish its 
purpose.  The number of pages depends on the physical dimensions of your book.  (That’s why 
publishing professionals always talk about word count instead of page count.)  Having said all 
that, an average book will probably be 50,000 to 75,000 words, and it will probably consist of 
10-12 chapters, including an introduction and a summary. 
 
If you are prepared to push yourself to get your book written, then you may want to aim to 
write one chapter or 6,250 words per week.  To give you a rough idea of what 6,250 words 
looks like, that’s about where you are right now in this pdf book.  If you write every day, which I 
recommend to maintain your pace, that’s about 900 words per day, 7 days a week.  At this rate, 
the actual writing of your book will take three months.  There’s no doubt that’s an ambitious 
schedule if you have a business to run and family responsibilities, but it’s definitely doable. 
 
A more reasonable schedule would be to aim for writing a chapter every 2 weeks.  This is 
probably a more realistic goal if you run a business and/or have an active family life.  This pace 
translates into six months writing and editing your book and is what most authors end up 
doing. 
 
Whichever schedule you choose, be sure you take into account not just the other demands 
you have on your time, but also your preferred writing process.   

 Are you a daily writer, a few times a week writer, a weekend writer, a go away on a 
retreat writer?   

 When is your preferred writing time?  Early in the morning?  In the middle of the night?  
On your lunch hour? 

 What amount of time do you prefer to spend writing?  A couple of hours?  An hour?  A 
half day?  Ten minutes here, 15 minutes there? 

 Where do you like to write?  Same place or different places?  Alone or in the middle of a 
crowd?  At home?  In the office?  Away? 

 
It may take you time to figure out what your ideal writing process looks like.  Or your ideal 
writing process might vary.  Experiment, stay open-minded, and be flexible.  And most 
important of all, remember that writing is a creative process that can bring you joy if you let it!  
Isn’t life too short to spend several months doing something you don’t enjoy, even if it is for 
business?  That’s why I do everything I can to help my clients find their joy of writing. 
 
Month 6 or Month 9 
Let’s talk for a minute about the editing process.  I believe the best editing process is one 
which follows right behind your writing process.  In other words, you submit a chapter to your 
editor as soon as you’ve completed it.  She starts editing it while, at the same time, you 
continue writing and start the next chapter.  At some point (probably 1-2 weeks later), you’ll 
receive your editor’s revisions for the first chapter. 
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When you receive the revisions, take a good look at what your editor has done.  She may have 
questions she wants you to answer, comments she has made, requests for more material, and 
of course changes she’s suggesting.   Deal with everything appropriately and send the chapter 
back to her with your revisions.   
 
The editor will then take a look at your revisions, make any further corrections required, and 
send it back to you.  At some point, you will be in final draft status for the chapter.  How many 
rounds of revisions are included in the editor’s fee is usually spelled out in the contract.  (For 
example, I quote a fixed fee to edit a book of up to 75,000 words, and that fee includes two 
rounds of revisions.  Any additional revisions generate an additional charge.) 
 
This seems an appropriate time to remind you that, if you are self-publishing, your book 
belongs 100% to you.  Your editor is making suggestions only.  It is your final decision whether 
you take those suggestions or not.  That is why the review software used in Microsoft Word 
requires that the author accept or decline each revision that’s made. 
 
Eventually, one fine day, you will have written all the chapters to your book!  Hallelujah!  Now it 
is someone’s job to pull all those chapters together (because you’ve been writing them as 
separate documents) into one big document called your manuscript.  I would suggest that the 
consolidation be your editor’s responsibility.   
 
At this time, she’ll also get the manuscript ready for its final editorial phase (outside 
proofreading) and then production (formatting, design, and publishing).  Once she’s done that, 
she’ll send you a copy of the full manuscript so that you both can do one final read of the book 
as a whole before it gets shipped off for its “finishing.”  Then it’s time to crack open the 
champagne!  You’ve just written a book! 
 
Month 7 
The final editorial phase of the book is proofreading the manuscript.  I suggest you hire an 
outside professional proofreader rather than rely on your editor’s eyes or your eyes.  At this 
point, if there are typos or grammatical mistakes or inconsistencies your editor and you haven’t 
spotted, you’re not going to spot them.  The more eyes on a book manuscript the better.  And I 
much prefer that those eyes be a professional proofreader’s eyes instead of your sister Susan’s, 
no matter who good she may be at English.  This is not the time to pinch pennies.  Besides, 
proofreading rates are quite reasonable.   
 
Once your manuscript has been proofed, it is ready for production.  Time for the book cover 
designer, the formatter (if you are doing an e-book), and the interior book designer (if you are 
doing a print version) to do their thing.  This is not the time to skimp either.  Hire professionals.  
It’s worth it.   
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The cover of your book is the single most important marketing tool you have other than the 
title itself.  Entrust it to a designer who specializes in book covers.  Using the services of a 
professional interior book designer will ensure that your book looks the way it’s supposed to 
look inside and how readers are used to books looking – very important for self-published 
books that can look very amateurish if not designed professionally.   
 
A word to the wise – graphic designers may tell you they have designed book covers and 
interiors of books, and maybe they have.  But they are not who you want to hire.  You want to 
hire designers who specialize in books.  Usually someone who specializes in book cover design 
does not do interior book design and vice versa.  When you think about it, it makes sense that 
book designers specialize in one or the other.  After all, a cover and an interior are two very 
different design animals.   
 
A client of mine had a wonderful graphic designer who had done beautiful work for her in the 
past.  So, unbeknownst to me, she hired him to do the interior book design and the cover of her 
book.  When she very nicely sent me a complimentary copy of the book for my portfolio, the 
first thing I noticed was her name appeared nowhere on the cover of the book!  The second 
thing I noticed was that the title was upside down on the spine of the book.  If her book was 
shelved vertically with other books, you had to stand on your head to read her title!  A 
cautionary tale about why you do NOT hire graphic designers to do book design. 
 
The best solution to this final and oh so important stage of writing your book is to find a 
reputable self-publisher who offers all these services in-house – proofreading, formatting, 
cover design, interior book design, and printing.  Get some suggestions from your editor and 
other self-published authors, interview self-publishing companies, ask to speak to some of their 
clients, look at samples of their handiwork, and then make your decision who you will entrust 
with the finishing of your book. 
 
Some of the self-publishing services also offer marketing, PR, author website development, and 
order fulfillment services.  If you can find a one-stop shop with all these services, then I think 
this is a reasonable way to go, especially if your budget is limited.  Again, do your due diligence 
to be sure you will get the high level of personal attention and service you (and your book) 
deserve.   
 
By the way, many of the self-publishing services also offer book coaching and editorial services.  
I don’t recommend you go this route.  Well, obviously I don’t because that’s what I do!    But 
I also make that recommendation because I have seen books that have been edited by self-
publishing services, and they just aren’t good enough.  They may be fine for someone who is 
doing her memoir for her grandchildren, but they are not good enough to represent you or 
your business.  You deserve the kind of experienced book coaching, personalized guidance, and 
professional editing that translates into a great book of which you can be proud. 
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And then comes the big day.  Imagine.  There’s an impatient knock at the door.  There stands 
the UPS driver who hands you a package.  You open it, and it’s your book!  You are holding in 
your hot little hands the book you actually wrote!  You did it!  There is no other feeling like it in 
the world! 
 
Congratulations!  It’s time to crack that champagne you’ve been saving for a special occasion.  
Occasions don’t get more special than this! 
 
(Keep reading!  There’s a bonus debunked myth on the next page!) 
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BONUS MYTH DEBUNKED! 
Myth #6:  You Can’t Write a Book Without Carol Chesney Hess 

 
 
             Of course you can, but I don’t recommend it!  
 
             When the time comes and you are ready to   
             write your book, there are lots of reasons why  
             you want to hire me to be your book coach 
             and editor.  
  

 I have a lot of experience. 

 I know the coaching, consulting, and 
 speaking business worlds. 

 I’m an excellent editor. 

 One of my core values is integrity. 

 I never ever miss deadlines. 

 I’m a writer just like you. 

 I’m fun!  (Writing should be fun!) 
 
             But here are the two most important reasons  
             you want to hire me. 
 
 

I will make you a better writer. 
 

You will write a book you can be proud of. 
 
 

Contact me to book your free, 30-minute, no obligation consult with me. (No high pressure 
sales tactics allowed, honest!) 
 
Email:    Carol@CarolChesneyHess.com 
Phone:  (207) 847-3349 (Eastern USA) 
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