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“If a man does not keep pace with his
companions,

Perhaps it is because he hears a different
drummer.

Let him step to the music he hears,

However measured or far away.”

-- Henry David Thoreau --

 


“If there is a book you really want to
read,

but it hasn’t been written yet,

then you must write it.”

-- Toni Morrison –
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LESSON 1

WELCOME TO THE
COURSE

 


 


Many people want to write a book. According
to one statistic I read somewhere, more than 85% of the adults in
America want to write a book of some kind. I’m sure that number
would include novels as well as nonfiction, but still, that’s a lot
of potential books to be written. And a lot of frustrated writers
or wannabe writers.

 


Some people want to write about their life
experiences while others want to discuss solutions they’ve found to
a problem they have encountered. Others want to entertain readers
with their humor or challenge them with their arguments or
philosophy.

 


Many people find that writing a book can be a
daunting experience, sometimes overwhelming when viewed as an
entire project.

 


You, as a writer, can write the book you’ve
been dreaming of writing all these months or years but haven’t done
so yet, if you have a step-by-step process to follow, making the
huge, daunting task easier since it is broken into smaller chunks
of work.

 


This course presents just such a process.

 


You must also shift your thinking. You must
make writing the book a priority in your life, devoting thought and
energy to the process, giving up other activities in order to
achieve your goals. Then you will write the book you were meant to
write, and, more than likely, see your book in print, whether
digitally or between paper covers.

 


Why do people write books? Some people write
for their own enjoyment, without the intention of ever being
published. That’s fine for them, but this course is written for the
publishing writer.

 


Samuel Johnson said,

“No man but a blockhead ever wrote except
for money.”

 


Of course, money is only one possible,
desirable outcome. Hopefully, your primary motivation is to help
your readers overcome the problem you are writing about.

 


Alan Loy McGinnis said,

“There is no more noble occupation in the
world than to assist another human being – to help someone
succeed.”

 


 


ABOUT THIS COURSE

Write That Nonfiction Book: The Whole
Process focuses on the entire writing process and presents
techniques to accomplish that goal.

 


Why are these materials presented as a
course? This question plagued me in the beginning and throughout
the development of this course: should it be a course or just a
book?

I decided on the course for the following
reasons:

* The materials present action steps and
exercises – homework, if you will – for you to complete. With these
activities, you practice the techniques and information taught.

* The course has a major project associated
with it. You will, if you follow the BookNote tasks in the course,
complete a nonfiction book manuscript by the end of the course. In
instructional terms, that is a term project.

* People learn better if they are fully
engaged in the learning process. The old “font and vessel” method
of teaching – with the teacher as the font of knowledge and the
students as the receiving vessel – has long been proven less
effective than other methods of instruction.

 


By participating in the activities in this
course, you are more involved than if you were simply reading a
book or listening to a lecture or iPod presentation. Even watching
a DVD, engaging two of the three learning faculties (hearing and
seeing) is less effective than using all three, as this course
uses.

 


As a long time, (now former) college English
professor, I think of materials in terms of course materials –
topics and exercises – though I have written many books as well. I
simply enjoy course development a little more than writing books,
which I thoroughly love as well, by the way.

 


So these materials are presented, and called,
a course.

 


This course can be used to write any
nonfiction book, regardless of genre or topic, length, or
publication route chosen by the author.

 


Some of the content addresses writing to be
published in printed form (hardcover and paperback books), while
some refers to e-books and other information products. I’ve had
(and currently am having) experience with both, so I write from
personal experience.

 


Although the nonfiction book writing process
presented here is applicable to any length of book, from a 10-page
e-book to a 300-page manuscript, the focus is on writing longer
manuscripts for full-length books. You should use it for the book
project you want to write. Take what works and leave the rest for
another project.

 


Whatever the publication route chosen by the
author – whether that involves being published by a traditional
publisher or self-publishing – the process of writing the
manuscript is the same. Thus this course will mention, only in
passing, information about the publication route. That’s a topic
for another publication entirely.

 


This course is aimed at the beginning to
intermediate writer although I’m sure some advanced writers might
find some tidbits useful. If you have some writing credits on your
resume, then you’re ahead of the game because you’ve developed some
habits and processes that work for you.

 


If you don’t have any writing credits, or
haven’t written a book yet, don’t worry. We all started with a
blank resume page. Take a deep breath and plunge right in.

 


The focus here is to provide you, the writer,
with practical, tested techniques, step-by-step instructions,
insights and helpful tips that will enable you to write nonfiction
books.

 


Try the process for yourself. If it doesn’t
work, or works only partially, then change the system to suit your
own needs and go from there. The most important achievement is to
write and have that written work out in the world where it can help
others.

 


One more idea: unless you’re writing a
ten-page e-book that is essentially a list of ideas or points, you
should not expect this process to be quick or simple. Writing a
nonfiction book aimed at being published - at least 100 manuscript
pages – is a complicated task.

 


Yet, if you break the writing process into
manageable chunks and perform each chunk in sequence, the mountain
becomes a series of manageable molehills, and the task becomes
achievable. You can WRITE THAT NONFICTION BOOK!

 


Eleanor Roosevelt said:

“It takes as much energy to wish as to
plan.”

 


 


Action Steps and BookNote
Tasks

Throughout the course, you will be doing two
kinds of exercises:

* Action Steps are included after each
lesson. They will enable you to practice the general skills and
techniques offered, but the results will not be part of your book
project.

 


* BookNotes discuss those manageable chunks
of the book writing process. Finishing them will enable you to
write your own book project. Do these tasks on separate pieces of
paper and add them to your project binder. Often a grid or table
will be described, which you can use to create a worksheet using
your word processing software.

 


Many of these Action Steps and BookNotes use
brainstorming or freewriting techniques. Let me explain each of
these techniques for generating writing ideas:

 


* Brainstorming
involves listing ideas in short phrases or single words, generating
quantity without evaluating the results. The brainstorming rules
are described later in this course.

 


* Freewriting
involves writing whatever comes to mind about the topic, including
all your detours of thought, for about five to ten minutes, or
until you hand gives out. Write the thoughts that come to you, no
matter how weird or off the track. Again, go for quantity of words,
and DON’T STOP WRITING until the time is up. Then analyze your
results for ideas to use in your book.

 


Samuel Johnson said:

“What is written without effort is in
general read without pleasure.”

 


 


How to Prepare for
Success

To be successful with this course and to
finish the book project you select:

* Set aside time for the work each week. Pick
a day and time (the same day and time each week would be great) of
enough hours to get the work done. Make sure you can eliminate as
many distractions as possible.

 


* The time set aside should be a block of
several hours, if that is at all possible.

 


* Take any feedback received as useful
criticism offered to help you achieve your goals. Don’t take it
personally; they are not saying you are a bad person, just that
your words don’t make sense.

 


If you have downloaded the course, print it
out and place it in a 3-ring binder (at least 2”), with tabs for
each chapter or section, as you desire. Then you can highlight and
add notes at will.

 


Have a separate binder for your book project,
to include your notes and writing generated from the Booknotes. The
project binder is also the location for your growing manuscript.
That way, they’re all in one place.

 


Writing a book takes commitment, time and
energy, as well as a continuing level of passion. Put it all
together, and you can write your book.

 


Isak Dinesen said:

“When you have a great and difficult task,
something perhaps almost impossible, if you only work a little at a
time, every day a little, suddenly the work will finish itself.
“

 


Henry Wadsworth Longfellow said:

“Perseverance is a great element of
success. If you only knock long enough and loud enough at the gate,
you will wake up somebody.”

 


And yet, I have found Faulkner right about
this, too, which is disappointing but reality:

 


William Faulkner

“The word never matches the dream of
perfection the artist has to start with.”

 


 


Your Project
Binder

As previously mentioned, create a project
binder for the results of the BookNote tasks, to hold together all
your notes and drafts for the manuscript you’ll be creating while
working through this course.

 


Include at least ten or twelve tabs or
dividers, one for each chapter of your book project. You might also
want to have a different set of tabs for the various large topics
for research and discussion, or a section for describing the
problem and another for the solution. The tabs will keep you
organized.

 


You might want to put a small stack of binder
paper in the back of the binder for those times when you’re away
from your computer, and you want to add notes to a section or
chapter.

 


 


BOOKNOTE #1

CREATE YOUR PROJECT BINDER

Create your project binder with tabs to your
preference.

 


 


BENEFITS OF COMPLETING THE
COURSE

If you complete this course, you should gain
a few benefits:

This course is self-paced, a home study
course. You can do it as fast or as slow as you want. Take a week
to do three chapters or a day to do one BookNote. It’s your
choice.

 


The course is presented in a practical,
step-by-step process, divided into manageable chunks with
techniques scattered throughout to help facilitate the process.

 


 


OBJECTIVES OF THE
COURSE

By the end of the course, you should have the
following:

* Know and understand the process of writing
a nonfiction book,

* Have a reference (the course materials) to
help you do it again with your next book,

* Have a completed nonfiction book
manuscript, ready for publishers or self-publishing.

 


Franklin D. Roosevelt said:

“Happiness lies in the joy of achievement
and the thrill of creative effort.”

 


 


ABOUT THE AUTHOR
(BRIEFLY)

I am Katherine Ploeger, M.A., M.F.A. Here are
few tidbits about me that will help you feel more confident about
my capabilities to present this course.

 


I am a professional
educator, having taught at the college/university level with
more than 15 years teaching experience with English courses, mostly
writing and business writing. I have developed many courses and
written/published materials for those courses over the years. At
one time, I developed and presented private workshops for writers
in Orange County, CA. This course is actually based on one of those
workshops.

 


I am a published
writer, having self-published and been published by
traditional publishers more than 40 titles. (You can see my
Publication Credits on my website,
www.quillifulpublications.com/about). I have written books,
booklets, articles, course materials, and lots of other
publications. I’ve focused on serving writers, travelers, educators
and students, with a few other groups thrown in for good measure. I
also write cryptograms, family film screenplays, and adolescent
novels, just for fun.

 


I hold a Master’s degree (M.A.) in English –
Composition (teaching people to write better) from San Francisco
State University (1994) and an Master of Fine Arts degree (M.F.A.)
in Screenwriting from Chapman University (2005).

 


A more detailed biography can be found at the
back of this course.

 


I developed the process presented in this
course during many years of writing nonfiction books, trying to
find the fastest, easiest, and most successful process. These
hard-earned lessons and techniques took years to realize. They are
passed on to you in the hopes that you don’t have to struggle as
much as I did.

 


 


THE WRITING PROCESS IN
BRIEF

I write using a six-step process. The process
is fairly standard, with a few added extras I’ve found useful
during my many years of writing.

 


1. Prewriting Activities

Prewriting involves all the activities used
to prepare for the first draft. With enough preparation, your first
draft should be fairly easy to write, given your situation,
knowledge of the topic, writing ability, and typing speed.

 


The prewriting stage involves deciding on
your vision for the book, exploring that vision, doing preliminary
content research, and ends with creating an Extended Outline.

 


Getting Feedback: at this stage of the
process, talk to potential readers and other writers about your
book idea. What questions would they expect to be answered in your
book? What thoughts do they have about the topic, the market, the
audiences? Would they be willing to read nearly completed or
finished drafts and give honest feedback? Also, create a list of
potential readers, whom you will approach later to read your
near-final manuscript.

 


2. Drafting

Drafting creates the first draft of the
manuscript. The first draft is essentially a dump of your knowledge
and ideas onto paper or the computer file. It’s not going to be
pretty or good, so don’t show it to anyone. The first draft is a
way to get your ideas and vision out of your mind and onto paper
where you can work with it (called ‘revision’).

 


3. Simmering

Simmering forces you away from the finished
first draft, to give you time to recuperate from the intense
process of creating the draft and to allow you to see the draft
more clearly when you return.

 


4. Revising

Revising focuses on the ideas you’ve
presented in your manuscript, their organization and development.
This stage is not the time to edit for commas. Leave the editing
until later.

 


Revision takes at least 50% of your project
time. You will read the manuscript many times before finishing this
stage – or at least you should. Just accept that fact – it’s one
reality of writing. If you skimp on this stage, you’ll rarely, if
ever, get published or help others with your written wisdom.

 


Getting Feedback: once you have a really good
version of your book, one you are happy with (you will have revised
it many times to get to this point), enlist the people on your
reader list to critique the manuscript.

 


5. Editing

Editing corrects all those surface errors of
grammar, spelling, usage, and other issues. You know the ideas are
organized and developed the way you want them, that there aren’t
any duplications of content, that everything is explained and
illustrated well. Your task with editing is to make sure these are
expressed well, that is, the writing is clear, concise, and
complete.

 


6. Finishing

Finishing involves tasks to make sure the
manuscript is accurate and consistent. This stage involves checking
references and resources, consistency of format and headers, and so
on.

 


Getting Feedback: after your readers are done
with your manuscript, and you have revised enough, that is the time
to have a professional editor critique the manuscript for both
content and editing issues. You need a pair of trained eyes looking
at the manuscript, reading with publication in mind. Revise from
this editor’s comments, simmer, do one final read-through, and send
the manuscript out into the world.

 


 


Finding Ideal Readers to
Critique Your Manuscript

Your ideal readers to critique your
manuscript are those who are willing to read carefully and comment
honestly. They need to be good readers of nonfiction books, people
who read a lot and have the rhythm of the written language in their
minds.

 


They don’t necessarily have to understand the
topic you’re writing about. In fact, at least one reader should
have no clue about your topic because she will ask the questions
beginners to your material will ask. Of course, if your materials
are aimed at the advanced or practitioner level, then having a
reader unfamiliar with the topic isn’t as important because the
audience is more sophisticated, but she might point out some
interesting gaps. It’s your choice. But for a book aimed at the
general consumer audience, this “unfamiliar” reader is
essential.

 


Always give them a few weeks to read and
comment on your manuscript. Don’t be a pest, hanging over their
shoulder. Let them read in their own time.

 


 


SHOULD YOU WRITE A BOOK AT
ALL?

Writing a book can take a lot of time,
effort, passion, energy, and sacrifice. But it can be done if you
put your mind to it.

 


Some people may dream of writing a book, but
the process is simply too painful or exhausting. These people
should not write a book. They should be voracious readers and
admire those who can write instead.

 


Know your reasons for writing. If you write
for fame and fortune from your published work, to appear on all the
talk shows, or speak in front of large crowds who applaud your
efforts, or other external benefits - and those are the
only reasons you write - then get out of
this business. You shouldn’t be writing because the process will
cause you too much pain, and you won’t accomplish much anyway.

 


If, on the other hand, you write because you
love the moment-by-moment process of putting words on paper, of
creating articles and books for your readers, or sharing your
knowledge and experience to help your readers, then continue.
You’re in the right mindset to write a nonfiction book.

 


Margaret Mead said:

“I was brought up to believe that the only
thing worth doing was to add to the sum of accurate information in
the world.”

 


A good idea at this point is to understand
(and write down) your reasons for wanting to write a book, any
book.

 


You might want to do Action Step #1 now,
found at the end of this lesson. It gives you a few questions to
answer regarding your reasons for writing a book.

 


Then again, you can continue to think about
writing the book until the idea simply fades away with age – its
age and yours.

 


John Goddard said:

“Some people wait so long for their ship
to come in, their pier collapses.”

 


 


SELECT YOUR BOOK
PROJECT

One of the aims of this course is for you to
practice the steps while completing a nonfiction book manuscript by
the end of the course. So right now, you need to select one idea to
work on.

 


If you have only one project in mind, or you
are adamant about doing one idea, then you can skip this process.
Otherwise, press on to select your book project idea.

 


Step 1: Find Possible Book Project Ideas

List all nonfiction book ideas you’ve had
that still interest you.

 


You might want to go through all your files,
folders, shoeboxes, and notes (computer and paper) to remind
yourself of those ideas that seemed great at the time but that you
have now forgotten.

 


The old ideas may have lost their luster, so
they won’t be viable; we all grow and change, and old ideas may no
longer be relevant to our lives. But some may stir your heart
again; go with that feeling and list those stirring ideas.

 


Sharon O’Brien said:

“Writing became such a process of
discovery that I couldn’t wait to get to work each morning. I
wanted to know what I was going to say.”

 


Lawrence Welk said:

“To be granted some usable talent and to
be able to use it to the fullest extent of which you are capable –
that, to me, is a kind of joy that is almost unequaled.”

 


 


BOOKNOTE #2

LIST POSSIBLE BOOK IDEAS

Brainstorm all viable book project ideas,
coming up with ideas you truly want to spend time on.

 


 


Step 2: Determine Criteria for Selecting
Your Book Project

Select the criteria you know to be important
for this decision. Think about your expectations for the writing
experience and the outcome (the good ones). Use these ideas as
criteria for your selection.

 


Don’t worry about whether the book will make
you rich or famous. If you follow your passions, it is my belief
that the money and fame may (or may not) follow, but at least
you’ve spent time on a project and topic you truly enjoy.

 


Here are a few ideas to use for selecting
your book project. Or use your own. Use the criteria that are
essential for your fulfillment and enjoyment with this project.

* The topic or problem should involve a
personal passion, preferably one you’ve been fascinated and worked
with for many years.

 


* It should use your expertise through
credentials, training, and experience. Please don’t pick a topic
that will require you to pull a lot of materials from other
authors. This first book should be from your mind, with your tested
solutions and experiences. Don’t just rehash the content of others,
as some misguided gurus advocate.

 


* It should involve a book length that you
feel comfortable writing. Your topic might require a manuscript of
between 100 and 300 pages. But if that scares you just a bit (or a
lot), pick a simpler topic, requiring fewer pages. The writing
process described in this course works on all lengths of nonfiction
books, from 10 or 1000 pages (both of which I have done).

 


Realize that once you get going, the project
may expand in length and scope as you get excited about the topic
and add confidence about your writing ability. You may even have to
cut it down or split it in half, creating the second volume in your
series or a second book on the topic.

 


The project or topic should challenge you but
not put you into a panic. Pick a goal that is slightly beyond your
comfort zone.

 


 


BOOKNOTE #3

SELECT CRITERIA FOR YOUR BOOK PROJECT

Brainstorm your list of criteria to use in
selecting your project idea. Pick the most important ideas.
Continue with the selection process.

 


 


Step 3: Rate Your Book Project Idea

Rate your ideas generated in Step 1 to the
criteria generated in Step 2.

 


Below is one technique for this rating. Or
you can use your own. Just make sure that you come up with an idea
you are committed to writing by the end of this lesson.

 


Create a grid or table with several columns
and rows, as follows:

- The number of columns = number of points of
criteria for the rating + 2.

- The number of rows = number of titles +
1.

 


List the titles of your possible book
projects in the first column (to form the rows). Label the next
columns with the criteria to be used, one point per column. The
last column holds the Total Points.

 


Your grid should have the titles in the first
column, creating the rows, and the criteria across the top,
creating the columns.

 


For each book idea, ask yourself if the idea
meets that point. If it does, put a check mark in that box. If not,
leave the box blank. When you are done, total the checks and write
the total in the right hand column. The row with the most points
wins. That’s the book that best meets your needs as a writer.

 


 


BOOKNOTE #4

SELECT YOUR BOOK IDEA

Rate your book ideas with your criteria.

 


 


Decide On Your Book
Project

The last task for this lesson is to decide on
the book project you’ll write with this course. Pick one that
satisfies all the criteria decided upon earlier. Talk to your
readers and friends about it. Then commit to the idea.

 


On a separate piece of paper or computer
file, titled “I Have Decided to Write About…” note the following
information, as you see it right now, about your book project:

* A working title

* One or two sentences of description

* One paragraph synopsis – what is the
problem to be addressed? What are the solutions you will offer? How
will you structure and organize the book?

* Any other ideas or visions you have for the
book.



Remember, these are preliminary ideas. They
will change before your final manuscript goes to market.

 


If you have a box full of notes, napkins with
diagrams, several versions of your Table of Contents, or whatever,
put them aside for now. We’ll get to them later. Right now, just
jot down your ideas as you see the book project.

 


 


BOOKNOTE #5

I HAVE DECIDED TO WRITE ABOUT…

Answer the four questions about your chosen
book project. Add other notes and ideas as they occur to you.

 


Zig Zigler said:

“Go as far as you can see and when you get
there, you will always be able to see farther.”

 


 


ACTION STEPS FOR LESSON #1

1. Brainstorm or freewriting about your
reasons for wanting to write a book, any book.

- Write down your answers now and add to your
list as you continue with the course and with life.

- What are your reasons for wanting to write
a book (any book)?

- What do you, personally, hope to gain from
writing a book (what benefits)?

- What do you hope your readers will
gain?

- What are your fantasies about your writing
career?

File your answers after this page in your
Course binder.

 


2. Schedule your writing time to work on this
course and your book project. List the blocks of time you have
available to write. Commit to as many chunks as possible. Be
realistic about your schedule. Start small and build as the
momentum for the project (and its priority in your life)
builds.

 


3. If it would help, write out your current
writing process, with as much detail as possible. Note your
frustrations with your process. Keep this write-up handy and
compare it to the process described in this course; change your own
process to eliminate the frustrating bits, as much as possible.
Implement the new process and see if it works any better than the
old one. Tinker with the process until it works well for you.

 


4. Start a list of people who might agree to
critique your writing. Begin to approach them, one by one, with
your intention to write your book (and complete this course).
Mention your need for a great reader and your need for honest
criticism. Flatter helps here.

 


 



 


 


LESSON 2

DEFINE YOUR BOOK
IDEA

 


 


Congratulations! You’ve got a book project
you’ll turn into a manuscript. You’re finally ready to get serious
about writing your book. You’ve passed a milestone many would-be
writers never overcome: taking action to actually write the book
rather than just daydream or talk about it endlessly.

 


Realize that you’ll have to make sacrifices
to write your book. At the very least, you’ll spend time writing
that you could or should be doing something else. The book has
become important to you, personally and for your career as a
writer. (And make sure your family and support system understand
the importance of this project to you.)

 


You’re actually going to WRITE THAT
NONFICTION BOOK!

 


William Makepeace Thackeray said:

“There are thousands of thoughts lying
within a man that he does not know till he takes up the pen and
writes.”

 


Les Brown said:

“When you face your fear, most of the time
you will discover that it wasn’t really such a big threat after
all. We all need some form of deeply rooted powerful motivation. It
empowers us to overcome obstacles so we can live our
dreams.”

 


 


YOUR INITIAL BOOK
VISION

I’m sure you’ve fantasized about this book
you’re about to write. That’s only natural. Visions of millions of
printed copies flying off bookstore shelves, a huge impact on many
lives, translations into many languages, awards, a new home, a fat
bank account - the fantasies can be endless.

 


Acknowledge your fantasies about your book
project; describe them in writing. Dream beyond the realms of
“what’s possible,” or worse “what’s probable.”

 


Here are some topics to think and write
about:

Content ideas – What
topics do you see included in your book? Will you include
exercises? Pictures? Tables or figures?

 


Physical appearance
- What will it actually look like: dimensions, shape, colors, cover
art, text font, illustrations, and so on? Will it be printed or
electronic, or both?

 


Purpose – Do you
want to inform, persuade, or entertain? Or do you want to do a
combination, such as inform in an entertaining or humorous way?

 


Benefits for your
readers - Will the book help them solve a problem, gain
something, lose something, make them better people?

 


Benefits for
yourself - What do you want to gain from this book’s
success: money, fame, awards, on the bestseller list? Or
satisfaction from helping people with a problem, or the joy of
writing a book?

 


Audience or target
markets – Who are your readers?

 


Encounters with
readers – Where will you encounter your readers?

 


Speaking engagements
– What conferences, workshops, college classes, talk shows might
you become involved with to talk about your topic and book?

 


Future projects –
What might this book lead to (consulting, workshops, webinars, more
books)?

 


Other dreams. Let
your imagination run wild.

 


Keep writing and brainstorming until you are
exhausted. Add to your collection of visions over the next few days
or weeks, as they occur to you.

 


Also, start to observe books you like, but
use your writer’s (or self-publisher’s) eyes rather than your
reader’s eyes. These books can be about your topic, or not. Look at
the ways the author and publisher present the materials.

 


What works that you’d like to include in your
own book? What doesn’t work, so you can leave that out of your
book? You’ll do a detailed analysis of your competition later in
the course, but for right now, just observe the design and content
details you like and don’t like.

 


 


BOOKNOTE #6

INITIAL VISIONS OF MY BOOK PROJECT

Brainstorm about your vision for this book
project, discussing the points mentioned.

 


 


Anne-Sophie Swetchine said:

“To have ideas is to gather flowers. To
think is to weave them into garlands.”

 


 


SOURCES OF NONFICTION BOOK
IDEAS

This question is one of the most common
topics asked of successful writers by beginners: where do you get
your ideas? The answer is, “Everywhere.”

 


In brainstorming about your book project,
mine each of these sources for the gems you can unearth. Dig
deeply. Often the really creative ideas will come after all the
predictable ones have been stated. Go for 20 or 30 ideas, rather
than 10 predictable ones. The last ones will be the best ones.

 


Michael LeBoeuf said:

“The creative person is the master rather
than the slave of his imagination.”

 


From Personal Needs and Experiences

For nonfiction books, the impetus for a
project often comes from a personal need. This source is one of the
best sources because your book project is fueled by your personal
experience, creating essential energy for the writing process.

 


This personal need might have come from a
challenging situation that needed a solution that you found. In
discussing your solution with others, you learned that it worked
for them as well. Thus, you want to share these successful
strategies with others, outside your circle of personal
contacts.

 


Another personal need is a need for the
information. If you can’t find the information anywhere else, write
the book yourself, as Toni Morrison said in the opening quote for
this course. I have found this need for information has generated
more book ideas than I could ever write.

 


These needs can involve your personal life,
your career, your business life, or any other area of life. The
seed comes from deep within.

 


Eric Hoffler said:

“It still holds true that man is most
uniquely human when he turns obstacles into opportunities.”

 


From a Personal Passion or Expertise

Of course, passion is required for any
writing project, but a book brought forth from a personal passion,
perhaps one you’ve found fascinating since childhood, or at least
many years, can become a book.

 


If you have a lot of personal experience and
knowledge, education and expertise about the topic, you might be
the one to write the book. Obviously, if you’ve spent so much time
with a topic to become an expert in it, it is probably one of your
passions in life.

 


Go with your heart, follow your passion, and
create the book.

 


From Complaints and Comments of Others

You might find book ideas while listening to
friends or clients complain about specific issues, institutions,
and problems. Eavesdropping on strangers’ complaints is also a
valuable source of ideas. With these complaints, you may hear a
different perspective from your own, or at least hear the problem
described differently, thus giving you added insight into the
topic.

 


Writers are natural born eavesdroppers for
good reason: the conversations can be invaluable.

 


From Outside Sources

Outside sources also provide copious ideas
for writers, from newspaper or Internet articles to televised news
reports. You might find material that needs updating, and with your
personal twist on it, it becomes a new book. A magazine article can
spur you to expand on the topic and write the book, whether you
wrote the original article or not.

 


 


BOOKNOTE #7

BRAINSTORM YOUR SOURCES OF IDEAS

Brainstorm about the sources for your book
project.

 


 


ANALYZE YOUR INITIAL
MOTIVATIONS TO WRITE YOUR BOOK

Think back to that moment you realized you
needed or wanted to write a book about a problem or situation.
Record your ideas either as brainstorming or freewriting.

 


Think about the following questions to get
you started:

- Do you remember the details surrounding
your own involvement in the problem?

- Did you experience the problem, or was it a
friend’s or client’s problem?

- How did you feel about the problem?

- What were the symptoms or elements of the
problem?

- How did the problem present itself?

- How did it affect those around you?

- How did you feel about your ability to
solve it? At first? Later on? Eventually, when the problem was
solved?

- What were your doubts or misgivings?

- What were your fears, complaints,
distractions, other issues concerning the problem?

- How did your ability to solve the problem
change over time, with more experience, knowledge, or attempts at
solutions?

 


 


BOOKNOTE #8

ANALYZE YOUR INITIAL MOTIVATIONS TO WRITE
THIS BOOK

Freewrite (or brainstorm) about your initial
realization that you had this book in you, and it wanted out.

 


 


ACTION STEP FOR LESSON #2

1. Brainstorm about each source of
information for ideas and areas of expertise you feel comfortable
writing about, not necessarily related to your current book
project. Examine your entire life experience for areas of passion
and expertise. Look at your hobbies, topics friends ask your advice
about, etc. Play with this list. Add to it as more ideas and
realizations of expertise hit you. This list could provide writing
projects for years to come.

 


 



 


 


LESSON 3

EXPLORE YOUR AUDIENCE AND
BOOK IDEA IN MORE DETAIL

 


 


Before setting words to the first draft, you
must explore your book topic, including the knowledge you already
have and the questions you need to answer.

 


Using the techniques in this lesson, you can
acquire a fuller picture of your book’s content and
marketplace.

 


 


WHO IS YOUR
AUDIENCE?

Learn as much as you can about your audience
so you can write for them, reach them through your marketing, and
serve their needs with your book. What groups do they fall into? Be
creative and really stretch your mind to find all those who might
use your book.

 


Talk to others about your book and ask them
who else might be interested or helped by your book.

 


Answer the following questions about your
audiences. Use those questions you think might help you understand
your audience better:

 


What age?
Is your book aimed at a specific age group, say
younger people, or is it appropriate for any adult? Your audience’s
age will greatly impact your writing style and the information
presented.

 


What gender?
Does your book cater to a specific gender or
both? If only one, what does that gender prefer with books or
information products?

 


How well educated are they?
What is their typical reading level? Your
writing style must cater to your audience’s reading levels, so that
they can understand and implement your techniques and actions. The
lower the education level, the simpler the writing must be: shorter
chapters, shorter sentences, and shorter words. If you are catering
to college-educated adults, you can write at a higher level, but
remember that your goal is to communicate, so keeping the language
simple is a good idea.

 


What is the audience’s
knowledge about your topic?
You don’t want to write too simply nor beyond
their comprehension. If they are at an intermediate level, you
don’t want to waste too many words on the basics.

 


What information do they
need to know to solve the problem or use the information in your
book? The answer will dictate your book’s
content.

 


What do they want to
know? Beyond basic needs about the topic,
they may want additional details.

 


How do they best process
information? How do they best learn –
through hearing (audio), seeing (reading, or on dvd), or by doing
activities, as with experiencing the solutions with hands-on
exercises? Do they need step-by-step instructions; should pictures
be included for each step? Brainstorm how you can include these
styles and techniques of learning.

 


What other topics are they
interested in? Related interests might
generate ideas for related books. Brainstorm all the possible
spin-offs you might create. Take your topic and break it down into
smaller chunks. Each chunk might become a more detailed book, a
workbook, a CD of a presentation. Look at products offered. If it
is appropriate to your audience, then add it to your list of future
projects.

 


Start your research about your audience here.
You’ll learn more about your audience in Lesson 7, when you analyze
your competition.

 


 


How to Find Audience
Information

The questions above are complicated, and some
of the information will be hard to find. It might take some testing
rather than research to find the answers. But I would recommend two
main avenues to find this information.

 


Your own personal
experience and knowledge

You should be able to answer some of the
questions out of your own experiences and knowledge. After all, you
have been a reader and have experienced the topic of your book
before you became a writer. So tap that knowledge. Remember back to
when the topic was new:

- What questions did you have?

- What frustrated you?

- Where did you seek help?

- What were the results?

- Did you have to try several solutions
before finding the one that actually worked for you?

 


Realize that today information is much more
accessible on the Internet than it was twenty years ago. Brainstorm
or freewrite about each question and see what comes up. If nothing
comes, then try the second method, research.

 


Research

Get on the Internet, talk to your audience
members, read books and determine the information yourself from
your analysis of the reading, read blogs and get involved with
online forums.

 


For example, I was trying to find out the
market size for a particular topic of book, but when I went to the
Internet and typed in “book market size” and the topic, I got
everything but the information I wanted. I finally did find some
figures of market size to use in a book proposal, but it was
difficult.

 


So realize that learning about your target
market, unless someone else had already done the research for you,
will take some time and effort. And it will take creativity with
search words and other places to look. But eventually, you’ll
probably find the information you need.

 


The main goal here is learn as much as you
can in the beginning of your process, so you can tailor your
content to your readers, while maintaining your vision as much as
possible. This focus will reduce the amount of wasted time spent on
writing information that won’t be part of the book.

 


 


BOOKNOTE #9

WHO IS MY AUDIENCE?

Record the information you know and learn
about your audience.

 


 


BRAINSTORM ABOUT YOUR BOOK’S
CONTENT

I have developed a technique called Expanded
Brainstorming Questions, taken from the six reporter’s questions of
journalism. I’ve one question, bringing the count to seven
questions.

 


Use the questions you list to force your mind
to think about all aspects of your book’s content, one focus at a
time.

 


Dr. Myron Allen said:

“An idea is a kind of wonderful seed. It
can be planted again and again and is always ready for further
use.”

 


 


The Rules of
Brainstorming

Before we get into my technique, you need to
understand the rules of brainstorming. These are based on the rules
Alex Osborne came up with for his consulting work with advertising
clients, along with my own rules, based on my experiences with
clients and students, as well as with my own writing efforts. You
can read more about Osborne’s techniques and wisdom in Applied
Imagination (1963).

 


Here are the rules of brainstorming:

* Know the purpose of the brainstorming
session before starting. Write the goal at the top of your
page.

* List every idea that hits your mind, no
matter how silly or impossible. Every idea is of equal value at
this stage of the process.

* Go for quantity. Realize the first 10 ideas
will be predictable. The later ones will result from tapping into
your creative imagination.

* Go for the silly, crazy, exaggerated,
impossible ideas. Be both realistic and fantastic with your
ideas.

* Do not evaluate any idea as it is written
down. Do not ponder negative consequences of an idea. Write them
all down.

* Go for speed. Give yourself a time limit
and write (or type) as fast as you can. Get as many ideas as you
can down in that time period. Add to the list as ideas occur when
you’re doing other activities, which will occur.

* Piggyback on ideas, using one idea to jump
into another, which leads to another. Use the silly ideas to
generate great ideas that will actually work. Don’t worry about
detours that seem to go off your purpose. Write the idea down; then
get back to your purpose for the brainstorming session.

 


 


EXPANDED BRAINSTORMING
QUESTIONS TECHNIQUE

Now that you know more about your audience
and about brainstorming, you can brainstorm about the details of
your book project.

 


One of the best idea generating techniques
uses the reporter’s questions, those questions journalists and
reporters ask to learn and write about all the details necessary
for an article. The Expanded Brainstorming Questions technique asks
you to brainstorm as many questions as possible for each reporter’s
question:

- Who

- What

- Where

- When

- Why

- How

- How much or how many (Quantity)

I’ve added the seventh question that relates
to quantity: how much or how many.

 


If you can answer all the questions
presented, you will form a complete picture of your topic. Open a
new computer file, or have a lot of paper on hand because you will
do a lot of writing for this exercise.

 


Here is the process for the Expanded
Brainstorming Questions Technique.

 


Step 1: Write Your Questions

For each of the seven questions, write as
many questions as you can that start with that word. Come up with
at least ten questions for each reporter’s question. Take some time
to do this (perhaps a few days).

 


For example, for Who, you might write:

- Who is involved?

- Who cares?

- Who benefits?

- Who works with the topic?

- Who is opposed to this topic?

- Who sets the industry standards?

- Who has organized groups related to the
topic?

 


Do this exercise on the computer, so you can
move questions around in later stages of the exercise. However, if
you think better with a pen in hand, write these out, then type
them into the computer later.

 


Step 2: Label Each Question as to its
Category

Read through the questions you’ve generated
and determine the major categories or groups into which your
questions will fit.

 


Step 3: Sequence Your Categories

Put your categories into a reasonable,
logical sequence. These categories may become the chapters in your
book. At the very least, you’ve identified categories of
information that should fit into your book.

 


Create space on this file or a new one so
that you can do the next step.

 


Step 4: Move/Rewrite the Questions to their
Categories

Rewrite or move each question into its
appropriate category. If something doesn’t fit, put it into the
Question Doesn’t Fit category at the end. These questions may
generate additional categories, or they may be tossed.

 


Step 5: Check the Questions in Each
Category

Read through all the questions for each
category and do the following:

* Add any other questions that occur to you
that should be in the category.

 


* Combine and reword any questions that
involve the same idea. Often the same idea will be repeated in two
or three question groups. For example, you might ask, “What is the
ideal method for marketing this book?” and then later, you might
write “How should I market this book?” These two questions are
asking the same thing. Take the one that best describes your
intention and cross out the other one.

 


* Identify any questions that simply won’t
help with your book. Either move them to the “Questions Don’t Fit”
box, or cross them out, to be ignored from now on.

 


Step 6: Identify Usable Questions for Your
Book

Identify the questions to use in your book.
If in doubt, include it on your list of questions to answer. You
can always eliminate it later.

 


Step 7: Answer the Questions Chosen

Your answers to the chosen questions will
produce the content for your book.

 


 


BOOKNOTE #10

USE THE EXPANDED BRAINSTORMING QUESTIONS
TECHNIQUE

Use this technique with your own book
project.

 


 


DEVELOPMENT METHODS AS IDEA
TRIGGERS

Another idea generating technique uses the
development methods used in writing essays and other college
writing assignments (usually taught in Freshman Composition).

 


For each development method, brainstorm all
the ways you could use this method with your book project.

 


The first method is “Analogy.” Could you use
an analogy in your book, either to explain a complicated section or
to explain the entire problem or solution? Remember that an analogy
is really an extended metaphor, with several (5 or 6) points of
similarity between the two items being compared.

 


For example, in describing the human system
of blood flow, you could use the analogy of a freeway system, with
the main freeways equating to the main arteries, and the exit ramps
equating to the capillaries. You could discuss speed limits and
blood flow, car crashes and blood clots, and so on to describe the
various aspects of the human body. The readers understand the
freeway system, and they will learn to understand your points about
the human body’s blood flow system. That’s an analogy.

 


Here is the list of development methods to
use:

Analogy (with 5 to 6
or more points of similarity) Hint: start with the major points you
want to emphasize, then find something that has the same points
that you can use for the analogy.

 


Analysis (dividing
the whole into parts and then discussing the relationships of the
parts to each other and to the whole)

 


Cause and Effect
(discuss one cause and its effect, result, or consequence, or
discuss a causal string, which discusses a cause that leads to an
effect, which becomes a cause for the next effect. Thus you have a
string of causes.

 


Compare (show
similarities between two or more things)

 


Contrast (show
differences between two or more things)

 


Classification
(create a system of categories or groupings so that the groups’
members are mutually exclusive - an item can go in only one
category – and each group has a name, preferably one you have
created that fits the group. You can use other people’s
classification systems if you have to, but creating your own is
much more fun.

 


Definition (define
the item; discuss its denotative and connotative meanings, its
history, the parts, functions, traits, users, benefits, examples,
types, and so on.

 


Description (write
of the physical traits of the item using all five senses)

 


Division (divide the
big thing into small groups of things)

 


Example or
illustration (these examples can be a few words or a whole
chapter; they can be phrases or case histories or other ways of
telling about an object)

 


Metaphor and Simile
(comparing two items with one similar named trait)

 


Process Analysis
(the step-by-step instructions or general advice of accomplishing
some goal or performing some operation)

 


Reasons (reasons and
evidence back up an argument)

 


Summary (summaries
state the key points made)

 


 


BOOKNOTE #11

USE DEVELOPMENT METHODS AS IDEA TRIGGERS

Use this technique with your book
project.

 


 


WHAT PROBLEM ARE YOU
SOLVING?

Most nonfiction books solve a problem of some
kind. Even if the treatment of the topic is subtle at its core, the
discussion is still probably trying to solve a reader’s problem.
You must know and understand the problem in order to write your
book.

 


Your book’s problem might be fairly common,
or it might be an issue for a small portion of the population (make
sure it is large enough to justify writing a book on it). Make sure
the problem is fairly focused to be useful, one problem per
book.

 


Albert Einstein wrote:

“We can’t solve a problem by using the
same kind of thinking that we used when we created them.”

 


 


BOOKNOTE #12

WHAT PROBLEM AM I SOLVING?

Using either of the techniques described in
this lesson (or both), explore your book’s problem.

 


 


WHAT SOLUTIONS ARE YOU
OFFERING?

 


The solutions to the problem will take up
most of your book. You may offer several solutions with one per
chapter, or your solution may involve several steps or phases, each
taking a chapter.

 


For each solution, make sure you have
personally tested the technique on other people as well as yourself
(if you have suffered from the problem), to make sure your solution
makes sense and won’t harm the people you are trying to help.

 


Again, use one or both of the idea generating
techniques described in this lesson to explore the solutions you
plan to offer.

 


 


BOOKNOTE #13

WHAT SOLUTIONS AM I OFFERING?

Explore the solutions you will offer your
readers, using either or both of the techniques in this lesson.

 


 


BRING YOUR BOOK IDEAS
TOGETHER

Bring together all your ideas from the
previous BookNotes. With this information, you’ve got something to
play with. And you’ve made a good start on your book.

 


For the BookNote called “My Book is About…”
answer the following questions:

 


1. What is the title of your book at this
point? It’s okay if it’s only a working title.

 


2. Briefly, what is your book’s topic or
subject matter?

 


3. In one or two sentences, what is your book
about?

 


4. Write out a description of your book,
discussing the structure and content of the book, as much as you
now know.

 


5. What problem are you writing about?

 


6. What solutions are you offering? How will
you organize them?

 


7. What sources will you use for your book’s
content? And what percentage will each use of the total? How much
of your own experiences or expertise, primary research you’ll do,
other authors’ works and ideas, or other sources?

 


8. How will your book be different from the
other books on the market?

 


9. What schedule have you decided upon to
write your book? How far along are you in the process? Where and
when will you devote specific chunks of time to writing this book?
Commit to a schedule.

 


10. How do you want your readers to benefit
from the book?

 


11. How do you want to benefit from the
book?

 


12. Who are your readers (your target
market)?

 


 


BOOKNOTE #14

MY BOOK IS ABOUT…

Answer the 12 questions about your book
project. Record other ideas that have occurred to you.

 


 


ACTION STEPS FOR LESSON #3

1. Study books in general for their content
and design features. What do you like and not like? Why? Start a
file with full citation information (so you can find the materials
again) or print them if they are on the Internet.

 



Visit: http://www.smashwords.com/books/view/11690
to purchase this book to continue reading. Show the author you
appreciate their work!

