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INTRODUCTION








CONGRADULATIONS– and thank you for reading this book. As someone who’s done the research, you’re already ahead of the game. This book is meant to save you time from searching the internet for long hours by sharing a tested, reusable, step-by-step guide that can be applied to both short and long books, fiction/non-fiction, how-to guides and long essays or articles. This book is also not written by a ghostwriter. There is no nonsense, fillers, or points that don’t lead anywhere and waste time. This book is a compilation of experiences from an efficient writer along with the best of what can be found on the Internet. This book teaches everything necessary to write a high quality short book in 24 hours or less. It’s easy, so let’s start!










CHAPTER 1




OUTLINE AND FORMAT







A book can indeed be written in 24 hours, but a person can only write so much in a day. If aiming to finish the book by the end of the day, you need to aim between 2,500 and 5,000 words. This is the length of a respectable short book that does sufficiently in the market today. In essence, writing a short book is no different than writing a long essay. It doesn’t have to be difficult, and once you start, you’re half way done.







PLAN



On a piece of paper, begin the outlining process. For this (and many other steps) the golden rule is always to go from general to specific.



First find the subject then the type of book you want to write. It will either be an informative book, like this one, or a fiction/non-fiction story. (Note: Browse the Kindle store for inspiration on topics to write about, it’s free.)



Once you have your subject, plan the structure of the book. The structure format is listed below, but for structuring ideas and content, it’s easiest to go from general to specific. For example, a random subject word would be forest. If I picture a forest I visualize greenery and dim lights beneath the trees. So from there, maybe I’ll write about how to find your way through a forest, or write about a characters having an adventure passing through that forest. Maybe the characters have an encounter; maybe they needed to bring something to be prepared. From a very general term we narrowed down several possibilities, and we can incorporate any ideas we had prior to that topic if necessary.



The classic format for books and essays of any length is the introduction, body, and conclusion. This pattern will be applied several times.








INTRODUCTION








Only 10% of Kindle readers read further than the first chapter. It’s a tragedy, but it’s true. Even if that weren’t the case, your introduction always has to be attention grabbing, brief, and once read, a person has to know everything the book is about. This is not the area to use long wordy sentences and go on tangents. Consider your readers to have very short attention spans and very little time. If they are not hooked, it’s on to the next book. (How many times have you searched the internet, found a blog claiming the answer, skimmed through several paragraphs and found nothing substantial or even time worthy?) Even if the reader wont read the whole book, if the introduction condenses everything the book is about, it will leave an understanding in their head, which may make them comeback if looking for the topic you’re writing about. After all, they remember what it’s about from the introduction.



If writing a story, there still has to be a hook. Most short story reader often find them selves already in the setting and learn important details as the story unfolds. You have only a few paragraphs or a full page on Microsoft Word to let the reader know what is going on, who is who, and what is likely to happen. Again, the audience has a short attention span. Wordy drizzle that goes nowhere will bore them, yet dumping everything at once will overwhelm. Use imagery, literary devices like foreshadowing or symbolism to say many things with as few words as possible. Many famous writers have, and so can you.



‘What’s in it for them?’ should be the number one question both books need to answer. The informative book reader needs to know what they are getting, and a few extras here and there will please them. Likewise, is the fiction/non-fiction story relatable? Can the reader draw parallels or advice from the characters? Is it entertaining or dull? These are important questions to ask while writing, so you may want to jot them down.



For our example, we might say; ‘not everybody who ventures in the forest come out alive, here are five proven tips to make sure you survive the jungle. For our storyteller: Sarah Forest steered away from her parents and found herself in a dark road. She had to make a decision. Suddenly, something began to rattle among the leaves.



Here’s a real life example from Leo Tolstoy’s Anne-Karenina. The opening sentence is this: “All happy families are alike; each unhappy family is unhappy in its own way.” Just from that first sentence you get the gist of what a really long novel is about. You haven’t even read the first chapter. Short stories, even informative articles or essays should utilize a similar approach and be as straightforward in the beginning as possible. (Tip: Google most famous opening lines of all time. It’s interesting, and you can see the point made here.)








BODY








A Golden rule to remember is that people are more likely to remember the Introduction and ending of a composition than the body of it. How many people remember the opening of Beethoven’s 5
 th
 Symphony? Likely, not many remember what comes 30 seconds after. That is why we use sharp introductions and softer bodies.



For the informative writer, this is the free space where you can elaborate, explain, or share your experiences with less limitation and add descriptive or wordier language if necessary. For the Storyteller, This is where the actions are taking place to ultimately lead to a climax in the story. Does the reader know something the characters don’t know? Will an event occur, that will be the turning point for the main character? Are there subtle hints to point the coming events that were oblivious to the characters, but ironic for the reader? Go from general to specific in planning the details.



If writing an informative piece, the body could be broken down to several sections. This book is divided into chapters that explain each part of how to write a book in 24 hours. The storyteller’s body might be divided to chapters that build onto one another too. On a paper, write bullet points for chapters and what they cover. Move them around to create a coherent and logical order. Add sub points under each with more descriptive detail. Maybe the sub points better fit under another bullet point. They can move around too. You can always erase them if you don’t like, and are not obliged to incorporate every single point no matter how pretty it is or how proud of it you are. The final product will be more gratifying and rewarding than the pain of letting go of that small snippet.



For our example, bullet points may be:



	
Introduction: Essentials to survive the jungle


	
Body: List of necessary items;





	
Flashlight


	
Rope


	
Food and water


	
Your favorite shirt





	
Conclusion: These items are essential.









In that model, perhaps the lucky shirt is not that essential to survive the jungle, so we may take that out. For our storytellers:







	
Introduction: Sarah’s adventure in the jungle is captivating and relevant


	
Body: Sarah’s adventure





	
Sarah gets separated from her friends


	
Sarah has to face a decision


	
A wild snake appears


	
A forest ranger saves her


	
They run off to California together


	
Her friends are still looking for her





	
Conclusion: Sarah learns she has great friends.









In this example, Sarah running away with the forest ranger, as promising and full of potential as it might be, is not too relevant to the flow of the story. Of course, you can have anything you want happen in
 your
 story. As you play around, think of the purpose of your book. What do you want people to take away, and do the bullet points reinforce what you want to say, or diverge into something irrelevant? Go from general to specific in details.



The length of the book you write will be dictated by how much time you have. To write a book in less than 24 hours, you have only approximately 10 to 15 pages on Microsoft Word that have to be filled. A respectable 10-chapter book, for example, is roughly a page to a page and a half per chapter. (Though it can be more or less pages or chapter depending on your desired outcome.) But considering you have your bullet points ready, all you have to do is fill the page. Given you know what you’re writing about, thinking about the words and sentences are easier because you’ve narrowed the subject to a specific bullet point, and therefore won’t go on tangents.



Perhaps for some, the most difficult part of writing a book is the writing process itself. You have your ideas ready; format prepared, bullet points set, but just can’t bring yourself to sit long enough to write it all down. What’s more, perhaps you doubt yourself because you’ve never written before, or even if you have, you’re not sure if the end result will be as good as you expect it.



As far as golden tips, here is what you do:







	
Take Frequent Breaks









This sound almost contradictory since we have limited time, but no one is a machine that can go for very long hours and maintain speed. Yes, you can make a habit in time of writing a great deal in one sitting. Many do. But even those people, just like beginners, give short but frequent breaks to reset their mind, breathe, and comeback with a fresh start. This is crucial to prevent you from burning out and getting stuck. Time wise it’s more efficient because it actually keeps you going. Tiny frequent breaks prevent you from crashing halfway through your book. Tiny frequent breaks keep the momentum going.







	
Write to Communicate, Not to Impress









Say you have your plan and every little detail in place, it’s time to write, but you’re unsure if you’re writing skills are sufficient enough to compare to other authors. What if you don’t like writing or are a bit rusty? What if English is not your first language?



Write short-brief sentences. At some point you must have tried to write a long sentence to elaborate, only to have grammatical errors and run on sentences that just don’t sound right. What’s more, you could be doing errors in your writing, and not even catching it. (Microsoft Word can only do so much.) Your solution: nice, short sentences. You always risk making errors with long, endless sentences, but you dramatically minimize risk when you get straight to the point.



But what about fiction/nonfiction storytellers who want to take a bit of artistic license and use some flowery language to its full potential. By all means, you can. But you need to bear in mind how relevant the language’s effect is to the plot of the story. Will the imagery you use, the senses you ignite and the symbols you place be relevant to the story? If so, here is the next tip:







	
Less is more









‘The pain inflicted upon me, the author, is utterly so that the unaware folk who dare test the unchartered waters of the sea of experienced authors whose ranks they ever dream to become one day a part of, has me turning in turmoil.’



See how annoying and nonsensical that was to read? Was that genuinely impressive? When using any literary device, less is more. You want to let the readers have few, meaningful and memorable visuals in their head. Think of it like decorating a coffee table with an expensive vase. If you have just the vase, all the attention goes there, and comes the admiration and compliments of those who see it. Place several mugs, plates, and junk on the table, the vase will not stand out. Less is more.







	
Read it Again









This is probably the easiest and most overlooked step. I promise you, you will at least find one typo or mistake when you re-read work. What’s more, you can also check if your work is flowing and was easy to read. Are there long, confusing sentences? Are there words that don’t roll off the tongue quite easily when read out loud? Creating a flowing text creates a more pleasant experience for the reader. It gets their momentum going. Remember when you were listening to your favorite song and a commercial break intervened and ruined the moment? Frequent odd words can have the same effect on the reader, and keep them from engaging in your story. They will feel like they’re wasting time. Re-reading, and creating flowing sentences help prevent that.



A quick note, there is no right or wrong when creating flowing sentences. Everyone’s artistic style or use of language is different. What counts is that you checked for error, and made an effort to fix an odd sticking part of the text where you found it. That is all you have to do.







	
Online Services









There are many freelance websites that offer to do many things from creating a catchy book cover to even editing your book. This raises the question; why should I edit my book when I could have someone do it for it for me professionally? In fact, why should I even write the book in the first place when I can hire someone to do that too?



Freelance services are actually very useful; they save on time and offer services by people whose skills you may not necessarily have. They also have two shortcomings: you get what you pay for, and it takes time. Because this is a book on how to write a fully completed, quality book in 24 hours, freelance services are overlooked because they will take at least a day and up to a week to get back to you. Freelance services, however, is still an option for those willing to spend more time on their book, but even so there is one problem; a quality editor may be very expensive.



There are people who will edit or even write a book for you for $5. But the problem is they will either do only a small portion of the job for that price or they will not do a very good job at all. Many writers sometimes opt to hire ghost writers from the Philippines or elsewhere for cheap, and the books get written by people who don’t even know English too well, and in the end they receive very poorly written material. Better quality books, for editing or writing from scratch, will also cost well over $100 per section.



For the creative and artistic storyteller, this might obviously be a poor choice from the get-go, but for the informative writer who views writing as busywork, you risk putting your reputation on the line as a dependable author or brand. It’s a competitive market, waiting out there, and people can tell when a book has been ghost written and they’ve wasted their money. If you use the methods outlined in this book, you can produce something that’s of quality that will comeback in returns in the long run, both for you as a writer and also for your career or business. If you have a solid plan or structure, writing doesn’t take that long. As Aristotle said, “Well begun is half done.” What’s more, if a poor English speaker can write and edit a book for you, you can very well do it yourself. It’s not that difficult.








CONCLUSION








 The conclusion of an informative article, essay, or book is much like the introduction; you need to recap what you’ve gone through, and why it was important that the reader received this information. For the storyteller, the conclusion needs to reflect what became of the characters. Did the main character die? Were they changed forever? Will they see or do things differently? Did the setting change for good? Re-reading your book will give you an understanding of what the reader is exposed to, and you can decide how you want to wrap up the story or close the article.



 In our informative text, for example; ‘now you’ve learned why it is important to bring these items to a jungle and know how to use them effectively in case you lose your way.’ For the storyteller: ‘Sarah at last rejoined her group of friends, who said they were the ones who called for help. Sarah realized she had good friends, and good friends always have your back.’



 Again, the conclusion is much like the opening, straight to the point, concise, and covers briefly everything the introduction said it would cover.










CHPATER 2




TIMING AND EFFICIENCY







We’ve gone over tested tips on how to structure a very well written book, but how can we write it in less that 24 hours? Divide and conquer. Looking at your bullet points, determine how many chapters or sections your book will be. Keep in mind; you want your book to be at least 2500 words long, minimum. Aiming at the 2500-5000-word range, a three-chapter book would be approximately a thousand words per chapter. That’s not really long. 10 chapters or more is approximately a chapter per page on Microsoft Word.



After identify the approximate length of sections or chapters number of your book, all you have to do is start writing.



Everyone’s writing preference is different. Some people are more alert in the morning and choose to write then. Others are night owls and are most productive in the evening. After you have decided when to start (though usually earlier the better) here is the best way to manage your time and write quickly.







ONE-ON-ONE RULE







When you begin writing, dedicate yourself for one hour, and then give a full 10-15 minute break. Repeat till lunch or an hour break after at least 4 hours of repeating the pattern. Then do another four hours or more till dinner or an hour long break. Continue if necessary. (It’s called the one-on-one rule because it’s one break per hour.)



Oftentimes, especially in the start, people get going with great momentum, and they don’t want to leave the computer because they’re on a roll. If you think abstinence is easier than moderation, getting everything out in one sitting may be for you. But the truth for most people is that if they don’t give frequent small breaks, they eventually crash and need a big long one. If that’s the case, you may find that halfway through the book, you’re tired and you need a good break. Now it’s much more difficult and even boring to sit back to write again.



Despite your style and preference, frequent breaks often do help to reset your mind. You can look at your work objectively, fix errors, and move along more frequently without slowing down. Odds are when you’re on a roll writing, you don’t really notice the time so perhaps set an alarm for one hour each time you sit, if you think it will help.







STUCK/WRITERS BLOCK







Wouldn’t it be perfect if you got writers block, just when you decide to be efficient with your time? You may especially be overwhelmed if you’ve pressured yourself to write in such a short time, or its maybe that you’re just genuinely having a brain fog. It’s ok. Just take a break, but try to think about what you want to say in your mind. Brainstorming freely in your head will get the wheels turning, and you’ll figure out what you want to write soon.










CHAPTER 3



TIPS AND TRICKS FOR QUICK WRITING







REVISE ONLY AT THE END







When I first started writing, I made sure the first paragraph was ok. Then I read the first paragraph and wrote the second one. I read the first two first paragraphs and then wrote the third one. By the time I started the second chapter, I was reading the whole chapter before it just to continue writing.



Revision is important, but if you revise in large quantities per siting, you:







	
Waste time


	
Waste energy


	
Waste focus


	
Spend time fixing errors while you could be creating new content


	
Start writing tired and fatigued









Revisions are important, but the secret to writing quickly and conserving focus is to compact all your energy into writing first, revise second. Having said that, there are many perfectionists out there who rightly want to make sure their books are coherent as they write. There’s nothing wrong with that, and everyone should. This is how you balance editing and time:







	
Read only the last paragraph before continuing to write.





	
Do a complete revision only when the book is done.









This is key to managing time and writing fast. If you have an hour to write, you don’t want to waste 15 minutes each hour on revision. What’s more, that revision takes the peak of your energy and focus, leaving you a bit tired to proceed with the rest. Reading just the last paragraph in sufficient to remind you where you were and get the ball rolling.







LECTURE A FRIEND







Similar to dealing with writers block, there may naturally come a point where you’re just stuck for words. You know how you want the rest of the story to go, it’s just this annoying section that you don’t want to touch and just want to get it over with.



Pretend you’re lecturing a friend. Both informative writers and storytellers are explaining something. Imagine in you’re head that you’re telling a story. Take a break and walk around the room if necessary (highly recomended.) Think about the last part of what you’ve just written, and contemplate different ways you would precede. You’d be surprised how just getting away from the computer gets you’re creative juices flowing. You’re A-ha! Moment will come to you.







I’M TIRED AND I’VE SLOWED DOWN SIGNIFICANTLY







We’ve all been there. Many believe slow and steady wins the race. In most cases that is true, but often when writing you slow down because you’re tired, and likely you’re only going to continue to slow down than continue steadily. If you’re concentration is worn out, its little use if you’re body is able and running- you need your concentration to be alert and focused.



I’ve stressed many times the importance of taking a break. If you’ve been writing for a while and you’re coming to a grinding halt, the best option is to take longer breaks and reduce the time you write. This may sound especially controversial given we need to write the book in 24 hours or less, but the logic behind it is something is better than nothing. If taking a 30 minute break will get you to write for 30 minutes or so, that is better than taking a fifteen minute, sitting in front of the computer for a long while only to procrastinate or write poorly. You know how you feel, and please, don’t feel like you’re behind schedule. The goal is to make you write as efficiently and productively as possible.







FACTS AND QUOTES SLOW YOU DOWN







Something of great concern especially to the informative writer is the time it takes to look up a specific quote, fact, or data. If you’re writing at a good tempo, and suddenly realized you’re not sure about a statement and you have to look it up, you will lose a great deal of time. This is perhaps the
 number one issue that slows you down.
 Certainly you do want to check your facts, put quotes and make sure everything is accurate. But the time it takes to look it up, however easy you might think it is actually has great potential to put you off course. Clicking through several pages on Google, reading through irrelevant material that distracts you, and getting frustrated for not finding a fact you swore you once saw somewhere will all add up to put you behind.



The solution is to add missing data, quotes, numbers, statistics and facts to your list of what is to be reviewed in the very end. For example, ‘when the Titanic sank, X many passengers survived.’ I’m not sure of the number, so I’ll put a mark there to remind me to get back to it when I revise it in the end. This simple approach is perhaps the easiest and most efficient way to manage your time and keep you on track.










CHAPTER 4




FINAL WORD



I hope you found some of these pointers and methods valuable and worthy of adding to your arsenal of tools to become a better and efficient writer. If you are aiming to write in 24 hours or less, the rules outlined in the chapters before can very well be applied to a short book ranging from 2500 to 5000 words. What’s more, if you feel stuck, you have this book as a reference guide for any trouble you might have. Plus, the classic-layout style will enable you to produce a structured book that will be easy to read and hopefully improve both your writing and timing skills.



I hope you’ve enjoyed this mini book, and if you have any questions or concerns, please feel free to visit my amazon page and leave a comment. You might find other material that might be useful there too. (And yes, this book was written in less than 24 hours, and I hope it delivers!)
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