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I am horrible about including unnecessary words in my writing (and sometimes in my speaking, too!).
I fight against this urge constantly and am always revising to take care of the problem. I am including
these in the workbook because sometimes it's nice to have a quick primer you can carry with you.

“a number of” becomes “several” “few” or “many”

“in order to” becomes “to”

“is able to” becomes “can”

"on a monthly basis" becomes "monthly"
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Here is another list for you to keep handy. I am just so very guilty of using extra "thats" in my
sentences. Did you catch that? It's easy to sprinkle these babies around your article, but it slows
down a reader and diffuses the power of your writing. Don't do it!

• absolutely

• actually

• totally

• really

• quite

• very

• just

• perhaps

• that
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Bio #2: The Article Bio

You have a little more leeway in terms of length with this bio, so use it. Start with some writing
credentials and tailor this bio to the type of article and magazine for which you’re writing. Unless the
magazine is very dry or academic, don’t forget to inject a bit of your personality in your writing and
make sure to give readers a way to get in touch with you.

Like this:

Joe Author writes about all things finance from his mortgage-free ranch in Houston, TX. His work can
be found in The Atlantic, The Huffington Post, and other online media outlets. His latest book, How to
Survive College Without Debt, will be published in the fall of 2016. Contact him through his website,
www.iamfinanciallyfree.com or follow him @joemauthor for tips on living the debt-free life!

What Not To Do:

Be insensitive to the views of the publication’s audience.
For example, don’t use semi-appropriate language or innuendo in a bio for a Christian publication and
don’t trumpet your love of prime rib dinners if you’re writing for an animal conservation magazine or a
publication that has a large vegetarian following.



Non-fiction Writer to Author

Non-Fiction Writer to Author Week Four Workbook 6

Bio #3: The Author Bio

This bio really lets readers know who you are and what you can do. To make this one really work,
though, you have to remember a few simple rules:

1. Write in the third person (as always!)
2. It’s not about you — it’s about the reader. Make sure your bio is not just another “I love me”

litany of achievements. No one cares. They want to know what you can do for them.
3. Make sure they know you’ve got credentials, but don’t be boastful.
4. Add a call-to-action (CTA) for extra effectiveness.

Here's an example:
Joe Author has made a living helping businesses thrive in the online marketplace. Using his M.B.A.
from Harvard Business School, Joe created one of the highest grossing online businesses just five
years after graduation. His recent book, How to Thrive Online, was an Amazon #1 Bestseller and is
just one of the tools in the arsenal of business-growing tips and tricks he shares with clients and
followers. Catch up with him @joemauthor or take his new “Business Ninja” survey by clicking here
(insert link).
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NOW YOU TRY!

You can start writing your Social Media, Article, and Author Bio in the blank lines below then keep it
handy for when you need to use it! I keep both hard copies and electronic files of all my marketing
and promotion things (bios, logos, book jackets blurbs, promos) just in case.

MY SOCIAL MEDIA BIO

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

MY ARTICLE BIO
Make this one specific to the article topic you'll be writing for this course!

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
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MY AUTHOR BIO
If you're writing a book for this course, use that focus to write your author bio.

If not, choose a more general focus for this bio.

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
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When querying a publication, remember to pay attention to special instructions regarding
submissions, capture the style and language of their publication in your query, and show off your
writing skills by using an attention grabbing lede to hook them.

Don't forget to check the guidelines of individual publications to see if they allow simultaneous
submissions; that is, you can submit one article idea to more than one publication at a time. If you do
this and your idea gets accepted somewhere, please remember to let the other publications know and
withdraw your idea from consideration.

On the next few pages, you'll find some specific directions, as well as examples that will help you
make your first sale.
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Writing Queries that Sell
Writing a captivating query is something you must master to get your talent noticed by editors and
publishers. With the freelancing and self-publishing markets overflowing with writers, it's important to
learn how to make yourself stand out from the crowd. Here are a few quick tips:

1. Get the Name Right
Believe it or not, many writers miss this point and lose a potential sale as a result. Always get the
name of the publication you're soliciting AND the name of the correct staff member or editorial
professional to whom you should be addressing your query. Double-check the spelling. And double-
check your sources: even Writer's Market makes mistakes with names and with positions. It's always
best to check with the publication itself. Now that so many are online, it's easy to do!

*A Note for the 21st Century -- A large number of publications now reside online. Many of them have
an editorial staff that deal with submissions instead of a specific individual. In addressing an unknown
person or persons, take cues from the style of publication in your address. You can use a timely
greeting such as "Good morning" or even a simple "Hello" or "Hi there!" can work if the publication is
casual. Both of the queries I've included in this document were simply "Hi there!" -- and both landed
the article.

2. Get the Pitch Right
Another rookie mistake is to pitch a story that doesn't fit with the publication's guidelines, audience, or
scope. Take time to read through your target publication so you get a feel for their style and their
needs.

3. After the Sale
Good for you! They've accepted your piece. Now you need to make sure your follow-up is
professional so you'll have a chance at being assigned stories or, at the very least, have your pitches
rise to the top of the slush pile. This means being courteous and professional in your
correspondence, completing your drafts and edits on time, and getting answers to any questions you
may have about the process. Don't be afraid to ask questions! Editors would much rather you ask
than deal with multiple re-dos or lag time due to ignorance.
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Query #1

Hi there!

Stress. For most, the word conjures up feelings of dismay, despair, and unpleasantness. People are constantly
trying to avoid it or at least minimize their exposure to it.

But what if I were to tell you that stress can be a wonderful thing? In my proposed article, “The Lifechanging
Magic of Stress” I’d like to show your readers how stress can not only be healthy, but even beneficial.

I’ll give explanations backed up with scientific proof along with tips and tricks to help your readers make the
most of any stressful situation, with a focus on the types of stress that affect women in their 50s.

I am a Houston-based freelance writer whose recent non-fiction book, One Size Does NOT Fit All: Stress
Management, was an Amazon Bestseller. My work has appeared in Loyola University Department of
Journalism’s Center for Digital Ethics and Policy, the Huffington Post, Bird Talk Magazine, and in various other
publications.

Please let me know if you have any questions regarding this story idea. In the meantime, I’ve placed some
links to my work below the signature if you want to check it out.

I look forward to hearing from you soon. Thanks in advance for your time and consideration!

Regards,

Nikki Bee Williams

http://www.huffingtonpost.com/nikki-williams/why-does-kindness-goes-vi_b_3084192.html
http://www.huffingtonpost.com/nikki-williams/how-this-small-country_b_2906522.html
http://digitalethics.org/essays/naked-truth-cloud-ethics-personal-responsibility/
http://digitalethics.org/essays/google-dominance-or-information-age-misunderstanding/
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Query #2

Dear X,

Home. For most, the word conjures up images, feelings, and even scents. We long for it after a tough day, we
need it when we are feeling alone and weary, we celebrate it when we are gathered together. It is a haven, a
beacon, a retreat, and above all, a sacred space.

Too often, we allow the world’s frantic commercialism and the siren call of conformity to dictate what our
spaces should look like. When we do this, we miss out on the great emotional and physical well-being that
treating our homes as sacred spaces can give us.

I’d like to share an article that will give your readers all the tools they need to create a new kind of nest—a
comfort zone that incorporates the sacred with mundane in a marvelous fusion of sight, scent, color, and light.

With tips on furniture placement, color choices, accessories, lighting and more, this article will show readers
ways to create spaces that promote a sense of safety, compassion, delight and wonder for all who enter.

I am a Houston-based freelance writer. My work has appeared in Loyola University Department of Journalism’s
Center for Digital Ethics and Policy, the Huffington Post, Bird Talk Magazine, and in various other publications.
My recent non-fiction book, One Size Does NOT Fit All: Stress Management, was an Amazon Bestseller.

Please let me know if you have any questions regarding this story idea. In the meantime, I’ve placed some
links to my work below the signature if you want to check it out.

I look forward to hearing from you soon. Thanks in advance for your time and consideration!

Regards,

Nikki Bee Williams

http://www.huffingtonpost.com/nikki-williams/why-does-kindness-goes-vi_b_3084192.html
http://www.huffingtonpost.com/nikki-williams/how-this-small-country_b_2906522.html
http://digitalethics.org/essays/naked-truth-cloud-ethics-personal-responsibility/
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Query #3
Dear X:

Many freelance writers spend thousands of dollars a year attending workshops, classes and
conferences hoping that they will discover the magic “key” to success in freelancing. In fact, I know
writers that are “information junkies” -- going from one “six figure income” scheme to another in a bid
to get a writing career of the ground and set themselves free from the shackles of a nine-to-five
corporate job or maybe even a mountain of debt or stay-at-home boredom.

Either way, they are missing the point. They already have the key to that success. It’s what no “make
big money freelancing” class or conference wants to tell you. It’s persistence. The ability to be in
perpetual forward motion, even if means taking infinitesimally small steps in that direction. It also
means doing something to further your career, especially if the choice is between a small, low-paying
job and nothing. Many writers turn up their noses at pro-bono work or jobs from writing mills like
oDesk and eLance, but I am living proof that those situations can very quickly morph into something
amazing. In my case, an oDesk job eventually led to being a regular contributor for the Huffington
Post (for which I am paid, by the way).

I propose a feature article that brings the character trait of persistence to the forefront of any writing
career and shows why every little bit does count, including suggestions on how to start moving
forward today.

I look forward to hearing your thoughts. I’ve listed some online credits, below, for your convenience.
Thanks so much for your consideration!

Regards,

Nikki B. Wiliams

http://www.huffingtonpost.com/nikki-williams/

http://digitalethics.org/essays/false-online-reviews/

http://digitalethics.org/essays/ethics-online-credit-applications/

http://www.celtic-weddingrings.com/wedding-guide/wedding-guide.aspx
(for this last one, I wrote all the articles in this guide as a web content provider)
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Query #4
April 20, 2013

Dear Ms. X:

With the sixth annual World Insurance Report’s (2013) announcement that only 30% of customers are
reporting positive experiences with their insurers (and two out of three customers with neutral or
negative experiences are at risk of retention), insurance advisors are on alert to find hard-hitting ways
to keep their clients happy and strengthen their marketing position.

I have a solution that is valid, effective, and low-cost with a high return on investment: Social media.

Social media is gaining traction as a way to increase customer satisfaction at the agent level and
beyond by increasing market penetration and initiating customer dialogue to encourage higher
retention rates. It also allows agents to take complex insurance language and translate it into easy-to-
understand points that resonate with consumers.

I propose an article that would focus specifically on how agents can tap into the benefits of social
media to grow their insurance practices and maintain the close customer relationships so necessary
in today’s volatile and competitive insurance market. Specifically, I would provide a detailed
explanation of the most common social media platforms along with how to use them. An outline of
social media marketing strategies for insures that are simple and easy to implement will be provided,
with details that include: how to encourage discussion; how often to update a social media site; what
type of information to offer; and more.

As a web content writer and social media strategist as well as a past Editor for the American Council
of Life Insurance’s (ACLI’s) TODAY newsletter, I have a unique skill set that can provide your readers
with valuable information they can use right away to improve their business standing.

I look forward to hearing your thoughts. I’ve listed some online credits, below, for your convenience.
Thanks so much for your consideration of my idea.

Regards,

Nikki B. Williams
gottabeeme@gmail.com
1234 Bee Lane
Houston TX 77494

http://www.huffingtonpost.com/nikki-williams/

http://digitalethics.org/essays/false-online-reviews/
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Congratulations!

You're ready to launch your career as a non-fiction writer and become a published author! You've got
a space to work, time you've scheduled to commit to your career, a PFM schedule mapped out to
keep you moving in the right direction, your first article, and a query letter ready to go.

You can submit to multiple publications if they specify that "simultaneous submissions" are okay.
Take advantage of that option if you can. Otherwise, keep a few articles in circulation so you always
have at least one query pending.

Don't forget that follow-up is key. Once you've got a relationship with a publication, nurture it. It may
be the source of many more article assignments on down the line.

Follow-up is key for this course, too. Please feel free to reach out to me any time to let me know your
progress or to ask any questions regarding any of the elements discussed in these modules. In fact,
I'll try and answer any of your writing-related questions I can -- I'm always happy to help writers move
forward with their craft! I ask in return that you pay it forward. If you can help another writer, do it!--we
need to stick together!

It's been my pleasure to be your guide on the first steps of your journey and I look forward to seeing
you on the next page!

Nikki Bee


