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Preface
I think it was Jerome K. Jerome who said “I like work: it fascinates me. I can
sit and look at it for hours.” but the truth is that most of us find fascination
and enjoyment in watching another person perform specialist tasks well,
and that’s not limited to sport, entertainment, art or crafts is it.
“How do they do that?” is the question. But merely watching and admiring
is seldom enough to even get us started. When it comes to non-physical
capabilities such as feats of mental dexterity or professional analysis it can
be even more tantalising so it’s little wonder that books and booklets with
titles that start with the words “How to..” are more popular than those
with any other title format.
This small booklet is written with the intention of encouraging and aiding
more people with know-how locked in their heads to contribute to the
insatiable human appetite to get simple practical answers to the question
“How do you…?”
So, how about you? Do you have specialist expertise locked in your head?
Wouldn’t it be good to share it with others? It could enhance your own
reputation, make you some money and perhaps most importantly create a
long term legacy. It only takes a few hours to create a how-to booklet but
the benefits could last…. for ever.
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Before you start
“If I had six hours to chop down a tree,
I'd spend the first hours sharpening the axe.”
Abraham Lincoln
Despite having good advice I probably spent twice as much time and effort
writing my first book than I needed to because I went about it the wrong
way and ended up re-working both the structure and the content.
This section aims to help you learn from my mistakes, and mistakes I have
seen others make. In particular, it aims to help you have clarity and focus
about what needs to be done to produce a really good “How to” booklet.
Lastly, it aims to stop you right now and direct you elsewhere if what you
really need to do to meet your own goals is write something different from
a How-to booklet.
This is NOT a guide on how to write a full length book. In my experience
the way to write a book needs to be very different from the specialist
“How-to” booklet writing method that I describe here.

1 What is a “How to” booklet?
You may feel what follows is pedantic, rigid or even simplistic and in some
ways you will definitely be right. The reason is that I am focused on
getting the job done in one way that I know works and I believe this is not
the place to have a debate about numerous alternative ways to do it.
I am sharing a winning formula. It does respect your intelligence. You
still have lots of judgements to make but I hope you’ll not have to waste
time working out how to do it where an answer has already been
developed or discovered.

1.1 What’s a booklet?
I am defining a booklet as a small book of between 32 and 96 printed
pages. These are precise numbers for practical reasons which will become
1

