Book Review Form Instructions

Instructions: Enter all appropriate data in the column to the right. Do not add anything to the “label” columns, except in the “Review” area. The spaces will automatically grow to fit the information.

Begin by saving the form using “save as” and naming the file after the title of the book being reviewed, not including leading articles and sub-titles, i.e., “Stinky Cheese Man.doc”

Author, last name; Author, 1st name: Enter primary author’s last, then first name 

Additional authors: Enter names of additional authors, last name first; use cataloging rules to determine how many additional authors’ names to add.

Translator(s): Enter name (s), last name first.

Title: Using italics, please enter complete title including subtitle, skipping leading articles – a, an, the – and placing them after a comma after the title.

Series: Enter complete series title, skipping leading articles -- a, an, the – and placing them after a comma after the title.

Publisher: Please consult the still to be complied publisher abbreviation page, which will be on www.bayviews.org once available and enter the appropriate abbreviation. 
Pub. Date: Please enter the year date of publication of the title in the United States.

Pages: If unnumbered, please count the pages and enter the number in brackets

Grades: Please indicate the appropriate grade range for the title, using numbers for grades, such as GRADE 6-8,  K for kindergarten, PRE for preschool, and ADULT for titles appealing to an adult audience.

Prices and ISBN’s: Please enter the price and isbn in the appropriate spaces. It is the reviewer’s responsibility to find all prices and isbn’s for the title using all available resources, beginning with the verso of the book’s title page.

Rating: Please enter one of the following ratings in capital letters: OUTSTANDING, HIGH ADDITIONAL, ADDITIONAL, LOW ADDITIONAL, UNSATISFACTORY 

               [Note: Books rated Outstanding are considered by the Distinguished Books Committee.]

Book Group: Please enter the approptriate book group using the following abbreviations : Pic. Bk.  (Picture Book), Reader (Easy Reader), Fic. (Fiction), Non-fic. (Non-fiction). 

Date: Enter the month and year that review is submitted.

Review : The review area is large enough – too large, actually -- for your review using a size 12 Times New Roman font, double spaced. The space will grow if the review must be longer than the space provided. 


1.Begin by erasing the word, “Review.”

2.Please enter the review double spaced, and make every attempt to keep it in the area provided. 3.Please do not use any different font from the size 12 Times New Roman on the form.

4.Print out a copy of the completed review form to submit to Book Review Chairs and editors at the regular monthly ACL meeting.

5.Before saving your work and submitting the review to the BayViews publisher, please reduce the written review to single-spacing:

How to change spacing: (Word 2000)

   1. Select all the text of the review.

   2. Find the line spacing icon on Word’s formatting toolbar; select 1.

                         Or

Under “format” in the dropdown menus, select “paragraph.” On the dialog window that appears, select “indents and spacing.” Under “line spacing” select “single.”
6.Please submit the finished review  when completed to Nancy Pino by sending it as an email attachment to nancy2jra@aol.com ; put “ACL review” in the email subject line.
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