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Guidelines for JaxAirNews Story Submissions

The following are some tips on writing stories for our base newspaper:

1) Always include rates such as: Lt., AS1, PR2. We do not spell out the entire rate because it takes up too much space and we are limited on the amount of editorial space we have. 

2) Include first and last names. No call signs.

3) Spell out all acronyms on first reference followed by the acronym in parentheses – many people have no idea what they all stand for. 

     Example: Patrol Squadron (VP)

4) We use the Associated Press Stylebook to edit stories. If you’re command can purchase one, it would help you immensely. 

5) Write in simple terms – imagine your readers are on a 6th grade reading level.

6) Don’t just send us award stories. How about some features on people in your command? Everyone has a unique story to tell. Do a story on someone’s hobby, if they volunteer out in town, something interesting that happened to them, etc.

7) Use quotes – not just from CO’s – get that young squadron Sailor’s quote. We hear from CO’s all the time, what does the young person think? How has something affected him/her?

8) Send us stories in a timely manner. We are a weekly newspaper. We don’t want something that happened a month or two ago. Send us a story right after is happens. Email ensures faster submissions. Deadlines are Fridays for the next Thursday’s paper.

9) Stories must be in Word documents. Do not embed photos into Word documents.

   10)  Make stories as long as needed, but remember we will chop them as    

         needed. We normally start chopping at the bottom so make sure you    

         put your more important information up front. 

Guidelines for photographs

Here are some tips on getting photographs published in JaxAirNews:

1) Do not embed photos into Word documents. We cannot do anything with these. Also do not send Power Point slides. We require all photographs to be jpg format and prefer 300 dpi. Most people are sending us photos at 72 dpi, this does not work very well for newspaper layout. Change the setting on your cameras.

2) Make sure you get face shots – we want to be able to see the person in the picture.

3) Actions shots are preferred – someone working at their job instead of the typical grip and grin are much better. Especially for Sailors of the Month, Year, etc.

4) Do not take photos in front of windows – they do not work!

5) We have the capability of scanning hard copy photos if needed although digitals are preferred. 

6) Try to get close to your subject, we can blow-up only so large before a photo becomes too grainy to use.

7) Be creative – we are always willing to try something new.

8) Make sure photos are in focus – we can only fix them to a certain extent.

9) People tend to look at photos on a page first because they stand out – make them worthwhile.

   10) Captions are essential. We have no idea who the people are in the 

    photos so send us the information. Again, rates, first and last names and  

    what they are doing. We also need who took the photo if you want   

    credit for it. 

