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Guidelines
for Submitting
Lee’s Traveller
Articles
Our District newsletter serves as a way to exchange information between you and the members of Lee District.  As officers and chairmen, you keep the communication lines open when you contribute news from the District and State in your areas.  The club presidents, officers, chairmen and members look forward to reading the articles to find out what is going on in the federation.  Aside from the information you provide at the Leadership Workshop, this is the only way we have to communicate to the clubs.  TAKE ADVANTAGE OF THIS OPPORTUNITY TO ADVERTISE FOR YOUR COMMUNITY SERVICE PROGRAM OR SPECIAL ASSIGNMENT.
Clubs are always looking for a program or project suggestions.  Please try and submit an article for each issue of the Traveller to give them those ideas
When you submit an article for publication, please follow these guidelines:

· Good Copy consists of “NEWS THEY CAN USE” – areas of emphasis, ideas, requests, programs or announcements that are pertinent and timely.  Please don’t take information or facts from a pamphlet or article and just copy it!  The clubs NEED program and project ideas.  Remember to answer the following questions:  “Who?  What?  When? Where?  Why?.”  Include contact information such as addresses, phone numbers, email or website addresses.  
· When submitting something that is for a particular date, remember that the Traveller comes out by email two to four weeks after the deadline.  Clubs need to have time to react to the information you provide.
· Use a Word doc format and attach to your email.  MUST BE Word Doc format and an attachment!
· Use black Times New Roman font, size 10.  Adding your own bolding and occasional colored or special font can be used for emphasis.

· A flyer needs to have extra space around the edges to accommodate the page numbers and headings that are on every page.  It is difficult to resize your artwork.  Leave an inch at the top and the bottom.
· Files should be named something identifying the content.  Even though “Traveller article” might work on your computer, it is not helpful on the receiving end.  You might try a format of issue and program i.e. Summer2011Arts.doc.
· Only the District President and the Junior Director write letters.  The rest of the officers and chairmen write articles.  You should avoid salutations like “Hello, ladies” and comments about hoping you enjoy your holidays.   Give readers project and program ideas.
· Keep it brief.  This is a long newsletter and long articles won’t get the readership that you would like.  Ideally an article should be no more than one column in length (and shorter can have even more impact).  In general that is about one half of a page if you followed the guidelines above.
SUBMISSION OF NEWS ARTICLES:
1.
All articles must be sent to the Editor, Joan Kremzir with a copy to the District President or 
Junior Director.
2.
Include with each article:


Name of Community Service Program/Special Appointment


Names of General and Junior Chairmen


Telephone Numbers / Email addresses of Chairmen

3. Articles may be mailed, or emailed.  See information below.  If possible, the editor prefers to receive all articles via email.
Deadlines:

The first deadline will be August 3, 2018 (Call to Fall Meeting)  

Future Deadlines:
2018 Fall Issue

November 9, 2018 (holiday issue & last one before reports due)
2019 Winter Issue
January 11, 2019 (Call to Annual Meeting)
2019 Spring Issue
April 12, 2019
2019 Summer Issue
August 9, 2019 (Call to Fall Meeting)
2019 Fall Issue

November 8, 2019 (holiday issue & last one before reports due)
2020 Winter Issue
January 10, 2020 (Call to Annual Meeting)
Please note – The deadlines are very important.  Articles received after the established deadline may not be included in the current issue.  Early submissions are always appreciated.
Submit Articles to:

Joan Kremzir 





jkremzir@gmail.com




2300 Cranbeck Circle, Richmond, VA  23235





804-272-5479

