Email Template

Anything in bold needs to be changed to be relevant to the person you are sending this to

 
It’s your favourite time of year again, when I start requesting articles and photographs for the 2016-17 issue of [magazine name].

The deadline for your [name of article] is [give false deadline about 2-3 weeks before actual deadline whenever possible! This whole line in bold.] If you think you are unable to write your piece by this date, please let me know NOW so we can find another solution.
 
Your contribution is hugely valued and appreciated so to make it as easy as possible for you to supply your text and images (and for me to edit and collate the hundreds of items that go into [magazine]!), please follow these simple steps.
 
Your text should ideally be between [200 and 250] words; it is not the end of the world if it is longer but might then be cut for length.
All text to be supplied in a Word document; any additional notes for design or layout to be included at the beginning or end of the document please.

All photographs and images to be supplied as attachments, NOT embedded or placed within the Word doc (I can’t use them).
Select and identify the best images before you send them – your article has space for [1, 2, 3..] photos; please don’t send me more than 10! 

Each image supplied should be in JPG format and no less than 2MB in size (smaller file sizes will not print to high enough quality).
Ensure every image is labelled: article name/event and pupil or staff names where appropriate.

Check every name included in your article and captions for accurate spelling – misspellings are guaranteed to upset pupils and parents!

If you need to give me visual items (eg artwork) that will need scanning by the design studio to go alongside your article, please label clearly with magazine name, article or section name, pupil name or caption. This will help us get them all safely returned.
 
As ever, thank you for your continuing support of [magazine] – it really wouldn’t be possible without you!
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