Guidelines for Submissions to Services Agency News Publications

News & Views is published to the web on the first of the month, every month.  Deadlines for submissions are the 15th of the month. 

Submit via email to:

submissions@agency.afsv.af.mil

Writing your Stories:

- Remember, your primary audience is Services activity managers and staff.  News & Views is also sent up the chain to senior Air Force leadership.  Remember that some good local market stories may not be appropriate for global distribution.

- Organize your story with the important facts and information up front.

- Answer as many of the following questions as you can. These are questions readers will ask as they read your story:  How?  How much?  What were safety considerations?  How many?  How big/small?  Who?  What happened?  Any insurance/liability issues?  When?  Why?  Legal opinions needed?  What were they?  Where?  How long?  How far?  Other costs?  Lessons learned?  Recommendations?  What were the benefits to airmen, families, commanders, and employees?  How much income did it generate?

- Use simple words, short sentences (15-17 words), and short paragraphs (3-4 sentences).

· Avoid writing in the first person.  Attributes are a must!

- Avoid military or professional jargon/acronyms, local references, or slang.  If you must use such, then explain the meaning or spell out the acronym.

-Readers should learn something useful or get a good idea from each article. Give facts, data, and "how-to's."  Don’t write in generalities or "fluff" ("lots of people had fun").

- Make sure to include bylines for all stories and cutlines.

- Share resources you used (list company names, telephone/fax numbers) and mention commercial sponsors and the support they provided.

- Include quotes from customers, staff, and commanders, if possible.

- Use articles and photos from your base newspaper, but change the local angle to a global one and add answers to the above questions.

- Clear submissions through your chain of command and MAJCOM.  Remember, News & Views is distributed up the chain to senior Air Force leadership.

- All stories must include the subject matter POC name, office symbol, and DSN telephone number.

Photos and Graphics:

Please include photos and/or graphics as much as possible.

Provide enough information in your cutline so your photo can be used as a stand-alone if need be.

Put people in your pictures.  Get close-up shots of faces and action.  Identify everyone (rank, first and last name, title) in the photo and the photographer, if possible.  

If the subject in your photo is teaching, demonstrating or talking to an audience, try to get what they’re doing as well as one or members of the audience.

Graphics that support your article are welcome, such as sponsor logos or designs used to identify special events/programs.

If shooting digitally, send us the original file and we will re-size as appropriate.  Multiple savings of jpg files causes degradation.

Scan small photos at 300 dpi.  Save as a high-quality JPG and e-mail editor along with story.  Provide cutlines for photos with all relevant information.

Need more information?  Call Gwen Smalls or Lee Schwabe at DSN 487-4945.
