Bavarian News Editorial Standards
The Bavarian News is one of the U.S. Army Garrison Grafenwoehr commander’s primary communication tools for transmitting relevant information to the Army community in Bavaria, so, most articles and photographs will fulfill this objective. Contributors should consider the audience and its demographics when choosing stories and photos to submit to the BN. All submissions will conform to Associated Press Style Guide and be ready to print. 
Regular contributors (correspondents from Ansbach, Schweinfurt, Hohenfels and Garmisch) will function as editorial clearinghouses and be responsible for editing content (articles and photos) submitted for publication in the BN from their respective communities. 

Prior coordination, with as much advance notice as possible, will allow BN staff to balance space constraints for submissions and best present the material to the community. The final decision on whether a submission meets the minimum requirements and will run rests with the managing editor.  

Articles

Articles will be submitted in Microsoft Word documents and be in complete sentences written in the third person. The BN staff does not retype or reformat submissions sent as pdfs, faxes or as bullets in flyers, newsletters or PowerPoint briefing slides, nor from websites. General guidelines for articles include: 

- Shoot for 400-600 words in length. (If the article will be significantly shorter, consider a stand-alone photo (see below). If it will be longer, consider editing, or if appropriate, split the article into a two-part series (required prior coordination with the editor). Also, consider separating material such as lists / several points of contact into an information box to give the article better flow. 
- Headline in subject-verb format (i.e. “2CR Dragoons make history” not “Making history”).
- Single space after periods at the end of sentences. (See additional tips at the bottom of this document on a simplified way for accomplishing this.) 
- Byline with full name (including rank if applicable), organization, and indicate the photographer’s full name and unit if different from author. Also include a phone number if you are not a regular contributor in case a follow-up is required.
- Dateline with city name entirely in caps, with the country following in sentence case, along with an em (―) dash. In accordance with AP style, the dateline should tell the reader where the author obtained the basic information for the story. 


Example: 

[image: image1.jpg]Stress PT offers new approach to prevention

Story and photo by
Kristin Bradley
USAG Hohenfels Public Affairs

HOHENFELS, Germany — As they sat on the floor in their physical training uniforms at 6:30
a.m., July 30, the morning must have seemed like the start of a typical PT session for the
Hohenfels Soldiers at the School Age Center gym.

As soon as the pushups began, however, it would have been clear that this morning would be a
bit different.

“] sometimes become irritated with family or coworkers over small things.” Lara Clagett. a staff





Note: The byline includes three parts: story and photo by, name and organization. If the author and photographer are different, list separately as in the example below: 
[image: image2.jpg]King of comedy D.L. Hughley brings laughs to Hohenfels

by Kristin Bradley
USAG Hohenfels Public Affairs

Photos by Spc. Tia Sokimson

HOHENFELS, Germany — It may have looked like a plain white tent from the outside, but the
talent on the inside transformed the festplatz at U.S. Army Garrison Hohenfels into a first-rate
comedy club when

Hollywood star and comedian D.L. Hughley entertained more than 500 guests during a free show
hosted by Armed Forces Entertainment, Aug. 8.





Also, if the author has a significant title (OIC of the 30th Signal Battalion) that can be added in the editor’s note versus being listed under the person’s name in the byline. 
Photos

Like articles, photos should tell a story and be well-composed. Guidelines for photos: 

- Action photos are preferred over pictures of people just standing around. Consider submitting a variety of shots (close in / zoomed out) and think about different perspectives / angles to make a routine picture more interesting. 
- Photos must be submitted as separate photo files in high resolution (not embedded in a Word document or PowerPoint slides), digital jpeg format (minimum of 300 dpi or a file size greater than 900K, i.e., minimum size of 5x3 or 3x5). 
- Cutlines: Photo credits and full cutlines must be provided with all photos. Cutlines are written in present tense, and all persons in the picture should be identified (within reason – if there are three people in the photo, get the names; 10 people, refer to the group). Include each person’s rank, first and last name, and spell out all units and titles (i.e., do not send cutlines with abbreviations and acronyms). If photos are submitted in conjunction with a story, place the cutlines in a separate section at the bottom of the story. In general, a cutline should be comprised of 1-2 sentences; if your cutline is longer, considering editing or submitting as a deep cut stand-alone photo. A sample cutline is provided below: 

Cutlines: 
Photo by Spc. Jesse Smith, 2nd Cavalry Regiment Public Affairs
Inspection.jpg. ― Sgt. 1st Class Hooah Soldier, platoon sergeant, 3rd Battalion, 66th Armor Regiment, ensures Soldiers are prepared for inspection, Oct. 2.


- Submit 2-3 photos with each package (or 5-7 if it’s a feature story) to give the editor flexibility in presenting the information and telling the story.  
- Label photos with slugs, rather than the numbers assigned by the camera, as a way of easily differentiating between photos, especially when submitting several photos with a single story or several stories with several photos. For example, use “sackrace.jpeg” vs. “DSC_0345.jpeg.”
- Avoid “Grip-and-grin” photos of ribbon, cake cutting, promotion, re-enlistment, or other ceremonies (per Army Regulation 360-1, Chapter 13-4b).

Stand-alone / deep cutline photos (SA)
Stand-alone photos are sufficient when a story doesn’t warrant a full article or a few sentences does the trick. Optimum length is around 100 words. The first part of the cutline is still in present tense but the rest of the cutline, which provides background information, is written in past tense. Also, remember to include the dateline with stand-alone photos. 

Example: 

WEIDEN IN DER OBERPFALZ, Germany ― Capt. Kylen Mays, commander, Headquarters and Headquarters Company, U.S. Army Garrison Grafenwoehr, and his Soldiers stack dog food and cat litter in at the Weiden Tierheim, Dec. 13. Soldiers and family members from the garrison’s Headquarters and Headquarters Company recently partnered with the animal shelter, and collected and donated more than 1,300 pounds of pet food and 425 pounds of cat litter to the tierheim. To donate or learn more contact Christine Nunez at 475-8432 or christine.nunez@eur.army.mil. 

When submitting several stories / photos, list in the order of priority to ensure the correspondent and the editor are on the same page and allow the most important stories to be published. 
Example: 

[image: image3.jpg]=]

Subject: | FW: Schweinfurt Bavarian News Submission / Dec. 22 (UNCLASSIFIED)

9E CIED TRAININGJPG (102 KE); =) Tree Lighting JPG (129 K; =) Globetrotters.JPG (169 K; =/ 12th Chem and Scouts.JPG (234 kJ; ] Globetrotters.doc (27 kl;
rree Ligntina.doc 26 K8); ] Schweinfurt News Briefs 22 DEC.doox (15 kBl; #]12th Chem and Scouts.doox 16 kB); I9 CIED TRAINING.doc 1 K8}

Attached:

Please find attached Schweinfurt's humble submission for the upcoming BN issue. Contents(Stories listed in priority order)

1. Training Exercise in Schweinfurt (9E CIED Training)
2. Tree lighting in our garrison (Tree Lighting)

3. Harlem Globetrotters playing in Schweinfurt

4. Exercise between 12th Chemical Company and Boy Scouts

5. News Briefs
Good work going on over there in Graf. Thanks for all your help. Talk soon

VR

Charles Stadtlander

USAG Schweinfurt Public Affairs Office





Note: In the example above the correspondent lists the articles/photos in order of priority but also gives the individual articles and the accompanying photos like names (tree_lighting.jpg and tree_lighting.doc) to allow the articles / photos to be easily grouped and identified.  

News Briefs

Announcements are placed in the What’s Happening section of the BN. They must provide the essential W’s (who, what, when, where, why), be 100 words or less, and be written in complete sentences. 
Again, the BN staff does not retype or reformat submissions sent as pdfs, faxes or as bullets in flyers, newsletters or PowerPoint briefing slides, nor from websites.
Tips:
- Use AP style vs. military style for dates, times, numbers and related items. For example, use “Nov. 14, from 10 a.m. – noon,” vs. “14NOV, 1000-1200” and “$35” vs. “$35.00.”
- For phone numbers, list the DSN and CIV number (dashes included), without colons and separated by a comma, i.e. “Call DSN 475-7113, CIV 09641-83-7113” not “DSN: 4757113 or CIV: …” 
- Use “For more,” vs. “For more information.”  
- Capitalize Bldg. and Rm. (though not AP style, these abbreviations are acceptable for briefs only. When using these words in stories, spell them out.)
- Single space after periods at the end of sentences. 
- Be cognizant of the event date and deadline and compare with the publication date, i.e. BN deadline is Tue, Dec. 1, but will be printed Dec. 9; anything before Dec. 9 will be obsolete. (Note: when abbreviating days of the week, make them each 3 letters, with no periods. Ex: Tue, Wed, Thu, Fri)
- Include a descriptive brief heading of 2-3 words (about 20-25 characters including spaces). 
 
A sample announcement is provided below. Note the format for dates and times; the acronym is spelled out; “for more,” and the short slug heading.  

BOSS meet ‘n’ greet
The Better Opportunities for Single Soldiers program, or BOSS, invites you to a meet ‘n’ greet, Dec. 3, from 1 to 5 p.m., at the Finney Recreation Center. Mingle with other Soldiers of the community while enjoying numerous activities. For more, call DSN 353-8476, CIV 09721-96-8476. 

Deadlines
Deadline for submissions is noon, the Tuesday prior to publication. Example: The deadline for publication date Wednesday, Oct. 12, is noon, Tuesday, Oct. 4.  
For questions, contact Jeremy Buddemeier, the managing editor, at jeremy.s.buddemeier.civ@mail.mil, DSN 475-7113, CIV 09641-83-7113.

Additional tips: 

To double check your spacing (especially to remove all double spaces after periods), use the find and replace function. 

Ctrl+F = Find and Replace. Click on the “Replace” tab and put 2 spaces in “Find what” box (first line), one space in the “Replace with” box (second line) and click “Replace all” to correct all double spaces in the document to a single space. Here’s what you’ll see: [image: image4.jpg]Native American—See American Indian.
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Websites: Remove the “http:// …” in a website listing if it’s followed by www. Ex: replace “http://www.flickr.com/photos/ ... with “www.flickr.com/photos/ …” Always double-check your websites to ensure they link correctly before submitting. 

Also, tips on AP style you might find useful: http://online.sfsu.edu/~jjohnson/Courses&Syllabi/J221/APstyletipsheet.htm
