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Dear CAIl Member,

Thank you for your interest in submitting article content for The West Florida Wire. It is the participation of
members such as yourself that help to make our chapter, and this magazine, so vibrant and valuable. Please make sure
to read this document in its entirety, especially the Article Submission Guidelines Page, before submitting your article.

Our goal is to provide a highly informative publication that is useful and relevant to everyone in our chapter.

We all joined CAI because it is a tremendous resource for information and networking. What better place to nd those
resources than the Wire? The West Florida Wire is now distributed by mail to all of its members on a quarterly basis.

It is also distributed at all major CAl events such as the monthly breakfast meetings and CA Day. If you are a business
partner, advertising in the Wire is one of the most effective mediums to get your products or services in front of the
readers who use them.

In the following pages you will nd:

Article Submission Guidelines

Tips for submitting a great article

- Sample Article

The West Florida Wire Advertising Rates and Insertion Sheet

Once again, thanks for your interest and efforts.
Best Regards,

The West Florida Wire

Jeff Whaley
Editor-in-Chief

“Great Caesar’s Ghost”
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Article Submission Guidelines

A UJ

Community Association Institute s (CAI) quarterly publication, The West Florida Wire provides a great deal of exposure
to the CAl membership. These guidelines are intended to maintain the publication s high standards. Accordingly, we
cannot accept articles deemed to be promotional in nature.

Article Requirements

Format Articles must be submitted in MS Word format. Please do not use tabs to indent the rst line of each
paragraph in your story. Separate each paragraph with a return space. Do not insert photos or embed any objects
in your article.

Length - Features and Stories:

1/4 Pg Story - 175 Words

1/2 Pg Story - 275 Words

1 Pg Story (with Photo) - 585 Words

1 Pg Story (with No Photo) - 650 Words

2 Page Story (1 Written Pg, 1 Pg Photo) - 675 Words

3 Pg Feature Story (2 Written Pgs, 1 Pg Photo)- 1,600 Words

0o00O0O0O

Photos Please include a photo of the author. All photos or graphics must be submitted separately as attachments.
Title  Please make sure to include a title at the top for your article.

Author Please include a brief bio of thirty words or less, giving readers information about the author and the nature
of the business. Any titles or designations should be included.

Submission
Please send your article to editor@caiwest orida.org using the following guidelines.

Subject Line Use only the title of your article in the subject line of the e-mail message

Attachments Please re-name any le attachments such as photos so that they re ect the title of the article. Only
Jjpg or .pdf les can be used for photos. They should be high resolution (300 dots per inch) color photos. Photos taken
from websites are not acceptable because they are low resolution (72dpi) and may be subject to copyrights.

Acceptance of articles by CAI implies certain conditions, speci cally: CAIl reserves the right to print the article more
than once if it deems it appropriate. Acceptance of an article by CAl is not a guarantee that it will be published. By
submitting an article, you are representing that said article is an original piece of work written by you or others in your
organization and that you have the right to submit the materials. CAl relies upon your representation as ful llment of
its responsibility to exercise diligence in the acceptance of materials. Articles may be revised or abridged as necessary
without prior approval.
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Article Submission Tips

Each quarterly issue of the The West Florida Wire carries a theme. Presently the themes are as follows:

Issue Theme Atrticle Submission Due Date
March Financial & Insurance January 1st

June Building Maintenance, Security & Landscape April 1st

September Legal/Legislative Update July 1st

December Engineering & Inspections, Board &Professional October 1st

Development, Parliamentary Procedures

If you have an article idea that ts into one of the themes above, that is helpful. If your idea doesn t seem to fall into one
of the categories that s okay too. We are always looking for good content, no matter what it is about. Human resources,
humorous, and informative stories are always welcome.

Make sure your article and topic are interesting. Even the most mundane topics can make an interesting article if it is well
written. Conversely, the most interesting of topics can be lost in a poorly written article. Don t be too proud to ask a friend
or colleague to read your article and provide feedback. Have fun with it. It is okay to throw in a little humor. After all,
don t we all take ourselves a little too seriously now and then?

Don t forget the word count!! Unless you have been asked to do otherwise, follow the article submission guidelines. Try to
keep headlines to seven words or less. Try to be creative when writing your headline. Instead of Maintain Your A/C try,
Don t Sweat It - Maintaining Your A/C .

Pictures

Images and text carry far more of an impact that words alone. If you have a good picture that ties in with your article,
include it. If you don t have a picture, visit a stock photo website and get some ideas. Give us a brief description of what you
think may be appropriate and we will do our best to accommaodate.

All photos submitted should be high resolution (300 dots per inch) color photos. Photos taken from websites are not
acceptable because they are low resolution (72dpi) and may be subject to copyrights. Please do not insert photos into your
Word document. Attach photos (in JPG or PDF format) to your email when sending in your Word document. Re-name
the picture le with the title of your article. We get a lot of pictures and without something to identify them, they can

get lost.

Be Recognized

An author headshot is the cherry on top of your published article. If you have a picture of yourself send it. If you don t,
consider having a friend take one or having a professional headshot done. They are relatively inexpensive and they add a
level of professionalism to your article.

If you took the time to earn a title or designation, include that. Please don t leave it up to us to remember that there should
be an Esqg., MD, or PCAM behind your name.

Submit it Properly
Imagine 35 people all sending articles via e-mail with the subject line of Wire Article . You get the picture. Please only use
the title of your article in the subject line.

If you have any questions regarding any of the above, please contact your West Florida Wire Committee representative,
or the editor via email at editor@caiwest orida.org.






