Article Specification form

Article ideas for the quarterly publication Letting Update.
Please make sure you read the “Notes” section at the bottom of the page before completing all the fields marked with an asterisk *.
	*Article Title:
	
	*Author(s):
	


	Submission Deadline:
	
	*Size:
	


	Editing Deadline:
	
	Editor:
	


	*Content requirement / editorial angles:

	


	*Potential / useful material and recent articles:

	



Notes:�


LENGTH.  Depending on type of layout, we set at about 800-1000 words per page


DEADLINES.  Draft article should reach editor one week before article deadline (final draft)


INTRODUCTION.  To enhance readability, please include a relevant introduction to the article.   This might take one of several angles: explain the relevance of the topic to the reader, explain the background to new legislation, explain the problem before introducing a solution etc. etc.


ARTICLE NOTES.  Please append editorial notes to article (or as applicable, (e.g. Q&A) individual sections).   This really helps prioritise, discard out-of-date material, research further.


Generally, this should state: Author, Date written, Information source(s)


Q&A:  Author, source of question. date (for each question)


Legal Update: Author, date written, sources/location of further information (e.g. LAG Jan05, p23)


COPYRIGHT / OWN WORDS.    We must avoid using any material subject to copyright.  An occasional isolated sentence or table etc may be permissible, but not whole paragraphs - without approval.  If in doubt ask editor, or copyright owner.


Using material straight from other websites/publications will inevitably reduce our credibility over time and can introduce inaccuracies – we must write any articles in our own words, and specifically for our own readership audience.  


REFERENCES.  For larger feature articles, it is useful to include a complete list of references or ‘Sources for Further Information’.


ILLUSTRATIONS.  Large articles (e.g. Building Briefing) will normally require accompanying drawings, photos or other illustrations


PROOFING.  Please read carefully your text before submitting. Please check for spelling, correct use of capitals, italics, spaces after full stops etc.  All this saves hours of editing and checking time.
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