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THE NEWSLETTER OF THE ROYAL AUSTRALIAN ELECTRICAL AND MECHANICAL ENGINEERS
SUBMISSION GUIDELINES AND TEMPLATE – V1.1 
This guide is intended to provide generic guidance re the complilation of submissions for Maintenance Matters.
General requirements.
1.  All serving or former RAEME members are welcome to make submissions to the RAEME National Newsletter. Submissions will be warmly welcomed from all, especially from serving Workshops or members.
What to submit
2. Examples of content for submissions may include, but are not limited to:
a. 	Major news regarding Corps changes, honours & award recipients, promotions, or farewells of notable Corps members. 
b.	Details of upcoming events or reports & photos from recent events. Please provide the basic details, ie who, what, where, when, cost, dress, RSVP requirement etc.
c.	Serving workshop submissions on recent or planned activities, or general descriptions of workshop structures and elements that set individual workshops apart from others.
d.	Personal reflections on service or relevant papers for consideration
e.	Public media (ADF or civilian) of RAEME members, units or general matters.
f.	Historical references, including reports or reflections on individual deployments
g.	Humorous content will always be welcome
h.	Matters that may be of interest to Corps members, including tips and tricks.
i.	Other nationally relevant news/photos
j.	Vale and welfare notifications
k.	Photos, photos and more photos. We want to see what people are doing.
3. Items that may be excluded from publication include anything that:
a.	could compromise ADF personnel, units, or operations
b.	is derogatory toward individuals, units, RAEME, or the ADF
c.	conflicts with RAEME, Army, or ADF principles
d.	is relevant only to individual Associations or Regions (e.g., AGM minutes, financials, local calls for support etc)
e.	is without a clear RAEME link or where similar items are available through Corps channels
f.	includes personal political views or opinions
g.	is divisive, including anything that promote social change or contentious issues in general.
Deadlines for submissions
4. 	In order to meet publication timelines, all submissions must be made NLT the 5th day of every month. Late submissions will be considered by exception.
Guidance for submissions
5. The following general principles should apply to all submissions:
a.	Security. Information provided in submissions must be suitable for public release.
b.	File types. Any file in general may be submitted but the editorial preference for submissions is in Microsoft Word documents. Photos or videos may be embedded in the document or they may be sent separately. Individual file formats that require specialist software to open, for example, Photoshop, should be avoided. 
c.	Word counts. There is no set word limit for any individual submissions.
d.	Crediting. If any submission references work of others, they should be referenced in the submission.
e.	Tense. The preference is for all submissions to be written in third-person tense however first-person submissions may be accepted for personal reflections.
f.	Fonts and sizes. There is no requirement to maintain any fonts for submissions however in general, most published material will be in 10pt Calibri Light font.

How to submit
6. The preferred method for submission is the online portal at https://raeme.org.au (under PublicationsMaintenance Matters)
7. Requests for email submissions may be made to Newsletter@raeme.org.au.
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Enter text here
Enter Level 2 headings if required
Continue text as applicable
Enter level 3 headings if required
Continue text as applicable
Enter dot points like this
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