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Columbus Outdoor Pursuits

Promoting outdoor education and recreation for over 70 years

Newsletter Submission Guidelines

The Editor of Columbus Outdoors would like to clarify the guidelines regarding newsletter
submissions. These guidelines are to benefit everyone who receives our newsletter, participates in
our activities, oversees activities (ie. Activity Leaders), submits items to the newsletter, as well as to
the Editor herself. Additionally, ALL submissions must substantially relate to Columbus Outdoor
Pursuits Mission.

These submission guidelines are summarized on page 3 of the newsletter, Columbus Outdoors.

Deadline

All submissions need to be received by the Editor by 11:59pm on the 5" day of the previous month.
Late submissions, even those submitted close to the deadline, jeopardize the timeliness of the
publication in paper as well as on the web. The Editor will use her discretion to accept, reject, or
postpone publication of item(s) that miss the deadline, based on space constraints and/or timely
delivery of the newsletter to the Printer. In other words, if a submission is late, there is NO
guarantee that it will make it into the current month’s newsletter.

General Articles
The Editor welcomes submissions from the COP readership and will accept articles, classifieds, and
photos from the general membership each month by any of the following methods:

1. Electronic files sent via email to editor@outdoor-pursuits.org
2. Delivered/mailed to the office at 1525 Bethel Rd, Suite 100

Photos

The Editor highly encourages photo submissions of COP activities and members participating in
these activities! Color images are preferred; however, black and white photos will be accepted.

Please submit captions with your photos. Additional photo guidelines follow:

T Paper photos &film: Photos and/or film(positive or negative) should either be delivered or
mailed to the office. Please provide a mailing address is you would like your photos
returned.

N Scanned paper photos: images should have a minimum resolution of 150dpi, 300dpi
preferred.

N Scanned film (35mm positive or negative): images should have a minimum resolution of 1200

dpi, 2400 dpi preferred.
N Digital (camera) photos: Images should have a minimum pixel size of 1024 x 768

1 All electronic images should be sent via email to the editor at editor@outdoor-pursuits.org

All electronic cover photo candidates should target the preferred resolutions as given above.
Questions regarding photo submissions should be forwarded to the Editor.
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Activity Schedule Items

The Editor will accept Activity Schedule Items ONLY from the Activity Leader or an appointed
Activity Schedule Coordinator, sent in electronic format to editor@outdoor-pursuits.org or
downloaded from the Activity Calendar on the COP website. Schedule Items must be received by
the Schedule Coordinator by 9:00PM of the 3rd day of the preceding month.

The reason for this guideline is twofold:

a)

b)

Activity Leaders should have oversight of events that form the framework of their activity. A
critical part of this objective is knowing what events are occurring and who is leading those
events. Having all schedule items flow through the Activity Leader or Schedule Coordinator
ensures that this is happening.

Having all schedule items for an activity sent by one person helps ensure that submissions are
not overlooked and/or dropped from the newsletter. Receiving multiple emails for the same
item from several people can be confusing and increases the chance that item(s) will be
overlooked or will be published incorrectly.

A listing of activity leaders/schedule coordinators can be found on page 3 of every newsletter.

To make it easier for the Activity Leader/Schedule Coordinator and the Editor, please use the

following:

1 Please submit in plain text, either in an MS Word document or even in the body of an email.
Style formatting (e.g. bold, italics, font types, Drop Caps, etc.) is unwanted and makes more
work, not less.

1 Use the following order for each schedule item:

Activity Tide (1 line)

Activity Date/time (1 line)

Short Description (try to keep it to 1 paragraph)

Leader Name and Contact Information (last line, each leader on a separate line)

1 Please list repeating items first (e.g. weekly bike rides, pool/ACBE sessions, Board Meetings,
etc.) then list individual events in date order.

1 The editor does prefer complete schedules each month, including any events carried over

from the previous month. However, she will accept updates in piecemeal fashion. Schedule
submission need to be clearly marked “Complete” or “Update” so schedule items are not

dropped fl)m

per year

COP Documents/ Newsletter/ FY 2010/ COP 2010 AdvertisirRgieBtivgSub Gdins 20L0@03.docx PrinteBebruary 3, 2010


mailto:editor@outdoor-pursuits.org

