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TIPS FOR SUBMISSIONS FOR INCLUSION IN THE LEGION MAGAZINE

The Legion Magazine in Ottawa has specific rules and guidelines when branches are submitting news and photos for inclusion in the magazine.  The following is a check list of tips that you should be aware of before you send your information and photos to Saskatchewan Command for forwarding to the magazine. These tips are in addition to the booklet entitled “Guidelines for Submitting Branch News to Legion Magazine.” This booklet is published by the Legion Magazine and is free of charge. If you don’t have one, call the office and we will get you one.

The magazine will accept the following:

· Legionnaire of the Year Award presented to a member by a branch: Photo of recipient with the President presenting the award or the Zone or District Commander, or Command Officer.

· Life Membership: Submit the name only to appear in the Honours and Awards section of the magazine.

· Palm Leaf/MSM or MSA (LA): Head and shoulders shot only to appear in the Honours and Awards Section.  The magazine will not crop from a group shot.

· Long Service Awards: Head and Shoulders shot only for 60-, 65-, 70-, and 75-year awards. For 50- and 55-year pins, the magazine will only accept the names for inclusion in the News section of the magazine.

· The 50-year medal (not the lapel pin): Can be submitted showing the President or other dignitary presenting the award.  If more than one are receiving the 50-year medal, a group shot can be taken.

· Certificate of Merit: Names only for the news section of the magazine.

· The magazine will not accept certificates of appreciation, Branch Past Officer or Executive medals and bars, Branch Service medals or years of service below 50 years, nor the Queen’s Jubilee Medal.

Tips for taking photos:

· Always remember, if you don’t get the correct photo on the night of the event, you may not get another opportunity. Take several shots to ensure that at least one with be of the highest quality and acceptable to the magazine. They must be in focus or the magazine will not accept them. Get up close to your subject for the best possible shot.  

· THE KEY TO A SUCCESSFUL DIGITAL PRINT IS TO MAKE SURE THAT THE CAMERA SETTING IS AT THE HIGHEST RESOLUTION LEVEL BEFORE YOU TAKE THE PICTURE.  The photo cannot be less than 300 dots per inch or less than 1350 pixels.  
· Usually, you can right-click on the picture and see where it is at in the “properties” to ensure you are meeting the requirement. If you set your camera to the highest quality, you can be assured that the picture should qualify.
· The magazine will not accept scanned photos or photos that have already been used by a newspaper.  Newspaper clippings are not acceptable either. They are not clear enough for reproduction for the magazine.

· Do not write on the back of the photo or staple it to anything. No paper clips or tape. This damages the photo enroute if you are sending it by mail.

· Be aware of your background to ensure that it is not cluttered with a wall of plaques or drinks at the bar. The magazine will not accept these, either.

· All persons in the photo MUST be named: List the full first name and last name from the left for all in the picture. If any of the people in the pictures have positions, such as Poppy Chairman etc., add these before the name.

· Be sure to include your branch name and number and contact information in case we need to ask a question about the submission.

· Ensure that all your information is correct in the submission such as correct spellings of names, dollar amounts for donations etc. The magazine prefers not to have to publish corrections after the fact.

We hope that this quick checklist will help you with your submissions to the Legion Magazine.
Thank you!
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