Tips for successfully submitting articles to the Fort Lee Traveller

1. Coordinate with the Traveller editor.

Let the editor know you would like to submit an article, the topic of the article, and when you anticipate submitting it. This helps to avoid a duplication of efforts.

2. Avoid “first person” accounts.

Unless approved in advance, an article written in first person (“I saw this and I thought that”) will most likely be rejected.

There are exceptions made for commentaries and editorials. 

3. Avoid using jargon.

Jargon refers to specialized terms or phrases not commonly understood by the general public. If jargon is used in a direct quote or if it is necessary to help tell the story, explain what the term means.

4. Spell out any acronyms used.

5. Fully identify any persons mentioned in the article.

Full identification includes military rank, first and last name, and unit or agency (if applicable).

6. If appropriate, include quotes.

Quotes add creditability to the article. 

(Example: If the article is about a company’s trip to Washington D.C., include quotes from the Soldiers about what they enjoyed about the trip or what they learned).

Writers should avoid quoting themselves.
7. Indicate who wrote the article and whether the writer has an official title.

If more than one person wrote the article, dual credit may be given. If preferred, credit may be attributed to an entire unit or agency. 

(Example: “Submitted by 266th Quartermaster Battalion, 23rd QM Brigade” or “Submitted by the Fort Lee Safety Office”).

8. List a point of contact who can answer questions about the article.

9. Submit the article in an electronic format (Word document) by e-mail or on a computer disk with a printed copy.

10. Meet the newspaper’s deadline.

The deadline is noon before the requested publication print date. Stories submitted late will be held for use at the editor’s discretion as deemed appropriate.

It is the writer’s responsibility to verify the accuracy of all stories. Incomplete information may delay publication.
If you have any questions about submitting articles for publication, call the managing editor at (804) 734-7147, or e-mail editor@lee.army.mil.

Tips for submitting photos for publication in the Fort Lee Traveller
Individuals may submit photographs for publication. Individuals are asked to provide appropriate and accurate photo captions at the time of submission. All recognizable people in photos must be identified with rank, full name and unit (if applicable).

Black-and-white or color print or digital photos may be submitted; however, poor quality photos will not be accepted. Undeveloped film and unprinted negatives also will not be accepted. Preferred format for digital photos is .jpg, 150 dpi or greater, 5x7 preferred. The photo captions can be sent inside the e-mail or in a Word document.

Please send photographs as a separate attachment, not included in a Word document or Power Point slide.

Suggestions for successfully submitting photos for publication

1. Get as close-up as possible.

If the focal point of the photo is to far away, or not in focused, the photo will most likely not be used.

2. Try to avoid the Grip-and-Grin

If you want to highlight a drill sergeant who received an award, submit a photograph of the drill sergeant working with Soldiers. 

The Traveller staff understands Grip-and-Grin’s are sometimes.

3. Make sure the photograph is in focus.

  If you have any questions about submitting photographs for publication, call the editor at (804) 734-7147, or send an e-mail to: editor@lee.army.mil.
