Rules for Writing an Article for the ER

Please follow these guidelines when submitting articles to the ER.
1. Provide an attention-grabbing title.  Also, include a thesis or topic sentence in the introduction paragraph to tell the reader what your article is about.  
a. Separate sentences with 2 spaces

b. Spell out acronyms
2. Please include several sentences on the author’s background (duty title and description, unit, recent assignments relevant to article, etc.) at the end of each article.  Please do not send an official bio.
3. Breakout sections with subtitles to organize article and make for readability

4. Length: No more than 6-10 pages - double-spaced

5.  Fonts:  12 Times New Roman - Double spaced
6. Use a graph or table to support the article –submit as separate PPT attachments
Be sure to indicate where each graph should be placed within your story. 

7. Use quotes to support your article from customers, unit members, senior leaders

8. Use personalized pictures (2 MBs or better) with people involved or related to the article.  Send pics a separate JPG files not embedded into word document. Be sure to include a cutline for the photo and who took the picture/ or owns it (if it was on your camera - you own it)…please need photo credit of who took the pic; please need photo credit of who took the pic; please need photo credit of who took the pic.  (
9. When submitting  pics or graphs:

a. Pictures/graphs should be 2MBs or better or they cannot be used.
b. Do not imbed pics or graphs into narrative. Instead, identify and highlight where pics would be located in narrative

c. Send pics and graphs as separate attachments.  

d. All pics or graphs should possess a short word caption when possible use names of people in pic.
e. Send pics as separate jpg files… DO NOT COPY TO A WORD DOCUMENT.

