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This document provides guidelines to authors contributing articles to Sail Away Magazine.

e Submission process

e Article requirements

e Subject matter and tone
e Style guide

If you have questions, email editor@sailawaymagazine.com.

Submission process

1) Write your article in Microsoft Word or a compatible format.

2) Send it to us by email to editor@sailawaymagazine.com. Attach any images you would like to be

published alongside the article, as well as any caption text.

3) We will edit the article to be as effective as possible, and consistent with the magazine’s style
guide.

4) We will send the edited article back to you for review and approval.

5) You may request minor rewrites or additions. We will address these and send the article back for
review and approval, but no further changes will be accepted. The second draft will be the final
version.

6) Requests for major rewrites (changing more than 25% of the article) will not be accepted.

7) You can cancel publication, however this must be done two weeks before the publishing deadline.
8) Once you give approval, this means you are happy for the article to be published in the magazine.
9) We cannot confirm in advance when your article will be published. Some articles will be held in
reserve to fill unexpected gaps.

10) We will inform you when we know which issue will feature your article, and when that issue will

be published.

Article requirements

1) Keep to a word count of around 1,000 words long, plus or minus 10%.

2) Give your article an overall title, and a subtitle that provides more explanation or context. You
may add section titles in the text to break down the article. All titles will be subject to change as part
of the editing process.

3) The first paragraph should be an introduction to the article as a whole. The last paragraph should
be a summary of the article.

4) Group together related topics wherever possible. For example: one paragraph about food, then

two paragraphs about entertainment, then one paragraph about room service, etc.
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5) Write in short sentences (15-20 words) and paragraphs (two or three sentences).

6) Check your article for spelling and grammatical mistakes before you submit it to us. Set your
spellchecker to English (UK).

7) You can send us any images that you would like to be published alongside your article. You must
have taken the pictures yourself or own the copyright for them. Please send the images via
WeTransfer in JPG or PNG file format. Include caption text for each image (maximum 20 words for
each caption).

8) Include details about yourself, including any social media channels.

Subject matter and tone of voice

1) You should read an issue of Sail Away Magazine to get a sense of how your article will appear, and
the approach taken by the magazine. Sail Away Magazine can be purchased from select WHSmith’s

or online at www.sailawaymagazine.com .

2) Your audience is people interested in cruising, ranging from veteran cruise-goers to inexperienced
travellers considering taking their first cruise. They are also interested in related topics such as
holiday destinations, tips for cruisers, and the cruise industry itself.

3) Your article should tell a story, rather than being a guide, tour or bullet point list of day-by-day
activities.

4) Your article should capture your personality and point of view. Do not attempt to sound overly
formal or professional. We've asked you to write for us for who you are!

5) If you are writing about your experiences, get across how they made you feel. Include your
personal opinions, positive and negative. You can also mention the opinions of your fellow travellers,
but these should be secondary.

6) If you are writing an informative article, make sure you have researched the subject matter or are
knowledgeable about it.

7) Avoid sounding like a promotional piece for a cruise line, service or destination. Focus on your
own viewpoint rather than advertise what you experienced.

8) Explain any acronyms, terminology, or uncommon phrases. Some of your audience will be
unfamiliar with cruise ships or international travel.

9) Do not use profanity. Only use slang terms that are commonly understood.
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Style guide

Language: Write in British English. Set your spellchecker to English (UK).

Numbers: Write the numbers one to ten as words, 11 and higher as digits.

Dates: For full dates, write as: Sunday 5th May 2024. You can use partial dates, such as ‘Our next trip
will be on 21st July’ or ‘Back in March 2020'.

Acronyms: Use the full title first before using the acronym. For example, write ‘Main Dining Room’

instead of ‘MDR’.
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