Writers' Guidelines for TASBO Report Magazine
TASBO Report is the professional magazine of the Texas Association of School Business Officials. Due to the diverse nature of our membership, we will try to offer something for all our members, whether it deals with financial management, PEIMS, distribution/inventory, purchasing, risk management, security, textbooks, transportation, facilities management, school nutrition, human resources, IT or any one of the many issues facing school business officials today.  

Instructions


TASBO is seeking informative and original articles pertinent to school business and operations officials in Texas.  We have more than 5,000 members throughout Texas, who help make keep our public schools operating in an efficient and safe manner.  TASBO Report is delivered to decision-makers at all levels of education.  

Getting Started

· Peer-reviewed.  Contact one of TASBO’s committees or affiliates to discuss a topic.  In many cases, these subjects may be presented at the annual or summer conference.  This is the preferred method of submitting an article, as it engages members and syncs with TASBO educational programs.
· Direct.  Submit the article directly to the TASBO Report editor (see contact information below).
· Requested.  From time to time, TASBO may work with experts and leaders for planned features.
Style
· TASBO Report accepts full-length features, guest columns, blurbs and photos.
· Full-length features should be around 1,000 words, although this is flexible depending on the subject.  Special consideration is extended based on subject matter, and content accompanied by outstanding graphics and photos.

· Guest columns should be around 400-700 words, and may include more opinion-oriented subject matter.  This is one option for school business and operations vendors, who may want to offer opinions from an industry perspective.

· TASBO Notes is a special section, which includes smaller paragraph-length vignettes.
· Photos should be a minimum of 300-dpi and should include a caption of everyone featured.  .jpegs preferred.

· Try to use jargon-free vocabulary and base your points on personal experience or field research. Your writing should be clear, concise, smooth, logical, and consistent. Don’t be afraid to speak directly to the reader in a conversational style. 
· We’re looking for substantive and commercial-free content.  Information promoting products or services may not be considered.

· Any time you quote a phrase or substantial text from another source, or include an illustration, you must cite the material as a reference, both within the text and at the end of the article.
Specifications

· Manuscripts should be created in Microsoft Word, double spaced, and include a suggested title that reflects the focus of the article.  Don’t forget to include your name, title/position, and contact information (address, phone, e-mail).
· Include a 1-2 line bio of each and every author.

· Do not embed graphs, bar charts, and other graphic elements within the text. Rather, provide a hi-resolution .pdf on a separate page, clearly marked with figure number and a brief description.

· E-mail your article as an attached file to tgreer@tasbo.org.

Acceptance

We make every attempt to acknowledge receipt of your submission within two weeks.  If your article is accepted, we tentatively assign it publication in a specific issue but schedule changes often occur.  Please let us know if you have submitted the article elsewhere or whether it has been published previously.
TASBO staff may make minor edits to an article, including formatting changes inherent to publication requirements; however, if an article requires substantive changes, these will need to be made by the author(s).
From the time of submission to the publication date, we will attempt to notify you if we cannot accept or need to postpone publication of your manuscript. 

For additional information, please contact:
Tom Greer, Director of Communications

TASBO

tgreer@tasbo.org

(512) 462-1711 ext 220

