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Submission Form

Annual Magazine awards presented by General are determined by records maintained in the Business Office.

MAGAZINE STAFF

The names and addresses of the following members who comprisBh#agazinestaff may be found in
the current issues of the magazine anddeual General Minutedn addition, there is a Magazine
Coordinator and a Subsctipn Manager in the Business Office.

Editor -in-Chief i President General
Magazine Committee Chairman

Magazine Staff
Chapter Advertising Children of the Confederacy Historical Articles

Managing UDC Division News

WHAT YOU CAN DO FOR UDC MAGAZINE

Whatholds us all together as an Organization? Certainly our feelings for our shared heritage and our
communities are a pervasive underlying reason for being. But what is it that allows those feelings to be
shared and nurtured? The interaction we have amorsglves is critical. Monthly meetings, annual
conventions at the Division and General levels, everoorene shared correspondence among Daughters
are all vital to the UDCGs existence.

One of the most important of all threads that joins us i&JIDE Magazine For over 60 years, month after
month,UDC Magazinehas reached out to members to inform, to educate, and even to amuse and entertain.

Our magazine is virtually a 100 percent volunteer effort. Members and friends write articles without
compenston. Daughters faithfully report Chapter and Division news, month in and month out. Others
spend countless volunteer hours on projects such as the annual index.
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How can you do your part? There are two very critical tasks each Daughter can perform.

1. Subgribe to UDC Magazine. If you already subscribe, renew todaglon& wait. |f you borrow
someone €l seds copy, purchase your own subscription. Better still, purchase a subscription for afriend.
Perhaps a local library or school could benefit from ygiftir Help spread the message of the UDC.

2. Assist with the advertising effort. Members are only asked to sell ads for their Division or Chapter
Where No Division (CWND) Special Issue once a year, although ads are welcomed throughout the
year from all Chagers. Surely we all know at least one individual or company that would gladly
support our cause through the purchase of a moderately priced ad. If every reader only generated one
ad a yearlUDC Magazinewould face a rosy future! Remember also that adsaood way to earn a
little additional income for your Chapter or Division.

In order to have an historical magazib)C Magazineneeds you the members to do the research and
put the facts on paper to share with our readership. The staff coya tmhelp mak&DC Magazine
informative, interesting, and the very best of historical publicatidfeur magazine works hard for you.
The UDC needs the magazine and the magazine gedds

UDC MAGAZINE SPECIAL ISSUES

Each monthly issue is devoted t@aision or group of Divisions/CWND according to the following table.
There is one combined issue each yedune/July.

Month Division or CWND

January Florida

February Georgia

March Virginia

April Arizona; Louisiana; Maryland; New York; West Virggn Philadelphia (PA)

May Arkansas; Ohio; Tennessee

June/July  District of Columbia; South Carolina; Stars & Bars (MI)

August Mississippi; Caleb Ross (DE); Margaret Howell Davis Hayes (CO); Chicago (IL); Seven

Confederate Knights (IL); Southern Herigaf)L); General Nathan Bedford Forrest (IN);
Walden (KS); Boston (MA); Roger C. Vaughan (NV); Ellen W. Jones (NM); Gen. Joe Wh
(NM); Nora Mitchell McDowell (NM); Varina Howell Davis (OR); Robert E. Lee (WA)

September California; Kentucky; MissouriQklahoma

October North Carolina

November Alabama

December Texas

SUBSCRIPTIONS

The following sections contain basic subscription guidelines, subscription information for Magazine
Directors, and a samp(&hapter Subscription Order List

Subscription guidelines

9 Subscription rates. See Fee Schedules on page 8. Annual rates include domestic postage for 11
issues. International rates are higher and may be obtained from the Subscription Manager. Multi
year rates are not available to 100% Chapters.

1 Payment Subscriptions are not begun or renewed until full payment arrives at the Business Office.
The Business Office doe®taccept credit card payment for subscriptions. Chapter or personal
checks made payable Toeasurer General UD@nust be submitted witthe magazine order to
ensure proper credit. Do not staple. Checks are deposited upon receipt at the Business Office.

1 Expiration date. The expiration date is located on the subscription label on the back of each issue.
For example01-06 means a Jarmuy 2006 expiration with January the final issue the subscriber will
receive. There is no additional expiration notice sent to subscribers.
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T Subscriptions expire and are deleted on the 10th of the month of expiration, when labels are
prepared for thedflowing month.

Common expiration date. Non-100% Chapters are welcome to designate a common expiration

date. New subscriptions may be submitted at any time by paying the pro rata fee. For assistance in

adjusting Chapter subscriptions to a common etjoin date, contact the Subscription Manager.

T Subscriptions received without the pro rata fee will be entered with the date the subscription was
received and will have a different expiration date.

100% Chapter. This term refers to those Chapters vilie same number of subscriptions as

members and @mmon expiration date for all subscriptions. A discounted subscription rate applies

to 100% Chapters. Note: If a member does not wish to subscribe, she or the Chapter may send a

subscription to a librgr school, etc.

i New subscriptionsmay be submitted from 100% Chapters anytime by paying the pro rata fee
(see Fee Schedules on page 8). If the pro rata fee is not submitted with a new subscription, the
subscriber will be assigned the Chapteré common expiration date and will receive issues only
until that date, forfeiting issues shipped earlier in the subscription year.

Renewals. The Business Office must receive renewal notices at least 60 days prior to the expiration

date to ensure that the subscriptitoes not lapse. Only 100% Chapters are granted a grace period

of 1 month in which to renew their subscriptions.

T Late renewals. When a renewal is not received prior to expiration, the renewal will be assigned
a new expiration date. Subscriptions widit be backdated.

I Back issues.lssues missed during a subscription lapse may be purchased for a fee (page 7).

R or N designation. Subscriptions received without designatiorRdsr renewal ol for new will
be entered aN if the subscriber has nbad a subscription at some point during the previous 2 years.

Change of address.Members should inform the Business Offioenmediatelyupon change of
address. The Post Office only forwards magazines for 60 days, and if unable to deliver a magazine,
theBusiness Office is charged a fee and the subscriber will not receive the issue(s). The Business
Office will contact the Chapter President for help in obtaining a correct address.
I Back issues.lssues missed during a change of address lapse may becdbfolea fee (page 7).
Delivery problems
I When a member does not receive an issue, first confirm that the subscription has not expired and
the address label of the last issue received is correct. If subscription is current and the address is
correct, thesubscriber should contact her local Post Office.
i Contact the Business Office if no delivery by th& 28 month. Note: The printer delivers all
issues to the Post Office on the same day, usually’tbétihe month.
i If a subscriber accidentalhgceives a bundle of magazines, she should return them to her
mailman or local Post Office rather than placing them in a mailbox. (Note: The printer delivers
magazines in bundles to the Post Office.)

Gift subscriptions. Postcards to recipients of giftisscriptions will only be issued upon request.

Annual subscription awardsare determined by records in the Business Office.

Instructions T Chapter Magazine Directors
Chapter Magazine Directors must prepare a list of their subscribers.

f

The sampleéChapterSubscription Order Lisbn page 4 may be copied or a Chapter may create its
own list with the same information as shown on the sample. Type or print legibly.

Indicate Chapter name and number and include name, addreas,agldress, and telephone nwnb
of contact person.

Indicate Chapter status as 100% if applicable. Indicate Chapter common expiration date.
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List names and addresses of subscribers alphabetically. Allow space between each subscriberés name
and address. Magazine labels may be la¢idén place of printed/typed information.

T Verify carefully the correct spelling of name, address, and Zip code +4.

T Indicate subscriber statusld®r R for new or renewal, as necessary.

T Indicate address change for renewal subscriptions, assagges

Send the subscription list and a Chapter or personal check in the correct amouBusirntbes

Office, Attn. Subscription Manager, 328 North Boulevard, Richmond, VA 23220, and send a copy of
the list to your Division Magazine Director (as printaccurrentAnnual General Minutgs

Instructions T Division Magazine Directors

In addition to the instructions for Chapter Magazine Directors above:

il

If a Chapter sends you (rather than the Business Office) its list and check for subscriptions, forward
themimmediatelto the Business Office. Be sure to keep a copy of the list for your records.

T Verify that the check is for the correct amount and is made payabteasurer General UDC.
If check amount is incorrect, then obtain correct amount beforergptalthe Business Office.

Maintain careful records of all magazine subscriptions and answer all inquiries promptly.

A list of the current subscribers from each Chapter within a Division is available from the
Subscription Manager in the Business Officeddee (see Fee Schedules on page 7).

Chapter Subscription Order LifSSAMPLE ONLY)

Chapter name, number, city

Division

100% Chapter: Yes ~ No  Common expiration date? Yes  No  Date

Chapter contact

Address (street, city, state, Zip +4

Teleplone Email

List subscriber names/addresses with Zip code +A\dnd new, R for renewal(Note: continue list below
as needed)

1. 11.
2. 12.
3. 13.
4. 14.
5. 15.
6. 16.
7. 17.
8. 18.
9. 19.
10. 20.

Magazine Instruction Manual 4 03/01/06 revision



MAGAZINE FEATURES

The following pages contaiinformation on the submission guidelines for all magazine features and on
features found in each issuelWbC Magazine Division/Chapter news, historical articléis,Memoriam
queries, and advertisements (ads). There is no section for paetnay be published only as an ad.

Submission guidelines for all magazine features

1 Content.

T UDC Magazinaeserves the right to edit all material.

T Allindividuals mentioned in text and captions should be designati®tisas Mrs., Ms., or Mr
Ladiesbnames without designation will be published s, Boys 12 years old or younger shall be
designated aklaster.

1 How to submit. All submissions must be typed doulsigaced on one side of 8.50 x 110 paper. Send

to Magazine Coordinator at the Business Officehwiimpletedsubmission Fornfat end of this

manual). Retain a copy of all materials submitted.

T Upon request, the Magazine Coordinator will confirm receipt of a submission. Note: The total
amount of ads purchased for a particular issue is not aleilatil 3 weeks prior to publication.

1 Timeline. Submit as soon as possible but must be received no less than 90 days prior to issue date,
according to the submission schedule below.

Issue Deadline Issue Deadline
January October 1 August May 1
February November 1 September June 1
March December 1 October July 1

April January 1 November August 1
May February 1 December September 1
June/July March 1

91 Photographs.
T Typelsize of photos.
1. Glossy photos are preferred.
2. Photocopied and Paloidtype photos are not accepted.
3. Digital camera photos and scanned photos/images are accepted as follows:
a. Must be taken at highest resolution possible (for digital cameras) or resolution of 300 dpi or
higher that is set on the compubsforescaning (for scanned)
b. Must be saved as a jpg, gif, or tif file and then either: a) submitted on disk (disk will not be
returned); or b) attached to an email sent to the Business Office at hqudc@rcn.com.

c. If cannot be saved onto a disk, must be primtiethe highest quality possible on glossy
computer photo paper.

4. Maximum size of printed photo submitted may not exceed 86 x 100 (this does not apply to
digital images) and editorial discretion will determine the size of the published photo.

i Captions. All photos must have a caption identifying the subject(s). Do not write on or staple
photographs. Each individual must be identified or a generic caption may be used. ldentify
clearly, e.g., as left to right, front row to back row.

i Submission. Phobgraphs should be either: a) placed in an envelope that is@gped to the
article; or b) taped (do not staple) to a separate sheet of 8.50 x 110 paper that is paper-clipped to
the article.

T Return of photos. Photos will not be returned to thesnitter unless a seiddressed stamped
envelope of appropriate size is submitted with the article.

i Fees.Refer to Fee Schedules (page 7) for fees for publishing photographs.
Refer to each section below for specifics on each particular featlie@fMagazine
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UDC and CofC Division/Chapternews itemsi Guidelines for submitting

UDC and CofC Division and Chapter news is published free of charge.

1 Content. News must be brief and concise, of a significant UDC or CofC event, and submitted within
1 yearof the event.Newspaper articles and previously published copy are not accepted.

T Do not hold news for your Special Issue.
i The following do not qualify as a news item: news of regular meetings; tributes; photographs in
honor of an individual; Chaptéistories; news of other organizations.

1 Photographs. Photos may be published for a fee. Photos must be accompanied by typed captions
listing individuals by name, for example, from left to right, front row to back row. If each individual
is not identifed, a generic caption may be used. See the section on photographs on page 5 and Fee
Schedules on page 7.

1 How to submit. Send typed copy, Submission Fornat end of this manual), and a chécik
necessary for photographo the Magazine Coordinator the Business Office at least 90 days
before the requested magazine issue of publication.

Historical articles i Guidelines for submitting

Historical articles and relevant photographs are published free of charge. Quoted material must be
acknowledgedni the article. Articles should not comprise simply a list of quoted material. Publication of
all articles and photos is at the discretion of the editors. Articles that are not accepted include previously
published articles, genealogy, and opinions.ichgs not found acceptable for publication will be returned.

91 Content. Historical articles must relate to the Confederacy (antebellum, wartime, post war). The
length should be between 1000 to 2000 words or six to eight pages. The emphasis shouldt®e on fa
and figures from authoritative sources and concise writing, maximizing communication while
minimizing the number of words. A full bibliography must be included. In the heading, include the
full name of the author and the name/number of the Chagter uthor is a UDC or CofC member.

1 Timeline. Every effort is made to publish the article in the members Special 1ssue; however,
placement is not guaranteed. Articieay be heldor possible future publication.

91 Photographs. Credit must be given to ¢himages source, accompanied by written permission from
the source or owner to use the image.

1 How to submit. Send typed article, photos (if applicable), arSudbmission Fornfat end of this
manual) to the Magazine Coordinator in the Business Cdfideast 90 days before the requested
magazine issue of publication. Do not send original historic letters or photographs. A disk containing
the manuscript astaxt file(i.e., not a scanned file) may accompany the typed manuscript or be
emailed to théusiness Office. Articles (in hard copy and/or on disk) will not be returned.

In Memoriam i Guidelines for submitting

1 Theln Memoriamfeature is a list of deceased members and former members published free of charge.
Publication includes the memberd&s full name (first, middle, maiden, married), husband& name or
initials, Division name, and Chapter name/number and city. Send the required information and date of
death to the Magazine Coordinator at the Business OfficeSuddmission Forns required.

1 An In Memoriamwrite-up of 50 words or less may be published for a fee (see Fee Schedules on page
7.) Must be typed, doublgpaced on 8.50 x 110 paper. A photo of the deceased may be published
with the writeup for a fee. See section on photos on pagald-ae Schedules on page 7. Send with
a Submission Fornfat end of this manual) and a check for the applicable amount to Magazine
Coordinator at the Business Office.

Queriesi Guidelines for submitting

Genealogical and other queries may be published fee (see Fee Schedules on page 7).
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il
il

Content. Queries have a 5@ord maximum and must be typed doulbaced on 8.50 x 110 paper.

How to submit. Send typed query, ubmission Fornfat end of this manual), and a check to the
Magazine Coordinator at 18890 days prior to requested magazine issue of publication.

Advertisementsi Guidelines for submitting

Members are encouraged to obtain magazine ads as a means of raising revéb@Nagazineand
helping to spread the word about UDC& mission and programs. Ads may be purchased by individuals,
Chapters, Divisions, clubs, businesses, and institutions.

|l

Content. UDC Magazinereserves the right to reject ads that do not meet its editorial standards.

T Ad pages may not be subdivided by the sellerchEad will be published individually.
T Confirm the correct spelling of all names included in an ad. The Managing Editor will proof for

misspelled names only as time permits.

Photographs. Photos and logos for ads are published-bkeharge if they a ficamera-ready,0i.e.,

they are printable at the actual size submitted. Photos and logos are charged a fee (see Fee Schedules
on page 7) if they are not cameeady, i.e., they have to be increased or decreased in size to fit the

size of the ad. Seedlsection on photographs on page 5.

How to submit. Refer to Fee Schedules on page 8 for sizes and rates. Send adSwipypission
Form (at end of this manual), photos (if applicable), and check to the Magazine Coordinator at least
90 days prior to rem@sted issue date.

T Payment due. Ad space is not fireservedo and is sold on afirst-come, firstserved basis that is

confirmed only upon receipt of payment by the Business Office. This applies to all ad space and is
of particular concern for the prime @& of the inside front cover, centerfold, inside back cover,
and back cover. No ad will be published until full payment arrives at the Business Office.

I Commission. A 20% commission must be paid by the advertiser to the Chapter or Division

submitting he ad. The Chapter or Division may then deduct that amount prior to mailing to the
Business Office. If the Chapter or Division is the advertiser, i.e., is submitting its own ad, the 20%
commission may still be deducted.this 20% commission is not dedted prior to submission,

the entire amount submitted will be deposited, i.e., no refund or credit will be issued.

Color cover. When ad revenue reaches a certain minimum for a particular isstactgrouncof

the magazine cover will be printed indwolors. In this event, the cover photo will remain in black
and white; however, a Division may pay an additional fee foctiver photdo be printed in full
color. When ad revenue reaches a certain higher leveintire front cover of the issue Wibe

printed in full color. See Fee Schedules below.

Complimentary copiesof the issue in which an ad is published are not provided to the advertiser.
Copies may be ordered for a fee (see rate for back issue in Fee Schedules below).

FEE SCHEDULES

All checks are to be made payablelteasurer General UD@nd sent as instructed to the Magazine
Coordinator at the Business Office.

Item Fee

Back issue (each; for4 issues) $ 2.50

Back issue (each; for 5 or more copies) 2.00

Back issue (&ch; missed due change of addres 1.00 plus postage

Color cover (per issue) 1,500.00 in ad revenue = background in 2 cobbus

option of cover photo in full color for $175 fee

3,000.00 in ad revenue = entire cover in full color

Copy ofDivision subscription report 10.00

Query (50 words or less) 10.00

In Memoriamwrite-up (50 words or less) 22.00

Photo (for news items dn Memoriamwrite-up) 30.00

Photo or logo (for ad; not cameready) 5.00
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Subscription rate chart
Timeframe (yrs)  Individual or non100% Chapter  100% Chapter

1 $15.00 $12.00
2 25.00 n/a
3 35.00 n/a

Subscription pro rata chart

Prorate new subscriptions to match the Chapteré common expiration date by submitting payment for one

full year& subscription plus the number of months required to attain the common expiration date. Note:
Amounts are determined by the cost of an annual subscription (see chart above) plus the cost of the
individual issues ($1.40 each; $0.for 100% Chapters). The amount listed on the chart below indicates
total amount due, including base subscription rate and pro rata fee. To pro raterf8wy2ar

subscription, add the individual issue rate of $1.40 to thw 2year subscriptionate for the number of
issues needed.

Timeframe (mos)  Individual or non100% Chapter  100% Chapter

1 $16.40 $13.10
2 17.80 14.20
3 19.20 15.30
4 20.60 16.40
5 22.00 17.50
6 23.40 18.60
7 24.80 19.70
8 26.20 20.80
9 27.60 21.90
10 29.00 23.00
Advertising rates
Size Dimension(h x w) Rate 20% commission  Total due
Single-column inch 10x 2 1/30 $ 4600 $ 9.20 $ 36.80
Doublecolumn inch 1/20x 4 5/60 46.00 9.20 36.80
2 inch 20x 2130 55.00 11.00 44.00
3inch 30x21/30 65.00 13.00 52.00
4 inch 40x 2 1/30 80.00 16.00 64.00
1/6 page vertical 45/60x 2 1/30 99.00 19.80 79.20
1/6 page horizontal 21/30x 4 5/60 99.00 19.80 79.20
1/3 page square 4 5/60x 4 5/60 171.00 34.20 136.80
1/3 page vertical 9 2/30x 2 1/30 171.00 34.20 136.80
1/3 page horizontal 31/60x 7 1/20 171.00 34.20 136.80
1/2 page vertical 70x 4 5/60 244.00 48.80 195.20
1/2 page horizontal 45/60x 7 1/20 244.00 48.80 195.20
2/3 page vertical 9 2/30x 4 5/60 323.00 64.60 258.40
2/3 page horizontal 70x 7 1/20 323.00 64.60 258.40
Full page 92/30x 7 1/20 442.00 88.40 353.60
Inside front cover Entire page 462.00 92.40 369.60
Inside back cover Entire page 462.00 92.40 369.60
Back cover Entire page* 475.00 95.00 380.00
Centerfold Both entire pages 101700 203.40 813.60

* Minus space for mailing label

Color ads. The centerfold ad and back cover ad are available in ecfidar format. These are tloaly
advertising spaces that may be printed in color. Contact the Magazine Coordinator atrteesBbfice
for current rates.
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UDC MagazineSubmission Form

A separateSubmission Forrmust accompany each feature or ad submitted. Designate type of feature
(Division or Chapter news, historical articley Memoriamwrite-up, query, or ad) unddbescrption below.

Any special instructions or comments should be typed or printed on a separate sheet of paper. Enclose all copy

and all required checks.

Issue

Description

Division

Chapter

Contact name/address

Contact telephone Email
Chapter/Division news photo(s) @ $30.00 each =
Ad size Ad rate

Rate after 20% commission Photos

Total amount due

For office use only

Date received

Check number Date Amount

Check account info

File name

To editor To publisher
Proof SASE
Comments

Official UDC form This form may be photocopied
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