NEWS

Website content template: news item
For help with this template and supplying information to be published on the website, please contact the assistant editors (Jean Graham and Christine Hughes) on 0141 221 5720 or office@glasgow.anglican.org. 
Fill in all required items below and any relevant optional item. Then send the form to the assistant editors. There is a separate template for events/calendar items.
Title (required)
The title of the news item. No more than 100 characters. This will be shown above the article.
Type here a title
Brief summary (required)
Up to 3 sentences introducing or summarising the article (limited to 500 characters). Write this such that it invites the readers to read the entire article and give them a clear idea what this article is about. The summary will be shown in the list with all news articles (but not above the article itself!).
Type here a brief summary
Body (required)
The body of  the article. If possible, do not use more than 500 words (the absolute limit is approximately 1000 words). Write in a clear and plain-English style. Please read the “How to write in plain English” guide on www.plainenglish.co.uk/files/howto.pdf.
Split the text up into different sections if it is more than 2 or 3 paragraphs long. Use headings, bullet points and numbered lists to make the article easy to read. Do not apply formatting—but you can include any instruction in square brackets, for example: [word in bold] or: [link to www.glasgow.anglican.org/examplepage]. Do not use links to external web pages unless this is essential for the reader to understand the article or take the intended action.
Type or paste (Ctrl-V) here the body text
Images (optional)

We encourage you to include image. Please supply only good quality, large images. Also make sure you own the copyrights to the image or have been given permission to publish the image. Send images as separate .jpg or .png files. Do not include images in a Word document. The assistant editors can advise you how to prepare and supply images.
 FORMCHECKBOX 
 I have supplied images as separate .jpg or .png files
Related news items (optional)
Indicate which news items currently on the website relate to this article. Supply date and title of related news.

	Publication date
	Article title

	     
	     

	     
	     

	     
	     


Publication start date (optional)
Indicate when this article needs to be available on the website. If no date is given, we will aim to publish the article any time within a week.
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