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Guidelines for Submission to Hong Kong Engineer and Hong Kong Engineer Online

Hong Kong Engineer is the monthly print Journal of the Hong Kong Institution of Engineers. Hong Kong Engineer Online (www.hkengineer.org.hk) is the i-version of the Journal with weekly update announcements of activities in the pink pages.
	General Notes


· Editorial is a section for articles relevant to engineering developments, news of projects or trend and engineering practice in Hong Kong.

· Institution & Division Activities is a section for reports of activities organised by the Secretariat, Divisions or Committees. 

· Pink Pages is a section for announcements of future events organised by the Secretariat, Divisions or Committees.
· The Secretariat and the Editor reserve the right to edit, adopt, rewrite, or discard the contents and photos of the submissions for the Editorial, Institution & Division Activities and Pink Pages.
· The Journal will be published on the 1st of each month.  The latest issue of the Journal will be posted on the Hong Kong Engineer Online on the 15th of each month while the latest detailed announcements on the Hong Kong Engineer Online will be updated every Monday.
	Authorised Person for Submission


· Each Division/Committee should assign two Authorised Persons to handle the submission for Institution & Division Activities and Pink Pages to the Journal. The Secretariat would only accept submission supplied by these two persons.

	Materials for Submission


· Editorial

	Column open for suggestions
	Feature Story
	Engineering News

	Deadline
	nil
	the 10th of each month

	Format
	via e-mail by the standard form 

	Email
	a.tam@animail.net


· Institution & Division Activities and Pink Pages in Print Journal
	Deadline
	· 5:00pm on the 10th of the month preceding publication

OR

· 5:00pm on the preceding Friday of the 10th of the month prior to publication (If the 10th is Saturday or Sunday)

	Format
	· via email with the submission file attached
OR

· on CD-R with name of Authorised Person, contact no and the filename labeled

	Address
	Manager - Corporate Communications, 9/F Island Beverley, No 1 Great George Street, Causeway Bay, Hong Kong

	Email
	hkengineer@hkie.org.hk

	Confirmation of the receipt of submissions
	Acknowledge email will be sent to the Authorised Persons around the 15th of the month

	Late submission
	Late submission will not be accepted for the upcoming issue and will be published in the following issue


· Pink Pages in Hong Kong Engineer Online
	Deadline
	5:00pm every Thursday

	Format
	· via email with the submission file attached
OR
· on CD-R with name of Authorised Person, contact no and the filename labeled

	Address
	Manager - Corporate Communications, 9/F Island Beverley, No 1 Great George Street, Causeway Bay, Hong Kong

	Email
	hkengineer@hkie.org.hk

	Late submission
	Late submission will not be uploaded on the upcoming Monday and will be put on web on the following Monday


	Standard Format


Editorial
· Divisions are encouraged to contribute information to the Feature Story and Engineering News.

Feature Story

· Two forms will be used.
· Divisions should submit a form (Appendix 1) for any suggestions on projects suitable to be featured as the cover story. A leadtime of 6-12 months will be needed for processing this form and planning the editorial schedule by the Editor.

· Once the cover stories have been lined up by the Editor, Divisions will be invited to submit another form (Appendix 2) for providing additional information about these cover stories. A leadtime of 3 months will be needed for processing this form, doing preparation and obtaining approval for the contribution.

· If there are more projects proposed as cover stories than there is room for accommodating them all, some of them will be used as feature stories in the same issues.
Engineering News

· Engineering News include topics on new engineering projects, new development and new products.
· Two forms will be used.
· Divisions should submit a form (Appendix 3) for providing any information regarding new engineering projects and new development.

· Divisions should submit a form (Appendix 4) for providing any information regarding new engineering products.

Institution & Division Activities
· Each submission must follow the standard format listed below:

	Submissions
	· Only news and reports of the Division/Committee activities including book prize reports would be accepted
· Division/Committee Members’ photos and technical articles will not be included

	Text format
	· Microsoft Word or Rich Text Format

· One single file for one individual report only

	Content
	· Title

· Text

· Author’s name (optional)

· Photo caption

	Word limit
	400 in English or 800 in Chinese

	Maximum number of photos
	Two

	Type of photo
	Digital photo

	Delivery of photos
	· Submitted in separate files of jpg or tif format

· Please note that digital photos incorporated in Word file cannot be used for production

	Quality of photos
	· Resolution of at least 300 dpi
· Photos of poor quality may be rejected 


· Each submission must be marked IDA and to which Division/Committee it belongs at the top of the page (eg IDA – YMC).
· For seminar and technical visit, the report should be more vividly written and be able to provide in-depth discussion on the topic.

· Technical visit with straightforward report may be consolidated and put into the page ‘Diary of Visits’ which is mainly dedicated to capture the photo taken during the visit. Details will be notified individually in due course.

· A page to include Division/Committee Chairman’s Message will be arranged in August/September issue of each year. Details will be notified individually in due course.

Pink Pages
· Each submission must follow the standard format listed below:

	Submissions 
	· Announcement of activity must be organised/ co-organised/supported/sponsored by the HKIE/Division/Committee.

· The announcement of joint activities to be published in the Pink Page should be confined to co-organisers of non-commercial organisations such as local and overseas learned societies, professional institutions, education Institutions etc.  

· Announcements containing elements of commercial interest will not be included in the Pink Pages.

	Text format
	· Microsoft Word or Rich Text Format

· One single file includes two versions of one individual activity announcement only

	Version
	Outline announcement
	Detailed announcement

	Medium for publications
	Print Journal Hong Kong Engineer
	i-version Journal Hong Kong Engineer Online

	Word limit
	80 in English or 160 in Chinese
	250 in English or 400 in Chinese (include all item headings)

	Publication time
	May appear no more than twice in advance of the event, please specify in which month(s) should the announcements be published
	May appear until the commencing day of the event

	Headings
	Not required
	Required

	Content

(Technical Meeting)
	· Programme title

· Organising parties (for joint activity)

· Date, Time & Venue

· Speaker

· Short description

· One contact no/email/ website for enquiries
	· Programme title

· Organising parties (for joint activity)

· Date, Time & Venue

· Speaker

· Programme Highlights

· Registration & enquiries

	Content

(Technical Visit)
	· Programme title

· Organising parties (for joint activity)

· Date, Assembly Time & Place
· Short description

· One contact no/email/ website for enquiries
	· Programme title

· Organising parties (for joint activity)

· Date, Assembly Time & Place
· Programme Highlights

· Registration & enquiries

	Content

(Call for Submissions)
	· Programme title

· Organising parties (for joint activity)

· Topic
· Short description

· Submission Deadline
· One contact no/email/ website for enquiries
	· Programme title

· Organising parties (for joint activity)

· Date

· Programme Highlights

· Submission Deadline
· Registration & enquiries

	Details excluded
	Registration & enquiries
	· Mail address (unless a cheque is needed to be enclosed with registration)

· Individual reply form

	Formatting Style
	Not required
	Not required

	Submissions on joint activity
	· One standard version will be put under only one Division/Committee

· Another version with only title, organising parties, date, time & venue will be put under other Divisions/ Committees involved with cross reference to the standard version
	Same version will be put under all Divisions/ Committees involved

	Inclusion in the Diary
	Automatically included
	NA


· Each submission must be marked Pink and to which Division/Committee it belongs at the top of the page (eg Pink – YMC).
· Please specify the type of activity (eg Technical Meeting, Technical Visit). 
· Please clearly specify in which month(s) should the announcement be printed when submitted.
· To conserve space, a Standard Reply Form will be printed each month in Hong Kong Engineer.  The Form can be downloaded also from Hong Kong Engineer Online. Please ask readers to respond using this Form.

· Apart from jointly organised activities, Divisions/Committees are not allowed to put announcements under other Divisions’/Committees’ column.
· The circular in regard to the Division Annual General Meeting which includes the agenda and a list of persons whom the committee nominates as candidates for election as Chairman and as ordinary members of the Committee may be published in the Hong Kong Engineer.  The word limit for such notice is 350 words in English which can be published in any one issue of the Journal prior to the Division AGM. Details will be notified individually in due course.
Appendix 1
To:  Ms Angela Tam, HK Engineer Editor
E-mail: a.tam@animail.net
Feature Stories

Our Division/Committee would like to suggest the following projects as feature stories in the Hong Kong Engineer.
	Suggestions for Cover Story

(Engineering areas)
	Most appropriate months and reasons (award, tender award, completion, etc)
	Name of Division/Committee and Person for making a submission

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


The name of person for making a submission or with further information is:

	Name
	
	
	Email
	
	
	Phone
	

	

	Date
	
	
	Fax
	
	
	Mobile
	

	

	

	Name
	
	
	Email
	
	
	Phone
	

	

	Date
	
	
	Fax
	
	
	Mobile
	


Appendix 2
To:  Ms Angela Tam, HK Engineer Editor

E-mail: a.tam@animail.net
Feature Stories

Our Division/Committee would like to suggest the following projects as feature stories in the Hong Kong Engineer.    

	Month (2010)
	Suggestions for feature stories (Engineering areas)
	Name of Division/Committee and Person for making a submission

	January
	
	

	February
	
	

	March
	
	

	April
	
	

	May
	
	

	June
	
	


The name of person for making a submission or with further information is:

	Name
	
	
	Email
	
	
	Phone
	

	

	Date
	
	
	Fax
	
	
	Mobile
	

	

	

	Name
	
	
	Email
	
	
	Phone
	

	

	Date
	
	
	Fax
	
	
	Mobile
	


Appendix 3
To:  Ms Angela Tam, HK Engineer Editor

E-mail: a.tam@animail.net
Engineering News

Please be informed that the 


     Division/Committee would like to submit the following engineering news for publication in Hong Kong Engineer. We understand that the item/s may or may not be published, depending on factors such as the number of other news stories already lined up for publication in the same issue of the magazine.   

	Engineering News Title
	File name
	Name of Division/Committee and Person for making a submission

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


The name of person for making a submission or with further information is:

	Name
	
	
	Email
	
	
	Phone
	

	

	Date
	
	
	Fax
	
	
	Mobile
	

	

	

	Name
	
	
	Email
	
	
	Phone
	

	

	Date
	
	
	Fax
	
	
	Mobile
	


Appendix 4
To:  Ms Angela Tam, HK Engineer Editor
E-mail: a.tam@animail.net

New Products
Please be informed that we would like to submit the following engineering product for possible publication in Hong Kong Engineer. 

	Name of new product
	Brief description of product
	File name
	Name of Division/ Committee and Person for making a submission

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


The name of person for making a submission or with further information is:

	Name
	
	
	Email
	
	
	Phone
	

	

	Date
	
	
	Fax
	
	
	Mobile
	

	

	

	Name
	
	
	Email
	
	
	Phone
	

	

	Date
	
	
	Fax
	
	
	Mobile
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