NSWSPC PRINCIPAL FUTURES WEBSITE
GENERAL CONTRIBUTION FORM
Instructions for use
1. 
Please complete the following information below where appropriate. 
2. 
To enter information, simply click on ‘Please start typing here …’ or type up your text elsewhere and then paste it in.

3.
Please note that because this is a Microsoft Word document you can easily insert photos, maps, graphs, tables etc into your text. If you’re not sure how to do this, please just attach them to your email and we’ll do it for you.
4.
When completed, please email this form as a Microsoft Word document to principalfutures@nswspc.org.au
Please be careful re: possible copyright and defamation issues
The NSWSPC is very keen to avoid any problems with copyright infringement or plagiarism etc. As a result, unless it is entirely all your own work, please acknowledge any quote in quotation marks and include the source of that quote in the accompanying text, or acknowledge the sources of your information in the ‘Acknowledgements’ section provided on the form. 

In addition, we are very keen to avoid problems in relation to defamatory comments. Please avoid any references to individual people by name especially if it involves problems you encountered or someone’s actual or assumed inadequacies.
Word limit: 

Please try to limit your article to about 2 pages if possible, although we know this is sometimes hard to do. Although photos etc may push you over this suggested limit, please remember that with most things on a website ‘briefer is better’.
------------------------------------------------------------------------------------------------------------------------------------------ V.4
In what section of the Principal Futures website does your contribution belong? (Please tick ( or make bold)
· Managing Retirement

· Keeping in Touch

· Retirement Options

· Looking for Work?
· Staying Up-To-Date
· Tours and Travel (*Please use our separate Travel Information Form or Tour Recommendation Form for this section.)
· Stories and People (*Please use our separate ‘Stories from the Past’ Contribution Form if it’s a ‘Story from the Past’.)
· Other (Please specify)  _____________________________________
Your topic heading (Please enter here a brief topic heading that clearly indicates the nature of your information.)
Please start typing here …
Your contribution (Please enter here your story, information, advice, etc. Please also note that because this is a Word document you can easily insert photos, maps, graphs, tables etc into your text. Alternatively please send us these and we’ll do it for you.)
Please paste in your story or start typing here …
Acknowledgements (If applicable, please enter here details of any sources of your information.)
Please start typing here …
Useful references (If applicable, please enter here any useful references you have found in relation to this topic.)
Please start typing here …

Contributor details

Your name: ________________________________________________
Contact details:  Phone __________________ Email _____________________________________
Preferred method of contact:    ( Phone      ( Email     ( Either one OK (Please tick ( or make bold)
Date of contribution: ___________________
Photo and bio: We’d love to include a head and shoulders photo and a very brief bio of you for publication. If you’re willing to do this, please send us your photo and type up a brief bio using the examples below as a guide.
“Peter was Principal of XXX High School from 2007-2015. He has a keen interest in overseas travel and recently worked as a tour guide for a group visiting France and Italy. In his spare time Peter works in a part-time voluntary role with his local youth club.” OR

“Heather was Principal of XXX High School from 1998-2013. Since retiring from the Department she has worked with many schools in the area of leadership development. Heather is a Life Member of the NSWSPC and the author of several books on leadership and learning.”

Please start typing here (suggested max. 50-75 words):
