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CSMFO Communications and Magazine Editorial Policies and Guidelines 

CSMFO is the preeminent resource for promoting excellence in government finance.  To that end, CSMFO 

is committed to providing a cohesive communications message and branding experience for each and 

every member.  CSMFO will utilize all communication tools to promote and reach out to its membership, 

including the CSMFO website, Magazine, Annual Conference, Chapter meetings, membership list serve, 

training courses, awards programs, and any other services at its disposal.  

The Communication Committee is directed through the CSMFO Policy and Procedures Manual to, 

amongst other duties, enhance communication between CSMFO and members and provide policies, 

guidelines and procedures related to the CSMFO Magazine and other communications. 

CSMFO COMMUNICATION 

The Committee may, as needed, enforce communication standards and adherence to the CSMFO Style 

Guide with leadership, consultants and members.  This may include requiring certain communication to 

be previewed by the Committee prior to release, contacting CSMFO representatives about enforcement 

of Style Guide requirements, or development of communication templates.    

CSMFO MAGAZINE 

The CSMFO Magazine is a professional publication dedicated to providing relevant articles and 

information for the benefit of the CSMFO membership.  Most issues of the CSMFO Magazine will feature 

a theme that is decided in advance by the Communications Committee.  Some of the past themes have 

been Improving Your Budget Process; Fiscal Sustainability; Current Hot Topics; along with the Annual 

Conference special edition.  

The magazine format includes feature articles that focus on a variety of local government finance and 

management topics; highlights of local chapter and member activities; regular letters from the current 

President and Executive Director; article from the President-Elect on the upcoming annual conference; 

and current job opportunities.  CSMFO welcomes contributions from all areas of the government finance 

world.  Articles that are published deal with professional issues in local government finance, particularly 

from the local government manager’s point of view.  The publication’s content is intended to strike a 

balance between practicality and scholarship so as to appeal to the California government finance 

community.  

Publication Information   

The CSMFO Magazine shall be published six times a year: in January, March, May, July, September, and 

November (alternate months from the GFOA Government Finance Review magazine).  The CSMFO 

Magazine is available on the CSMFO website and an e-mail link is sent to each member each month the 

magazine is published.  Limited print copies are available upon request.  Typically, a print copy(s) will be 

sent to any author(s) or vendor(s) in the month in which a contributor’s article or paid vendor ad was 

published. 

Magazine Article Guidelines 

It is CSMFO’s editorial policy to publish articles that are written in a clear and concise style in order to 

bring the article’s message to magazine readers.  It is understood by the contributor that all articles are 
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subject to editorial review and that the right of publication in any language or form is reserved by CSMFO. 

A short production schedule prohibits sending authors the page proofs of articles that are ready to go to 

publication.  Typically, CSMFO will not edit paid Sponsored Articles but reserves the right to do so.  

Contributors are encouraged to personalize their submissions and to incorporate subject matter that 

reflects what is important to local government professionals.  Authors are also encouraged to include 

information that readers can adapt to their own situations. If applicable, articles should include projected 

fiscal impacts and any associated problems or benefits.  At the time an article is submitted, the editor 

should be informed if it has been published in or submitted to other publications.  With the notable 

exception of sponsored articles, CSMFO does not publish articles that are self-promotional in nature, or 

market a product or service available from a vendor.  Sponsored articles shall be clearly identified when 

published.   

Unless an author makes a request in writing to retain the copyright to an article, it is assumed that the 

article belongs to CSMFO.  Any article published in the CSMFO Magazine may not be republished in any 

media format without the written permission of CSMFO.  However, an article can be linked via various 

social media platforms and requires acknowledgement that link is related to CSMFO and must reflect 

intentions that are consistent with the CSMFO’s stated Mission and Values.   Requests for permission to 

publish, reproduce or translate articles in any way should be sent to the editor.  Direct solicitation of article 

by the editors of the Magazine does not guarantee publication and should not be construed as such.  

Article Specifications 

• Article must have a brief title and a byline. 

• Submissions are to be in unformatted Word document format.   

• Feature articles can be 500 to a maximum of 1,500 words, while articles for departments should 

be 500-750 words. The average article is 1,000 words.  

• Color photographs are encouraged if they illustrate points in the article; graphs or charts also are 

encouraged but must be included in a separate file from the article. Any graphics or photographs 

submitted must be the property of the author or come with the owner’s express permission to 

reprint. 

• CSMFO Magazine is both digital and print.  No digital reference to “click here” or “follow this link,” 

for example, should be incorporate in the article.  However, in the digital version, we can link to 

any URL provided for the article in a separate file. 

• The author should also provide a very brief biography or color commentary about their current 

job responsibilities, emphasizing any role they have in or with CSMFO and/or highlighting their 

perspective of the article’s subject matter. 

• If available, an author's professional color photo should also be included – no selfies. 

• The use of direct quotes and the identification of public officials by name are generally not 

permitted. However, it is permitted when author is interviewing a CSMFO member or individual 

for purposes of gathering information for a mutually agreed-upon article.    

Articles should be submitted by email and should include a suggested title, the author's name, job title, 

company, complete postal address, email address and contact phone number.  If there are co-authors, 

respective titles and addresses should be indicated clearly.  If there is a change of title or address while 
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the article is in the process of publication, the editor should be notified as soon as possible.  All articles 

are subject to review for potential plagiarism. 

Endnotes/footnotes are not encouraged because the CSMFO Magazine is not a scholarly journal. If 

necessary, however, they should be numbered consecutively and listed separately at the end of the 

article.   

Deadlines for article submission are: 

Publication Date Article Due Date 

January December 15 

March February 15 

May April 15 

July June 15 

September August 15 

November October 15 

 

Failure to turn in an article by the editorial deadline may result in the manuscript not being published due 

to the short production schedule after the article due date.  

Review Process 

Once the manuscript is received at CSMFO, it is reviewed for possible publication.  This process will usually 

take several weeks.  Authors will be notified if certain significant changes are proposed for an article—or 

if changes are requested to be made by the author.  For practical reasons, minor modifications often are 

made by the editorial staff without consultation with the author.  An edit for CSMFO style always follows 

the content review. The CSMFO Communications Committee and the President reserve full editorial 

control of all magazine content.   

If the manuscript is rejected, it does not necessarily mean that it is not worthy of publication.  It could be 

that another manuscript covering the same topic already has been accepted or published. The manuscript 

might also be held for publication in a future issue covering the topic. 

Messages from CSMFO President / President-Elect / Executive Director 

The current President, President-Elect and Executive Director will author an individual column in the 

CSMFO Magazine each publication period. 

The articles should reflect the unique writing style and personalities of each of the officers.  The subject 

of each column will be at the discretion of each officer.  Typically the President’s focus will be on the 

current events of CSMFO and the government finance profession, while the President-Elect’s column may 

focus on the upcoming annual conference.  Because this leadership group represents the organization as 

a whole, each column will go through the normal editorial review.      

Classified Job Ads 

Classified job opportunities are listed in the magazine as a government member benefit.  This service is 

based on a paid submission to CSMFO for placement of a job opening on the CSMFO careers website jobs 

opportunities tab.  
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No classified ads advertising commercial jobs are accepted, but classified ads advertising finance jobs may 

be accepted from commercial members.  With the permission of the Executive Director or CSMFO 

President, ads for nationally recognized charities may be accepted for posting. The format for the job 

posting shall include: Job Title; entity; agency; salary; positions description; application deadline date.  

Fees are set by the Board and can be paid online or invoiced to the agency the month the job ad appears.  

Commercial Members’ Professional Ads 

The rates for the professional ads are set by the Board and will be reviewed at the discretion of the Board.  

Advertisers have the ability to select any number of months in which their ad will appear.  Ads are to be 

paid in a lump sum and will not be prorated or refunded should the ad terminate at the request of the 

vendor prior to the end of the advertiser’s agreed-upon time commitment.  

Artwork and accuracy of the information contained in the artwork is the responsibility of the advertising 

entity, and neither the CSMFO Board nor the editors of the CSMFO Magazine will be held responsible for 

the information contained therein. Only minor changes to the ads will be accepted, however advertisers 

are encourage to provide updated artwork for publication should they choose to change their ad. 

Professional ads will be placed throughout the magazine as determined by CSMFO editorial staff so as to 

avoid any appearances of favoritism. CSMFO reserves the right to refuse publication of an ad due to 

inappropriate content or if the professional quality of the ad does not meet CSMFO style standards. 

Failure to pay any CSMFO invoice in a timely manner may result in the agency or commercial vendor being 

precluded from placing further classified job ads or professional square ads in the CSMFO Magazine or 

being placed on the CSMFO website until all outstanding invoices are paid in full. The Board of Directors 

also has the discretion to place an agency or commercial vendor on pre-paid cash only payment plan. 

Sponsored Articles 

Commercial vendors also have the opportunity to submit a paid Sponsored Article in the CSMFO 

Magazine.  The article requires adherence to the Magazine guidelines with the expectation that more 

information will be provided about the vendor and/or author, along with full contact information.  

Writing for this Professional Magazine 

CSMFO Magazine is constantly seeking manuscripts for publication, and many local government 

professionals have valuable information that can be shared with CSMFO readers. But often having 

something to convey and actually conveying it are two different matters. 

For one reason or another, potential authors either do not realize that they have significant ideas, or they 

just never get around to putting their ideas on paper. Many people view the task of writing an article to 

be overwhelming. Others would like to try but just do not know where to begin. This information is 

intended to help potential authors take the first step. 

What to Write About 

Many professionals believe that they do not have anything to write about, but just checking their 

calendars or appointment books could generate ideas. They can write about what they have been doing 

or the challenges they have faced. They can describe how they approached a particular problem—with 
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favorable or unfavorable results. What may not seem like earth-shattering news to one person could be 

enlightening to someone else. 

Local government administrators can discuss views on important issues, or they can offer guidance to 

colleagues on matters of mutual interest. CSMFO typically looks for manuscripts that have strong practical 

appeal. It does publish articles that are theoretical in nature, but many of the published articles contain 

information that readers can put to immediate use in their own local governments. 

Potential authors can write about topics that have been covered in other professional publications. 

Different people may address the same topic in different and unique ways and make an important 

contribution to the magazine. 

Some finance professional may find they have ideas and want to write about them, but just do not have 

the time to follow through.  Jotting ideas down will help save them for use at a later time. 

What Not to Write About 

Since the CSMFO Magazine is a representation of CSMFO, there shall be no partisan politics; advocating 

for a policy position different from a formal adopted position of the CSMFO Board of Directors; 

inappropriate comments of any type; or demeaning remarks about other organizations or individuals.  

Except for sponsored articles, no article will be published that is self-promotional or market a product or 

service available from a commercial vendor.  Articles shall not promote a particular political party or 

candidate.  

Article Form and Style 

CSMFO articles usually have three basic parts: an introduction, a body, and a conclusion. The introduction 

should catch the reader’s attention, describe the subject and briefly outline the organization of the article. 

The body contains the author’s elaboration on the subject matter. This is the longest part of the article, 

and it includes all the analyses, descriptions and examples that the author feels are necessary to get the 

ideas across. The conclusion section of an article can then summarize important points that were made 

in the body, draw inferences from the material in the body or call attention to the accomplishments the 

author set out to make. 

Articles should be written so that readers can quickly skim over the main points. Exhibits, graphs and 

tables can also help the reader understand the information.  An executive summary or "takeaway" copy is 

encouraged to be included, with two or three bullet points that tell readers what they will learn from 

reading the article. 

Benefits of Writing an Article 

By writing a magazine article, contributors are sharing expertise with colleagues and peers, and 

information sharing is what this magazine is all about.  CSMFO is committed to creating a positive legacy.  

We believe in collaboration, teamwork and developing leaders who share information.  Authors can share 

in that legacy through the contribution of content to the magazine.   


