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	CDSOA Name of Fleet

Name of Event
Event Location
Event Date
Please register by “Insert Date”!

	Questions?  Contact Event Organizer Firstname Lastname  Ph:  ###-###-####; Email address
Or Fleet Captain Firstname Lastname  Ph:  ###-###-####; Email address


When you are finished reading the following directions, using your mouse pointer, select the text on this page only (do not select the text on page 2) so that it is highlighted and type or insert your desired text.  Please do not change the formatting of the heading above or the font for the text.

Revise the above heading to include your event information:  name, location, date, registration deadline, event contacts (including name, phone number and email address).  On page 2, include the name, phone number and email address of the event’s planner or organizer once more.  It should match the info in the heading above.  Don’t foreg to include which charts are to be used.
For the body of your text, please use font Arial 10-12 pt. (Style:  Normal)

All paragraphs should be flush left.

Please use standard typing rules:  two spaces after every sentence; two carriage returns after every paragraph.
Please spell out the name of your fleet where ever it is used within your document – no abbreviations or shortcuts, i.e, use Northeast Fleet not NE Fleet.

Please capitalize MASTHEAD whenever a reference is made to it.  
Capitalize trademarks, brand names, proprietary names, and names of commercial products.

Italicize the names of all vessels mentioned within your document.

Photos should be medium to high resolution (no less than 150 dpi) and no more than 3.5” wide.

Event documents should follow this naming convention:  

Fleet Code-Year-Name_of_event.doc or pdf

So every document submitted by the Carolinas Fleet should start off "NC-2011-" (something like this:  NC-2011-ManteoOcracokeLoopCruise.doc).

Here are the fleet codes:

Carolinas Fleet:  NC
Great Lakes Fleet:  GL
Central Gulf Fleet:  CG
Gulf Coast Fleet:  GC
Chesapeake Fleet:  MD
Northeast Fleet:  NE
Fleet communications will be on VHF Ch. 16 and 68. 
Please monitor these channels during the cruise. 
Hail the “Cape Dory Fleet”. 
[Please move the above text to an appropriate place in this document.  Change the VHF channels to ones that you want to use for your event.  Then remove this text.]
Any questions regarding this event?  Please contact Event Organizer Firstname Lastname at 
###-###-#### or youremail@yourISP.com. 
All owners of both Cape Dory and Robinhood power and sailboats, CDSOA members and non-members, are welcome to attend.

All captains are responsible for their own navigation and the safety of their vessels and crew.

Use NOAA Charts #####.
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