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NEWS ARTICLES

1. The Headline (Enter Title Here) for the news article should be 
exactly as it appears on the originally sourced news article – no 
edits should be made.

a. There is a headline character limit of 80
2. From the News Type drop down menu, please select “News 

Article”
3. The Alert Tag should always be selected as “Disable”
4. Under Featured, this should always be selected as “No”
5. The Location should always be where the story in the news 

article in question took place
6. The Link should be the complete URL for the news article being 

referenced
7. On the right hand side, under News Categories, please ensure 

that ONLY “News Articles” is checked off
8. Under Excerpt, please copy and paste ONLY the first two 

complete sentences of the news article in this section
a. There is an excerpt character limit of 200
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PRESS RELEASES

1. The Headline for the press release should be exactly as it appears 
on the originally sourced press release – no edits should be made.

a. There is a headline character limit of 80
b. All press releases should be from the U.S. Department of 

Justice – Offices of the United States Attorneys website
2. From the News Type drop down menu, please select “Press 

Release”
3. The Alert Tag should always be selected as “Disable”
4. Under Featured, this should always be selected as “No”
5. The Link should be the complete URL for the press release being 

referenced
6. On the right hand side, under News Categories, please ensure 

that ONLY “Press Releases” is checked off
7. Under Excerpt, please copy and paste ONLY the first two 

complete sentences of the press release in this section
a. There is an excerpt character limit of 200
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SCAM ARTICLES

1. The Headline for the scam article should be short and to the 
point while clearly conveying what the subject is about.

a. E.g. “Advance-Fee Loan Scam”
b. There is a headline character limit of 80

2. From the News Type drop down menu, please select “Scam 
Article”

3. The Alert Tag should always be selected as “Disable”
4. Under Featured, this should always be selected as “No”
5. The Location should always be “National”
6. Under the Show in alert banner?, always select “No”
7. Under the Tag this post to tip category, you must select one 

of the following areas this scam articles refers to:
a. Identity Theft
b. Financial Fraud
c. Mail Fraud (there are subsections for this but ONLY 

select Mail Fraud)
d. Mail & Package Theft
e. Suspicious Mail
f. Older Americans
g. Cybercrime
h. Child Safety

8. Under the Content tab, there should be no more than a 
paragraph with a maximum 1000 characters

a. This paragraph contains the full description of how the 
scam works, how it affects people, what documents/calls 
they might receive, how to identify the scam, etc.

9. On the right hand side, under News Categories, please ensure 
that ONLY “Scam Articles” is checked off
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SCAM ARTICLES

9. If there is going to be a video present for the scam 
article, you must click the blue button titled “Add 
Row”

a. The Title of the video should be short and 
to the point of the video

b. The URL should be the URL in which this 
video lives. 

a. Most video URLs will be from USPIS 
unlisted YouTube channel

c. The Description of the video should be no 
longer than two sentences

d. For the Transcript, attach the transcript text 
file for the video

10. Under Excerpt, please write a brief two-sentence 
description of the scam

a. There is an excerpt character limit of 200
b. E.g. ”Fraudulent loan providers prey on 

victims through advance-fees. Protect 
yourself and others by understanding and 
reporting these loan scams”
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WANTED POSTERS

1. The Headline for the wanted poster can be two different ways
a. If a suspect’s name is available, the headline should be written 

like this: “[Suspect’s Name] for [Crime]”
b. If NO suspect’s name is available, the headline should be 

written like this: “Seeking information about [Crime] in 
[Location]” 

c. There is a headline character limit of 80
2. From the News Type drop down menu, please select “Wanted Poster”
3. The Alert Tag should always be selected as “Disable”
4. Under Featured, this should always be selected as “No”
5. The Location should be the state/territory in which this suspect is 

wanted
a. If the suspect is wanted in multiple locations, the Location 

should be set as “National”
6. Under the Wanted Details tab, there are multiple fields that can be 

filled out.
a. If suspect has been caught, please update the poster and 

check off the Captured field
b. If information for any of these fields is missing, please write 

“N/A” on the field or leave it blank
7. The Detail Sub Title can be two different ways

a. If a reward is available, it should read: “Reward up to $XXXX”
b. If NO reward is available, it should read: “Wanted”

8. Under Downloadable Poster, please upload the wanted poster PDF 
file for the case to make it easily downloadable for field agents

9. On the right hand side, under News Categories, please ensure that 
ONLY “Wanted Posters” is checked off
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WANTED POSTERS

8. In the “Description” section, please write ONLY the 
Physical Description of the suspect

a. The description should be no more than a paragraph 
of 1000 characters

9. In the ”Miscellaneous Info” section, please write any 
additional information relevant to the case. 

a. The information should be short and concise and 
should not exceed 300 characters

10. If a photo needs to be uploaded, click the blue button “Add 
to Gallery”

11. In the Excerpt section, it should read as:
a. If there is a name available, it should read as: “Postal 

Inspectors urge anyone with information regarding 
the whereabouts of XXXXXX to call 1-877-876-
2455.”

b. If there is no name available, it should read as: 
“Postal Inspectors urge anyone with information to 
call 1-877-876-2455.”
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ALERTS

1. Any News Article, Scam Article, Press Release or Wanted Poster 
on the News Page can be highlighted as an “Alert”. To do this,  
the Alert Tag should be selected as “Enable”

a. Use this cautiously. An Alert Tag should only be 
considered when the information on the article is seen as 
an imminent threat

b. When the Alert Tag is enabled, an alert banner will be 
added to the article (see below)
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ALERTS

1. Scam Articles can be highlighted as an alert banner 
visible on the entire site. To do so, Alert Tag should be 
selected as “Enable” and Show in alert banner should 
be selected as “Yes”

a. Use this cautiously. An Alert Banner should only 
be considered when the information on the Scam 
Article is seen as an imminent threat

b. The Scam Article title is shown on the alert
c. The entire alert links out to the scam article
d. See below for placement on the site
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