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Communications Submission Form

	Date
	 
	

	Name
	 
	
	Position
	 

	Email
	 
	
	Phone
	 

	

	PLEASE COMPLETE EACH SECTION YOU WANT THE COMMUNICATIONS TEAM TO POST FOR YOU AND MAKE SURE TO FOLLOW THE DIRECTIONS.  NOT FOLLOWING THE DIRECTIONS COULD RESULT IN YOUR INFORMATION NOT BEING POSTED.  

	· Logos, photos & graphics should be submitted as a separate attachment in a JPEG of GIF format.  

· Logos must fit 180x150 pixels.

· Website Links:  Make sure your addresses are correct before submitting and link is listed where you want in text. 

· The Communications team has the right to make editorial liberties to submission.

· Please do not change font or font size of this form.  It is set for the communications team to copy and paste.

	

	Website
	
	Posting Start Date
	
	 Posting End Date
	

	
	
	Webpage (location)
	 

	If creating registration website:

· include cutoff date, if not 12 pm the day before event

· event costs, if not the same as monthly educational program fees

· provide team with max capacity of venue

	

	Header: 

	Content: 


	

	


	Social Media
	
	1st Posting Date
	 
	2nd Posting Date
	 

	· Please create separate posts for both Facebook & Twitter

· Facebook posts:  max 420 characters including spaces

· Twitter posts:  max 140 characters including spaces


	· Facebook Post: 

	· Twitter Post: 


	


	e-Blast
	
	1st/month
	x
	2nd/month 
	

	
	individual e-Blast 
	
	(must be approved by VP Communications)

	· Header will be limited to a maximum of 40 characters

· Content will be limited to a maximum of five sentences


	Header: 

	Content: 


	

	

	


	Newsletter
	
	

	When writing articles:
· Use MPIOC (don’t spell out)

· Make sure if you are noting a person in your article that you spell their name correctly and provide proper designation, i.e. CMP, CMM

· Be sure to include photos
· Don’t put the web address in the article, provide link and highlight words that you want to use for the hyperlink (Example of how it should look: Please click here for more information.  Link is www.mpioc.org)
· List your name as: Name, MPIOC Committee Title, Company, Company Title


	Author: 

	Header:  

	Content: 



Send completed form to:  mburleigh@salemconferencecenter.org and alex.doyle@21stcenturygroup.com 
