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Policy for Communication- Social Media, Newsletters, Outreach Sponsorships

Purpose: To ensure that WVSTA representatives have reviewed communication that represents the
organization accurately and that material being used is up to date, meets industry trends and has proper
sizing of pictures, logos, links. Creating consistent branding, messaging and directing users to our
website is important.

1. Scope

This policy applies to all planning and execution of WVSTA communication. This covers correspondence
with magazines, newsletters, flyers, newspapers, partner requests, sponsorships and social media.

2. Planning and Process

Share an email with the Communication Coordinator (CC) describing the
idea/concept/event along with details and needs, and a timeline for the article, flyer or
post etc.

Newsletters should be sent and pre-approved by the CC 5 days ahead of the intended

mailing date. It is understood that some pictures info may come last minute, but for the
majority of the newsletter, proofreading and content should be approved before
emailing to members and the public. In the event the CC is unavailable the, the board
will recommend a replacement to carry out the role of CC.

Pictures intended to be used for communication should be sent in separate emails with
a description of the picture, location, who provided it. Several platforms on social media
require pictures to be sized appropriately before publishing.

Newsletters, posts, pics, tags, collaborations, etc in newsletters and ALL social media
should be neutral and need to have NO political rhetoric, no sexual connotations,
derogatory language. As a non-profit, communication should focus on promoting our
core mission and values of the organization.

Report growth trends you are seeing at the end of each month — new followers on FB,
Instagram, Newsletter signup, etc — Metrics Matter!

Flyers needed for social events, workdays and outreach should get approval prior to
being published.

All projects with partners, example: banners, sponsorships, all kiosk panels including
interpretive signage and historic signage, need to be approved by CC. A proofreading



team and board members will need to review the latest partner standards and trends
prior to being ordered, published, purchased, even if being purchased by another entity.



