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Request for 
Use of Social Media

	1. Program Area: 

	2. Date: 

	3. Contact 
Name:



Title:



Email:



Phone: 


	4. Please identify the platform(s) (ex. Facebook, YouTube, Twitter) on which  the program area would like to participate:  

	5. Description of Strategy

Social media is a powerful tool when implemented within an existing communications strategy.  

5. a. Briefly describe the business case (including requirements, scope and engagement level) driving the decision to utilize social media.
5. b. Who is the target audience and what are their needs?  
5. c. Has any research with other, government and non-government, entities shown success with this course of action? 

5. d. Do any communities or agency/division presences already exist that the division/program can leverage in their adoption?
5. e. How does the implementation of the social media platform complement your current communications strategy? Why is this platform(s) the best solution for your division?
5. f. How will this strategy affect your program’s overall mission, goals and objectives?  

5. g. How will you measure success? 
5. h. For what length of time will the channel be used?  Is there an exit strategy or a determination for end of life on the platform?



	6. Content and Engagement

Social media requires time and resources to monitor the platform and cultivate relationships. Before engaging, a decision needs to be made as to the level of commitment of resources. 

6. a. What state email address will be used to establish the state account on each platform? Who will have access to that account? 
6. b. Who will be responsible for content creation, modification and monitoring (two person minimum)?

6. c. What costs are associated with the development and maintenance of the channel?

6. d. How will the division ensure that the content management responsibilities will be transitioned if an employee resigns or is terminated?

6. e. Will your social media presence require moderation? If so, how much time will be allotted to moderate the presence?
6. f. How frequently will you update content? 
6. g. How will you handle public records compliance for social media content?


	7. Privacy and Security

Please confirm that you have read and have taken the steps to reduce potential security and privacy impacts from your involvement in social media and have trained your staff to ensure that these risks are mitigated.  It is advised that a privacy impact assessment be completed. 
Requestor’s Signature: _____________________________________________


DAS Division Approval:

The signature below indicates that the DAS division deputy director has reviewed the proposed social media plan in its entirety and is in full agreement with submitting it for formal consideration to the DAS Office of Communication and External Relations.
Signature:________________________________


_________________
Print Name_______________________________



Date

Title ____________________________________
DAS Offices of Communication and External Relations, and Legal Services Approval:

The signatures below indicates that the Office of Communication and External Relations and the Office of Legal Services have reviewed the DAS division’s social media engagement proposal in its entirety and is in full agreement that the proposed social media strategy should be implemented for the benefit of DAS and its customers.

DAS Communications and External Relations Approval: 

Signature:________________________________


_________________
Print Name_______________________________



Date

Title ____________________________________
DAS Legal Services Approval: 
Signature:________________________________


_________________
Print Name_______________________________



Date

Title ____________________________________
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