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PLATFORM(S) APPLIED FOR (Check all that apply)
ADMINISTRATOR AND MODERATOR INFORMATION
NAME (Check Primary or Secondary)
ROLE
ACCOUNTS
I certify the individuals above have completed the required training as outlined on DLA Form 1940-1, Social Media Certification and training certification has been provided to the social media manager.
This application is incomplete without supporting documentation that includes, but is not limited to, a communication use plan stating the requirement and planned procedures to establish and maintain this/these platforms.  That documentation must include:
Purpose: What communication goals do you hope to achieve?Justification: Why do you need a new page, blog or account versus participating in the Enterprise DLA Social Media Program? Do you have enough content to operate a page?Content: Types and frequency of content posted to my new DLA page, blog or account to keep my audience engaged. (“Enough” content is three to four posts a day, spread throughout the day.)Monitor: How and when will the platform be monitored throughout the day, every day  to include weekends and holidays for external pages. Actions and reactions to OPSEC, IA, and PII violations, as well as offensive, obscene or commercial advertisement materials must be removed.Engagement: How and when will you log in throughout the day to answer questions and reply to comments from the audience?  How will you meet the requirement to respond  within 24 hours?Backup: List the names and contact information of the person(s) who will post, respond and monitor the platform(s) as well as back up personnel responsible in your absence.Dynamic Content: Variety of media type and topic, emphasizing visual elements (photos, graphics, and videos), creative headlines and text, with links to a DLA or other official websites in every applicable instance.Policy: Statement guaranteeing adherence to the DLA Social Media Instruction regarding the content posted.
My signature as requestor on this document confirms I have coordinated this action with my organization director and public affairs officer.  It further confirms that administrators and moderators completed all required training prior to launch of the platform(s).  Additionally, signing this document certifies I read and understood the requirements of operating a social media platform as part of the DLA Social Media Program and that my organization will abide by those requirements. Failure to complete training, submit communication use plan and obtain Public Affairs signature automatically voids this application.
Submit this request  along with supporting documentation to Mason Lowery, DLA Social Media Manager, with copies to Deborah Parker, Chief, New Media, Plans and Analysis and Christine Born, Public Affairs, Plans and Analysis. Your request will be reviewed by the DLA Social Media Working Group and you will receive a decision within 10 business days.
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