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Goals of the Communications Committee:

The goals of the Communications Committee are:

· To help promote and facilitate effective, efficient, and professional communications to the HFMA Greater St. Louis Chapter’s members. 

· To drive traffic to the website and increase the use of the website as a tool for all chapter members
· Keep website content updated and relevant

· Create an integrated relationship between chapter e-mails and the website

The Communications Committee will be the mechanism to deliver information or the publishers of the information, not the information creators. Each member and/or committee will need to submit to the Communications Committee and Webmaster information that has been edited and that is ready to be published.
Purpose of this document:

This document will serve as the written instructions on how members and all committees can use the website and e-mail communications to communicate information to all chapter members. The purpose is NOT to restrict communications, but to explain the processes and timing of getting information out to the entire chapter. 
Monthly e-mails:
The communications Committee will start sending out a monthly e-mail as an events/what’s happening e-mail with links to direct members to the website to get more information. This e-mail will go out the first Friday of each month.  The communications form can be found at www.hfmastlouis.org.
Information for inclusion in the e-mail will need to be submitted through the online communications form and by the third Friday of each month to be included in the upcoming months e-mail. The idea behind this is to get information on the website and then use an “e-mail campaign” to distribute the information to the members. 
Website updates:
Updates to the website can be made at anytime through the communications form. Please allow for up to 5 business days for information to be updated and posted on the web.
See embedded communications form:
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Communications request for publications form



Please use this form to communicate your message within the chapter’s e-mails and website.



Name of contact submitting information: ___________________________________________________



Contact information phone number and email: ___________________________________________________________________

________________________________________________________________________



Committee/member being represented: _______________________________________________



Information to be published or attached document with details: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Request for publication:



		X

		Location / Sub Category

		Description



		 

		Website

		 



		 

		Jobs

		 



		 

		Events

		 



		 

		Other

		 



		 

		Monthly E-mail

		 



		 

		Other

		 



		 

		 

		 



		 

		 

		 









Actual Event date: ________________________________________________________



Date requested for publication: from: __________________ to: ___________________



Please submit your request via e-mail to: jtstiles1981@yahoo.com and cc:jmorgan@revenuecyclepartners.com & Debbie_Watson@ssmhc.com
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