(Insert business name) Social Media User Guidelines
Emerging platforms for online collaboration are fundamentally changing the way we work by offering new ways to engage with members, colleagues, and the world at large. It is a new model for interaction and we believe social media can help to build stronger, more successful business relationships. For those (insert business name) employees that are authorized to use social media on behalf of the organization, we have created these guidelines to follow when participating in the various social media outlets. The guidelines below are not all-inclusive and employees are also reminded to review the entire (insert business name) Social Media Policy and other relevant (insert business name) policies before entering into any social media use. Violation of the (insert business name) Social Media Policy, including the Social Media User Guidelines, may subject an employee to discipline up to, and including, termination of employment. 
Identify Yourself: Authenticity and transparency are driving factors of social media. List your name and when relevant, role at (insert business name), whenever you interact or comment about (insert business name) -related topics. Use common sense when making comments. And remember, a blog or post is visible to the entire world and will be public for a long time. 
Be Transparent and Speak in the First Person: Your honesty or dishonesty will be quickly noticed the social media environment. Do not work anonymously or use pseudonyms. Use your own voice; say what is on your mind. 
Confidentiality Policies Apply: Consult your department manager if you are unsure or have any doubt that content you are about to post on your page may be considered confidential. Review the (insert business name) Social Media Policy and (insert business name) Confidentiality Statement for further details on what is considered confidential information. 
Include Links: The goal is to become a part of industry conversation. Remember to include web links to all relevant information and you will be doing your readers a favor. 
Be interesting: Write about what you are passionate about. Expose your personality, post pictures or videos relevant to the subject matter and always use good judgment. 
Write What You Know: The best way to keep things interesting and stay out of trouble is to limit what you write to your area of subject matter expertise. 
Quality control: Always use a spell-checker. Be clear, complete and concise. 
Frequency: Blogging takes commitment and dedication. People will lose interest in blogs that aren’t focused on current topics. If you are the sole blogger for an organizational blog, you should blog a minimum of twice a week. If you are part of the (insert business name) blog rotation, you should be prepared to blog according to the rotation schedule, which currently needs each blogger to contribute, at minimum, once every seven weeks. 
Be Respectful: It is okay to disagree with others but cutting down or insulting readers is not acceptable. Respect your audience. As stated in our (insert business name) Social Media Policy, you should not respond to any negative comments made about (insert business name). These should be directed to the organization’s media representative. 
Use Your Best Judgment: Remember that there are always consequences to what you publish. If you are about to publish something that makes you even the slightest bit uncomfortable, review the suggestions above and think about why that is. If you are still unsure and it is related to (insert business name) business, review it with your manager. Ultimately, you have the sole responsibility for what you post to the blog or publish in any form of online social media. 
Admit Your Mistakes: If you make an error, be up front about the mistake and correct it quickly. In a blog, if you choose to modify an earlier post, make it clear that you have done so. 
Time management is important: You should make sure that your online activities, even if on behalf of the organization, do not interfere with your other job or work commitments.


