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SPE-GCS Communications Chair
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Newsome Marketing Group
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SPE-GCS Editor
Karin Gonzalez
Chevron
editor@speqcs.org
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Events — Add An Event

Logged In > Events > Add An Event Event Add

Fill in required information and details for your event

. You will be required to add Pricing to your event.

If it is free, set the price to $0, otherwise set up m—
each of the pricing options :

Pricingie)

Click Save
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All How-To Instructions can be found online
http://lwww.speqcs.org/help-files/how-do-i-addedit-event/

S0t Date Time

NOTE: All events need to be added to the calendar at Epensi
least one month in advance to ensure promotion via e- e Zone
Newsletters



http://www.spegcs.org/help-files/how-do-i-addedit-event/
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e-Mail Publicity

e-Blast Frequency:

= We will only send one e-blast per group per week to avoid spamming inboxes

= Exceptions can be made if attendance low

e-Newsletter Frequency:
= e-Newsletters sent out around the 15t and 15" of each month.

» First e-Newsletter of the month contains events from the 15t to the 20 of the
month

» Second e-Newsletter of the month contains events from the 15t to the 6t of the
following month

e-Mail Recipients
» Select distribution lists through SPEI profile to receive SG/Comm emails. MUST
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e-Mail Publicity

Chair/Co-Chair or Publicity Chair can request targeted e-blasts sent to your group

Download the E-mail Guidelines on the website

Requirements to send e-blasts:

= Only one point of contact to request e-blast to avoid confusion
= 48 hours notice to send e-blast

= Which study group(s) to send to

» Link to website event with title of the event and details required in email - If
content on website exceeds 6-7 lines, must provide revised text

= Date/time to send emaill
Send e-Blast to multiple groups:

= Must get permission from other study group chairs EVERY TIME one wants to
send an email blast to multiple study groups



http://www.spegcs.org/media/files/files/def98fc7/SPE-GCS_Email_Guidelines_2015.pdf
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Social Media

= All events are promoted via social media through the official SPE-GCS LinkedIn, Twitter
and Facebook pages

= To request extra promotion of your event, email David Scott at daviswsd@gmail.com
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Privacy Policy/Guidelines

= All publicity must refer to the Gulf Coast Section at SPE Gulf Coast
Section, SPE-GCS or Society of Petroleum Engineers Gulf Coast Section

= SPEI Privacy Policy guidelines can be found online

= Any distribution of emails promoting SPE-GCS events through channels
other than Informz (i.e. — your work email or gmail account) is strictly
prohibited

—CAN-SPAM Act of 2003 (among others) penalizes groups and
organizations that send unsolicited communications
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Page Updates

= STUDY GROUP AND COMMITTEE RESPONSIBILITIES:

Keep your file library current

» Post presentations, photos, webinars, etc.

Maintain officer positions and permissions

Request e-Blasts for your group

Attach webinar instructions to your event

Keep your webpages updated

Consider having a dedicated website officer
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How-To Files

= SPE-GCS.0ORG CONTAINS
A HELP FILE LIBRARY

= Hover over the Content
link and click on Help
Files

« Search for help files by
topic in the search bar or
by quick links provided
on the Help Files page
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