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SETTING UP A SOCIAL MEDIA STRATEGY

A Manager's Guide to Designing a Social Media Strategy

* This 18-page manual asks the right questions to get
you feeling confident and ready to start a social media
presence.

Using Social Media in Government
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https://ohioauditor.gov/publications/socialmediastrategybrief.pdf
http://www.howto.gov/social-media/using-social-media-in-government

SETTING UP A FACEBOOK PAGE

Create a Page
How do | create a Page?
Facebook Page v. Profile
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UNDERSTANDING TWITTER VOCABULARY

Why is there a period before my Twitter handle?

« Distinguish among public tweets, direct messages,
and private tweets

Using Hashtags on Twitter

The Twitter Glossary
« Twitter defines its own vocabulary and how to use it.
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BRANDING YOUR IDENTITY

The Ultimate Cheat Sheet to Social Media Image
Sizes

6 Tools to Improve Your Visual Social Media
Presence
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https://www.facebook.com/pages/create.php
https://www.facebook.com/help/104002523024878
http://www.newwinewebdesign.com/difference-between-a-page-and-profile-on-facebook/
http://marketing.wtwhmedia.com/why-is-there-a-period-before-my-twitter-handle-public-vs-private-tweets
http://support.twitter.com/articles/49309-using-hashtags-on-twitter
http://support.twitter.com/articles/166337-the-twitter-glossary
http://www.authormedia.com/the-ultimate-cheat-sheet-to-social-media-image-sizes/
http://socialmarketingwriting.com/6-tools-improve-visual-social-media-presence/

SOCIAL MEDIA AND PUBLIC RECORDS ACT

In determining whether a social media post is a public record, the test which
determines the status of other types of records will apply here. Namely if
a document meets the following 3 criteria, it is a public record:

Does it have information stored on a fixed medium?

NP

Is the document created or received by, or come under the jurisdiction of
the public office?

w

Does it document what the public office does? (i.e. organization,
functions, policies, decisions, procedures, operations , or other activities
of the office)
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RESPONDING TO PUBLIC RECORDS REQUEST
FOR SOCIAL MEDIA

Requests for social media requests should be treated the same as request for other types of
public record. In choosing the medium in which the record will be conveyed to the person,
ORC 149.43(B)(6) will control. The code states in part,

If any person chooses to obtain a copy of a public record pursuant to ORC 149.43, the public
office or person responsible for the public record shall permit that person to choose to have
the public record duplicated upon paper, upon the same medium upon which the public
office or person responsible for the public record keeps it, or upon any other medium upon
which the public office or person responsible for the public record determines that it
reasonably can be duplicated as an integral part of the normal operations of the public office
or person responsible for the public record. When the person seeking the copy makes a
choice under this division, the public office or person responsible for the public record shall
provide a copy of it in accordance with the choice made by the person seeking the copy.

HOW SOCIAL MEDIA POSTS ARE ADDRESSED
IN RECORDS RETENTION SCHEDULES

Much like other electronic records (i.e. email), the contents of the social
media post must be evaluated to determine the retention period of the
record. Put another way, no matter what sort of account the post came
from, the content of the post should be evaluated as if it were on a piece
of paper to determine what class of records it should be placed in. (i.e.
press releases, transient documents, correspondence..etc.)






