PHILADELPHIA

PARKS &~
RECREATION

Internal Newsletter Submission Guidelines

What sort of stories can I submit? What will be published?

We encourage you to submit news, information and events that will be of interest to staff members

across the wide-range of our department.

Some examples of topics that would and would not be appropriate for the internal newsletter are

below:

Yes

No

Innovative/pilot programs

Sports league schedules

Successful partnerships

Site-specific program schedules

Trainings and best practice lessons

Site-specific celebrations (e.g. Tot Rec Graduation)

Ribbon cuttings

Site-specific clean-ups*

Groundbreakings/capital projects

Large, public events (e.g. Broad Street Run, Fox
Chase Farm Days) [upcoming and recaps]

Individual or work unit accomplishments (e.g.
renovation of 160 ballfields)

Staff resources (e.g. “Your Health” promotions)

HR announcements (e.g. promotion opportunities,
new hires)

Special events and press events (e.g. citywide
clean-up days, pool openings)

*Information can be used for Department website and/or social media accounts

We are happy to receive story ideas of any length. If available, please include any of the following with

your submission:

¢ Details on who, what, where, when, why and how

* Photos
* Videos

* Web links to press coverage, partners or additional information

Please be aware that we may edit or trim your submission to make it suitable for email or web

formatting.

AND, if you have an idea or program/event information with which you would like assistance turning
into a story, please contact your District or Work Unit Newsletter Point Person or send a notice

directly to parksandrecreation@phila.gov; we can help.

Anonymous feedback about the newsletter can be submitted at http://www.surveymonkey.com/s/TGZY66T.
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June/July 2012 Issue (published June 14)
May 25 Information submission deadline

July/August 2012 Issue (published July 26)
July 6 Information submission deadline

September 2012 Issue (published August 30)
August 10 Information submission deadline

October 2012 Issue (published September 27)
September 7  Information submission deadline

November 2012 Issue (published October 25)
October 5 Information submission deadline

December 2012 Issue (published November 22)
November 2 Information submission deadline

January 2013 Issue (published December 20)
November 30 Information submission deadline



