**PLEASE NOTE NEW FORMAT FOR SENDING UPDATES**

Health Services Professional Advisory Committee (HS PAC)
Communications Subcommittee

Guidance for HSO Weekly Announcement Submission

Dear HS PAC and PAGs,Note:
Announcements received after 3:00 PM EST Wednesday will be held and included in the HSO Weekly for the following week. 


The following is guidance for HS PAC Subcommittees and PAGs when submitting announcements from their respective groups to be included in the HSO Weekly.  The HSO Weekly is distributed through the HS PAC listserv each Friday.  It is the intention of the Communications Subcommittee to ensure announcements are received in a timely manner and included in the HSO Weekly for a given week.  Adherence to these guidelines will assist in an efficient review and posting of your announcement.  The HSO Weekly Coordination Team reserves the right to return announcement requests that may be inappropriate or insufficient due to lack of information.

When to Submit: 

HS PAC Subcommittees and PAGs interested in submitting an announcement in the HSO Weekly must do the following: 

1. Send the announcement to hsopac.weekly@gmail.com  by 3:00pm EST every Wednesday. Submissions received after 3:00pm EST on Wednesday will be included in the following week’s announcements.
2. Submit requests using the HS PAC Communications Announcement Request Form.  Please follow the format on the form which can be found at the HSO Web Site under the “Quick Links”  on the right side.  Submitting information in the appropriate format will ensure that there are minimal errors in posting your announcement. 

If you have any further questions you may contact CDR Carla Burch at Carla.Burch@fda.hhs.gov and LCDR Makeva Rhoden at MRhoden@hrsa.gov. 

What to Submit:

· General announcements must use Calibri 11pt font and should ONLY  include the following information:
· Announcement Type (check box provided on the request form)
· Title of announcement
· Weblink/URL (if applicable)
(Special Note: Please ensure that all award announcements have a link to the award application.  You should work with the HS PAC Website Team to ensure that an award link is created two weeks in advance of announcement submission)
· Due Date 
· Point of Contact (POC) (include email address so that HSO Weekly Coordination Team can create hyperlink)
· Brief Description (no more than 100 words)

Note: No additional information (pictures, logos, speaker names, bios, attachment, descriptions above the 100 word limit) will be included with the announcement.

· Job vacancy announcements must use Calibri 11pt font and should ONLY  include the following information:
· Job Title (with Billet/Grade)
· Location(s)
· Direct Access Reference Number (if available)
· Weblink/URL
· Due Date 
· POC (include email address so that HSO Weekly Coordination Team can create hyperlink)
· Brief description (no more than 100 words)

Note: No additional information (i.e., pictures, logos, speaker names, bios, attachment, descriptions above the 100 word limit) will be included with the announcement.

Below are examples of the most common types of announcements we receive and the type of information that MUST be included. 

Ex. Announcement Type: HS PAC or PAG Award
HAPAG Junior and Senior Officer Excellence in Healthcare Leadership Awards (Due Date: March 14, 2014 COB).  For more information, visit https://dcp.psc.gov/osg/hso/pags-hapag-awards.aspx.   POC:  CDR David Doe (ddoe@hrsa.gov) and CDR Charlene Doe at cdoe@cdc.gov.  

Ex. Announcement Type: PAG Meeting 
PHPAG Career Development Committee Meeting. Meetings occur monthly on the 4th Tuesday from 1:00-1:30pm EST.  For more information, visit the PHPAG Subcommittee page: https://dcp.psc.gov/osg/hso/pags-phpag-subcommittees.aspx or contact LCDR John Doe (Chair) at john.doe@dhs.gov  or LCDR Joanna Doe (Co-Chair) at joanna.doe@dhs.gov.  
[bookmark: _GoBack]
Ex. Announcement Type: Job Vacancy
Registered Health Information Technician (Arlington, VA) (Due Date:)  
Billet Grades: O-4. Direct Access Reference Number: 000000.  For more information visit: (insert link/URL) or contact: LCDR John Doe at john.doe@dhs.gov. 

Who to Include on Submission Announcement Email:

1. All announcements should be approved by your appropriate HS PAC subcommittee/PAG Chain of Command.
2. The following individuals should be copied on all announcement requests:
a. HS PAC Subcommittee/PAG Chair
b. The HSO Weekly Coordination Team at the announcement request mailbox (hsopac.weekly@gmail.com)

All update requests MUST use the format listed on page 1 of this document when submitting your request.  This will also help us track requests and ensure that your announcement is complete.  ALL announcements submitted without the appropriate request form, will be automatically returned to sender. 

Please send all announcement requests/questions to HSO Weekly Coordination Team at hsopac.weekly@gmail.com.   

Special Announcement Requests: 

The purpose of a “Special Announcement” e-mail is to broadcast information that is deemed critical, urgent, and time sensitive HS PAC business requiring immediate attention from our officers.  Information disseminated as a “Special Announcement” include, but is not limited to job vacancies due to staffing shortages, changes in USPHS policies and procedures, and loss of an officer.  Approval for “Special Announcements” is granted by the HS PAC Communications Subcommittee Chair(s) and/or the HS PAC Chair.  Officers are asked to adhere to the standard policies and guidelines for submitting announcement requests for the HSO Weekly in order to minimize the need to send Special Announcements.  All announcements are due by 3:00 P.M. EST and must be sent to the hsopac.weekly@gmail.com. 

Reducing unwanted e-mail is a challenge and the Communications Subcommittee is working diligently to streamline announcements sent to the Listserv to ensure all HS PAC Officers receive valuable information.  


Length of Time in HSO Weekly: 

All announcements will be posted for a minimum of two weeks and maximum of one month.  After one month of being published in the HSO Weekly, your announcement will be retired.  PAGs are encouraged to utilize their respective listservs to ensure ongoing circulation of job vacancy and award announcements. 

If you would like your announcement to remain in the HSO Weekly, you must submit a new announcement request to the HSO Weekly Coordination Team (hsopac.weekly@gmail.com).    



Date of Submission:					 
PAC Subcommittee/PAG Name: 				
Point of Contact:						
PAC Subcommittee/PAG Chair’s Name: 		
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	Health Services Professional Advisory Committee
Communications Subcommittee
HSO Weekly Announcement Request Form

Note: Announcement requests are due every Wednesday by 3:00 PM EST.
Announcements received after due date will be included in the following week’s announcements.  
Please submit completed form to: hsopac.weekly@gmail.com
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Announcement Category/Type (Please check one box ONLY):
☐	HS PAC Chair’s Note  	☐	HS PAC Announcement
☐	PAG Announcement 	☐	CAG Announcement
☐	Job Vacancy	☐	Upcoming Conferences
☐ 	Special Announcement	☐	Other: 	 					
**Please provide the follow information in the space below (see examples on pp.1 & 2).   No additional information (i.e., pictures, logos, speaker bios, attachments, descriptions above the 100 word limit, etc.) will be accepted with the announcement.**
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General announcements (i.e., awards, meetings/conference, PAG events, etc.):

· Title of announcement: 				
· Weblink/URL (if applicable):				
· Due Date: 				
· Point of Contact(POC):					
· Description (Note: 100 word limit; field will expand to accommodate text):

Job vacancy announcements:

· Job Title (with Billet/Grade): 					
· Location(s):								
· Direct Access Reference Number (if applicable):			
· Weblink/URL (if applicable):					
· Closing Date:					
· Point of Contact (POC):						
· Description (Note: 100 word limit; field will expand to accommodate text):	
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