
	[image: ]
	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
 weekly@usphs-hso.org. 
	[image: ]



Date of Submission: 				Point of Contact: 
Title of Announcement: 
Announcement Type (Please check one): 
	
	Job Vacancy 
	
	HS PAC Special Announcement

	
	Upcoming Meeting/Conference
	
	PAG Award

	
	PAG Meeting/Event 
	
	PAG Tips

	
	Career Development 
	
	Other: _________________________________________________

	
	National Prevention Strategy (NPS) Spotlight 
	
	


Provide a brief description of your announcement.  Include due dates for awards, conference registration, etc.  If space is inadequate, you may attach full announcement as a separate Word file and write See attachment in the space below. Special Note for Job Vacancy and Award Announcements: The full announcement in the format submitted by the requestor will be posted for 2 consecutive weeks.  After the initial 2 weeks, the announcement will be placed in the FYI Section of the Weekly Announcements for an additional 2 weeks. Upon placement into this area the full announcement will be transformed to display only the pertinent information being (1) Name of Award or Vacancy; (2) Due Date; (3) Location job vacancy; (4) link to nomination package or job vacancy, and (5) a POC. After a month of being published in the HSO Weekly, these items will be retired. PAGs are encouraged to utilize their respective listservs to ensure ongoing circulation of job vacancy and award announcements. 



If available, please provide website link/URL address for downloadable forms: 

Submitting information using this form will ensure minimal errors for posting announcements in a timely manner.  Please Contact LCDR Makeva Rhoden or LT Carla Burch at weekly@usphs-hso.org if you have any questions. Thank You.
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