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How are you Kicking off
Client kicking off our client
Appreciation this Monday? 8:30 a.m. appreciation 8:45 a.m.
Day [image] day!
JustForFun #thankyou
Bonus Tip:
Latest on our
blog: [title 1:50 p.m.
and link]

. . . [image]

e Set up your calendar for one month at a time, entering all important dates and
key call-outs to remember in the “notes” column.

e Use the "posted” column to track when the post went up OR when the post is
scheduled to go up. This way, if you ever need to unschedule or edit a post,
it's easy to find.

e Use contrasting colors to easily find where you'll need to insert links, pictures or
additional event information

e Use a mix of scheduled and real-time content; always be a part of the
conversation!

e Set a schedule so that there is always someone checking your social media
channels for real-time conversation on a daily basis.
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