[bookmark: OLE_LINK2]Guidelines for submitting PHPAG Information to the 
PHPAG Listserv/Weekly Announcements, PHPAG Website, and HSO Weekly Announcements

If you would like to include an announcement on the PHPAG Listserv or in the HSO Weekly Announcements: 

1.	Click on the following link PHPAG Website/Listserv Request form and fill in the requested information.
[bookmark: _GoBack]2.	Send the attachment(s) to usphs.hso.phpag@gmail.com ONLY if requesting submission to the PHPAG Listserv or Website.  HSO Announcements do not allow the addition of attachments.
3.	Please follow the format below when preparing announcements for submission:
a.	Use the header “PHPAG Announcement” in your subject line and provide a title for your announcement (i.e., job vacancy, award info, volunteer opportunity, etc.) 
Ex. PHPAG Listserv - Award Information
or
Ex. HSO Weekly - Job Vacancy
b.	Describe your announcement (2-3 paragraphs), with the exception of job announcements
c.	Include website links for more information or an attachment for more information
d.	Provide contact information (as applicable)
e.	Include due dates for all applications, conference registrations, nominations, etc. 
f.	Use Times New Roman font, 12 pt
g.	HSO announcements DO NOT allow for attachments. 
h.	HSO weekly announcements have a 100 word limit.  If your request is 100 words, it will be edited before submission to HSPAC.
This will ensure that there are no errors or mistakes in posting your announcement. If you have any further questions you may contact LCDR Johnni Daniel at bez2@cdc.gov or 770-488-3415 or LCDR Kimberley Ricketts at ytc1@cdc.gov or 347-396-2921. Thank you!
