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	Regular Activities
	Delegate to
	Notes

	Check Facebook and Twitter comments
	
	

	Daily Facebook Posts
	
	

	Facebook Replies
	
	

	Funny Customer Comment / request of the week
	
	

	Event Feedback Surveys
	
	

	News from Groups we Support
	
	

	News / photos about staff training
	
	

	Featured Staff Member of the Week
	
	

	New Event Announcements
	
	

	Weekly Event Photos
	
	

	Weekly Photos of Menu Items
	
	

	Daily ‘Tweets’  on Twitter
	
	

	Event and Function Updates
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	Admin / Management
	Delegate to
	Notes

	Privacy Settings
	
	

	Update online profiles
	
	

	Sample Replies & Responses
	
	

	Event Calendar
	
	

	Website Updates
	
	

	Staff Announcements
	
	

	Social media policies
	
	

	Collect and distribute feedback
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