Awards 2023 – Social Media Checklist for Managers and Admins
The following is a checklist of social media activities for managers to use for Awards 2023. This list has been provided by the marketing department in hopes of gaining consistent Awards 2023 coverage across all markets. While agents are encouraged to utilize their individual social media channels to promote the event, the management should complete the following: 
[bookmark: _Hlk125452495]Day Prior to Awards 2023:  Wednesday, Feb. 22 • 2-3 p.m.
☐Post an Instagram/Facebook story of the offices’ décor being put up in anticipation of Awards 2023.
Have someone speak over the video detailing the decorations in your office space.
This post should be published on Feb. 22, if your office decorates the day prior to Awards 2023
Use hashtags:  #HowardHanna #HHStrongerTogether #HHAwards2023 
☐Post a brief 10-second clip to Facebook and/or Instagram of the office manager speaking about the excitement and anticipation of the upcoming Awards 2023. 
[bookmark: _Hlk125452534]Use hashtags:  #HowardHanna #HHStrongerTogether #HHAwards2023 

Day of Awards 2023: Thursday, Feb. 23 • 7-8 a.m.
☐Post an image (or images in a photo carousel) of your office’s Awards 2023 finalized décor to the office’s Instagram account and Facebook account. 
Caption: “The Howard Hanna ____________ office is excited to come together and celebrate the achievements of our agents and employees at our 2023 Awards.
The decorations are ready and final preparations are taking place. We look forward to seeing everyone soon!”
Use hashtags:  #HowardHanna #HHStrongerTogether #HHAwards2023 

[bookmark: _Hlk125452556]As Awards 2023 Begins: Feb. 23
*Designate someone as the videographer for the office’s Awards 2023 celebration.
☐Perform a live Instagram post of employees/agents preparing for Awards 2023 to start. You can interview employees/agents as they arrive, as if it’s a red-carpet event.
Use hashtags: #HowardHanna #HHStrongerTogether #HHAwards2023
☐Create one Instagram Reel of awards being announced/received at the office. Remember to shoot photos/videos in the vertical (portrait) format. You can add multiple videos of 3-15 seconds in length, for a total of 90 seconds. 
You can add GIFs to your Instagram Reel, search for “Howard Hanna”, “Howard Hanna Awards” or “HowardHanna”
Use hashtags: #HowardHanna #HHStrongerTogether #HHAwards2023 
☐Encourage your employees and agents to post images/videos to their social media business accounts throughout the event.
Use hashtags:  #HowardHanna #HHStrongerTogether #HHAwards2023 
Employees and agents can add GIFs to their posts, have them search for “Howard Hanna”, “Howard Hanna Awards” or “HowardHanna”
☐Capture your office’s celebratory toast
Try to capture the moment in one photograph from a distance or compile multiple close-up images and place into a photo carousel post for Facebook and/or Instagram.
Caption:  “The ___________ office of Howard Hanna toasts the achievements of all our employees and agents at Awards 2023! 
Use hashtags:  #HowardHanna #HHStrongerTogether #HHAwards2023 

Day After Awards 2023:  Friday, Feb. 24 • 9-10 a.m.
☐Compile the top (10) photographs for an Awards 2023 wrap-up post to Facebook and Instagram.
This can be done by one of more agents/employees of the office on the mobile phones. Have them either text or email the photos to the individual responsible for maintaining and posting to your office’s social media channels.
Caption: “Awards 2023 was a day to remember! We were able to celebrate the achievements of our office, our employees and agents at the __________ office of Howard Hanna. Congratulations to all our winners!
Use hashtags:  #HowardHanna #HHStrongerTogether #HHAwards2023


