UC San Diego School of Medicine Social Media Account Application

Please complete this application to submit a request to create a social media account. This application is for School of Medicine centers, academic programs, departments and institutes only. Questions are to be directed to somcommunications@ucsd.edu.

There are 5 separate sections to this application: Department/Unit information, Designated Account Managers, Social Media Platforms and Purpose. You will be unable to advance to the next section until you have answered all required questions. Please review the questions that will be asked in each section below and have answers prepared prior to submitting this form.

Department/Unit
Please provide information on your departmental name and contact info.
1. Department Name
2. Program Name (If applicable)
3. Requestor Name
4. Requestor Email
5. Date Social Media Request Approved by Department Chair
6. Department Chair Name
7. Department Chair Phone
8. Department Chair Email

Designated Account Manager(s)
Must be staff members at UC San Diego. If multiple, please provide all contact information.
9. Name
10. Phone
11. Email

Social Media Platforms 
Please enter information for each platform you would like to request. For brand recognition and uniformity, usernames, URLs, and logos should be consistent across all platforms.
15. List Platforms Requested (Facebook, LinkedIn, Instagram, X, YouTube)
16. Proposed Username (Example: @UCSDMedSchool. Must include "UCSD" or "UCSanDiego and should be same handle across all platforms.)
17. Official Website URL (What is the associated website/URL that you will be driving traffic to?)
18. Bio Description (subject to approval)

Purpose and Mission
19. What is the objective of your proposed channel?
20. How will social media support your department or program's goals? What do you hope to gain from this social media account?
21. How many individuals will have access to your social channels? How will you decide who gets access to these channels?
22. Who is the intended audience? Which group(s) are you interested in engaging?
23. What percentage of the dedicated manager’s time will be spent managing the social media account(s)?
24. What is your continuity plan should the dedicated manager leave this position or leave UC San Diego?
25. How will the School of Medicine Office of Communications/your unit gain access to the account(s) if the dedicated manager is unavailable, leaves their position, or in the event of a public relations issue?
26. What types of content will you be sharing? How will that content be acquired, organized and approved?
27. What will the cadence (frequency) of that content be?
28. Where do you plan to legally source all of your creative assets? e.g., stock photos, originally sourced photos/videos, animations, etc.
29. What channels/accounts do you currently follow for inspiration for your new channel? e.g., other AMCs, national/international organizations, professional people
30. What tools will you be using to natively (in-app) publish/schedule your content? (e.g., Facebook Business Suite, LinkedIn Business, Hootsuite, Sprout, etc.)
31. What devices and equipment will be used to take photos and videos?
32. Social media is active 24/7. What is your plan for monitoring comments, direct messages and tagging during off-business hours?
33. How will you measure success? How will you report analytics?


Guideline Acknowledgements and Agreements
Please Note: Upon approval of the account, the account manager will be required to provide the initial two weeks of content to be reviewed by the School of Medicine Office of Communications and compliance partners.

PLEASE NOTE: Submission does not guarantee account approval. By submitting information via this form, you are consenting to UC San Diego's publication, use and editing of all information and other material you submit. We may follow up with you if additional information is needed.



