	Fonteva event calendar posting template – virtual meetings
	

	SECTION
	EXAMPLE
	CONTENT

	Primary image


	Image is developed by marketing and provided for the Fonteva page.  At the discretion of content governance whether images are to be applied. 

Logo – 400 x 200 pixels and 100 MD 
(2:1 aspect ration recommended)

Feature image – 200 x 200 pixels and 100 MD
	provided by Brand & Engagement

	Primary image caption

Image source
	If necessary – will be provided by marketing or content governance 

Logo – 400 x 200 pixels and 100 MD 
(2:1 aspect ration recommended)

Feature image – 200 x 200 pixels and 100 MD
	provided by Brand & Engagement

	Title

Title of the event
	Event name
	

	Course credit

LU credit potential for entire event; if other than LU, please include
	6 LUs; be sure to get LUs approved by the CES team prior to posting.

Include in the event overview
	

	Start date and time

Start date and time of the first event
	
	

	End date and time

End date and time of the last event
	
	

	Venue

Venue name, address
	Virtual meeting
	

	Event contact

Email address of project manager or meetings@aia.org
	Include in the event overview
	

	Event overview


	Limited to 200 words

Include event objectives and event description
	Project Manager to upload into Workfront 
Brand & Engagement to edit

	Agenda


	Agenda with times
	Provided by Project Manager and upload into Workfront

	Speakers 
Keynote – up to 250 words max

Additional speakers up to 150 words max
	Keynote speakers – included bio

Additional speakers – name, title and company and photo
	Project Manager to provide and upload into Workfront

Image dimensions - 750px by 750px
For speakers to be posted, need: name, title, company, and/or bio

	Sponsors


	Hyperlink company name; company logos 
	Uploaded by Project Manager into Workfront


Information to be posted on Fonteva event page needs to be uploaded in Workfront for approval before the Fonteva event page can be created.   Review the virtual meetings timeline for additional information on deadlines.
Only two rounds of changes to content or speakers are allowed.  Provide as much content as possible in the beginning of the process so your event page doesn’t look bare.

