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Introduction. It’s time to set up your company Facebook Page, or if you already have one to inventory how it’s been set up, and to optimize them.
Admin. You need at least two reliable, trustworthy Admins to manage your Facebook Page. They must also be “friends” with each other on Facebook.

Admin #1:
__________________________________________________________________

Admin #2:
__________________________________________________________________

Photos. You’ll need at least one cover photo and at least one profile picture. You should consider swapping out the cover photo on a regular basis, if possible.

Cover Photo Concept: __________________________________________________________


( Yes, we will swap it out, every __________________. ( No, we will not.


Possible themes for Cover Photos: 
________________________________________

Profile Picture Concept: 
____________________________________________________

Person who will create the above graphics: 
________________________________________

About and Tabs. You’ll need to write the “about” your company information and decide if you want to be a local business (with an address) and thereby enable the REVIEW tab.


( About us tab to be written by: __________________________________________


( Yes, we want to enable REVIEWS and CHECK INS.  ( No, we do not.
Settings. How social do you really want your page to be? 
Allow fans to directly post to Page. 
( Yes ( No  ( Maybe: ______________________

Allow fans to tag photos on Page  
( Yes ( No  ( Maybe: ______________________

Block bad words / profanity filter. 
( Yes ( No  ( Maybe: ______________________

Block other words. 
( Yes ( No  ( Maybe: __________________________________

Words to block: 
______________________________________________________
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