Business Social Media Interaction Policy
Example

Effective Date: [Insert Date]

1. Purpose

This policy outlines the guidelines and expectations for employees interacting on behalf of [Company Name]
on social media platforms.

2. Scope

This policy applies to all employees, contractors, and representatives acting as official voices or in
association with [Company Name] on any social media channel.

3. Guidelines for Business Social Media Use

1. Professional Representation: Maintain professionalism and adhere to company values in all
communications.
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Confidentiality: Do not share confidential or proprietary information regarding company operations,

clients, or partners.

. Accuracy: Ensure information shared is accurate and up-to-date. Mistakes must be corrected promptly.

. Respect: Interact respectfully with users, colleagues, and competitors. Harassment, hate speech, and
defamatory remarks are strictly prohibited.

. Responsiveness: Respond to comments and inquiries in a timely and courteous manner.

. Authorization: Only authorized individuals may post on official business accounts.

7. Brand Consistency: Follow branding, voice, and messaging guidelines as provided by the Marketing

Department.
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4. Personal Use of Social Media

¢ Do not present personal opinions as those of [Company Name].

e Clearly state when views expressed are personal and not endorsed by the Company.

¢ Avoid associating personal accounts with the Companya€™s official social media presence unless
authorized.

5. Monitoring & Enforcement

The [Designated Department/Team] will monitor official accounts for compliance. Violations of this policy
may result in disciplinary action up to and including termination.

6. Contact

For questions regarding this policy, contact [Contact Person or Department, Email Address].
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