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Equitable Advisors Financial Professionals (FPs) and authorized branch personnel who are interested in utilizing LinkedIn for business purposes may do so by enrolling in Equitable Advisors Marketing Suite  and Proofpoint Patrol. Proofpoint Patrol is our third-party vendor that has been engaged by Equitable to assist us in addressing applicable company policy and existing regulatory obligations and compliance requirements. Proofpoint Patrol is the platform that permits Equitable Advisors to monitor FP activity, conduct LinkedIn message surveillance and archive all content posted to the page. 
Financial Professionals who wish to create a new Group on their currently approved LinkedIn profile must first use the template below to submit the proposed Group for review and approval by Advertising Compliance via the AdTrax system-choose ‘Web-Based (Intranet/Internet)” from the TYPE OF MATERIAL dropdown. The Group must be approved prior to being posted on LinkedIn or otherwise made public, and the content will be subject to revision during this process. All new discussion topics within the Group must be pre-approved by Advertising Compliance prior to being posted to the group for comments.
Additionally, comments posted to the group may be subsequently removed or flagged for revision by Advertising Compliance and/or broker-dealer surveillance procedures using Proofpoint Patrol’s filtering capabilities. In addition to compliance requirements, all social media activities must comply with Equitable’s Code of Ethics, Anti-Discrimination and Anti-Harassment Policies. Equitable Advisors Financial Professionals must respect the privacy of their clients and prospects and may not make reference to the company’s vendors in public forums.
Advertising Compliance Submission Procedure
Please use the template below to submit your proposed LinkedIn Group to Advertising Compliance for review. The information below may not be posted to LinkedIn until it has been approved by Advertising Compliance. LinkedIn users may be invited to join the Group only after the Group has been approved. 

Please Note: LinkedIn limits the number of characters for certain fields. It is the responsibility of the FP to ensure that the information provided below fits within the allotted character limits.  Advertising Compliance reviews for content only.
Important Items to Remember
· Any disclosures required for the group text must be entered into the Description field and the entire disclosure must be able to fit within any character limits.
· You must not advertise any event that features registered products (Vas, VLI, mutual funds, general securities) or otherwise includes any mention of registered products in your announcement, even if you are using pre-approved language and advertising a pre-approved seminar. 
· You must not advertise any client appreciation event.
· You must not promote, reference or solicit any product or services via a LinkedIn Group.
· You cannot request any exchange of money or donations to engage or be a member of this Group.


	Template



	LinkedIn Group Fields
	Financial Professional Information

	Basic Information

	Logo:
[You will be prompted to upload a logo]
	Please attach logo in electronic format for review



	Logo acknowledgment:
[Check box]
	· I acknowledge and agree that the logo/image I am uploading does not infringe upon any third-party copyrights, trademarks, or other proprietary rights or otherwise violate the User Agreement.


	Group Name:
	

	



Summary: Enter a brief description about your group and its purpose. Your summary about this group will appear in the Groups Directory. 
	

	Description: Your full description of this group will appear on your group pages.
	

	Website:
Your compliance approved website, if applicable
	

	Group Owner Email(must be company approved email address):
	

	Visibility:
	· Unlisted groups are invisible on the member profile and not searchable 

	Access:
Fill out next two fields based on your choices made here.
	· Auto-Join: Any LinkedIn member may join this group without requiring approval from a manager
· Request to Join: Users must request to join this group and be approved by a manager 

	Auto-Join Options:
	Check all that apply:
· Display this group in the Groups Directory
· Allow members to display the logo on their profiles. Also, send my connections a Network Update that I have created this group.
· Allow members to invite others to join this group.

	Request to Join Options:
	Check all that apply:
· Display this group in the Groups Directory
· Allow members to display the logo on their profiles. Also, send my connections a Network Update that I have created this group.
· Allow members to invite others to join this group.

	Pre-Approve Members:
If you would like to pre-approve members based on the email domain, please list those domains 
	[List domains]

	Language:
	English

	Location:
	· My group is based in a single geographic location
· Country: United States
· Postal Code: ____________

	Twitter Announcement: (Prohibited)
	Prohibited.  

	Agreement:
Terms of Service refers to those provided by LinkedIn.
	· Check to confirm you have read and accept the Terms of Service 

	Group Type:
	· Create an Open Group
· Create a Members-Only Group

	Send Invitations
Send invitations to your connections on LinkedIn. Recipients who accept your invitations will automatically become members of the group.  Remember that commercial e-mail messages sent or received outside of LinkedIn’s InMail platform are subject to CAN-SPAM restrictions.

	Connections:
	List of email addresses for first round of invitations

	InMail Subject: 
LinkedIn suggests: [name] invites you to join [group name].
	

	Welcome Message:
LinkedIn suggests: I would like to invite you to join my group on LinkedIn.
	

	Group Settings 

	
Consider checking the box that allows group members to flag inappropriate content
	· Enable the Conversations feature
· Enable the Jobs Feature
· Automatically remove content flagged by group members (recommended)
· Number of flags = 


	Permissions

	You may only select one option. Recommend selecting: 

-Submit everything for approval, OR

-Free to post comments only and submit everything else 
	· Free to post (discussions, jobs & comments)
· Free to post discussions, jobs, comments only, and submit everything else
· Free to post jobs, comments only, and submit everything else
· Free to post comments only, and submit everything else (recommended)
· Submit everything for approval (recommended)

	Restrictions

	Consider: 

-Selecting all three moderation boxes 
-Changing the required days box to 90 days

Note: The owner of the group is responsible for any and all moderation of content posted by group members.  All content posted to the group is subject to post-review only.
	· Require moderation for new groups members
· # of days = 
· Require moderation for new people on LinkedIn
· # of days = 
· Require moderation for people with few or no connections
· # of days = 


	Group Rules

	Group Rules:
Use this field to outline the code of conduct you expect group members to follow(anti-harassment, mutual respect, no private information, etc)
	

	Message Templates

	Request to Join Message: 
Create and automatically send a custom message to people who request to join this group.
	

	Welcome Message: 
Create and automatically send a custom welcome message to people when you approve them for membership in this group. 
	

	Decline Message: 
Create and automatically send a custom welcome message to people when you decline their request to join this group.
	

	Decline Message & Block Message: 
Create and automatically send a custom message to people when you decline their requests to join this group and block any future requests.
	






	Additional Resources



If you are having any technical issues with Social Media, contact socialmedia@equitable.com
Or contact your local Digital Branch Champion (ask your BOM if you’re not sure who that is).
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