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	Creating Fact Sheets
Fact sheets developed with Program funds should follow the steps in the Communications Checklist (insert word doc CAC checklist2.10.09). 

Fact sheets for a business audience should be formatted on the standard Fact Sheet template (insert word doc factsheet template 3.4.09) unless there is a particular reason to develop a customized fact sheet. Contact LHWMP Communications specialist Mary Rabourn (mary.rabourn@kingcounty.gov ) at 206-263-3083) for help arranging this.   


Posting Fact Sheets on the Web
To post the fact sheet on the Web: 

· After the fact sheet has been approved by the CAC and finalized, convert it to a PDF file. 

· Contact the Web master. 

· Prepare an abstract (two or three sentence description of the fact sheet) and a listing of key words (industries, waste streams, key contaminants, etc.). 

· Send the file, abstract and key words to Alice Chapman (Alice.Chapman@kingcounty.gov )(WLRD) at 206-263-3058. She will prepare the file for the Web and send it on the to Web master. 

 


