Branch update template – for branch and support group web editors
Please email your completed update form to web@parkinsons.org.uk 
See www.parkinsons.org.uk/branchweb for further information for branch and support group web editors.

Updates to your branch and support group web pages:

· SECTION A: Your details
· SECTION B: Updates to homepage
· SECTION C: Updates to events page
· SECTION D: Updates to news page
SECTION A: Your details

COMPLETE THIS SECTION EACH TIME YOU SEND AN UPDATE.
	Your name
	

	Branch/support group name 
	

	Your email address
	

	Your phone number
	


SECTION B: Updates to homepage
	Changes to meeting details

	

	Changes to contact details
	

	Other instructions or comments regarding your homepage
	


SECTION C: Updates to events page
If you would like to add details of what’s happening at each of your branch meetings use the following table to add each date including details of speaker and/or activity.
	Branch meeting details


	Dates and descriptions
For example:
· 15 May 2011 - Talk from Dr Ian Murison "Reflections from a 20th Century Doctor"

· 17 July 2011 - Talk from Libby Sheppard from the Royal National Institute for the Deaf (RNID) "Can you hear me at the back?"
· 18 September 2011 - Talk from David Hornsey on the history of Time Keeping
· and so on

	Start and end times

(format: 3pm-4.30pm)

	Branch meeting location



	Branch meeting contact

(name, with phone number and/or email address)


For other events use the following boxes
INCLUDE AS MANY EVENTS AS NEEDED. ADD EXTRA BOXES IF NECESSARY.

	Event title



	Event description



	Event date

(format: 3 May 2010)



	Event start and end times

(format: 3pm-4.30pm)



	Event location



	Event contact

(name, with phone number and/or email address)


	Event title



	Event description



	Event date

(format: 3 May 2010)



	Event start and end times

(format: 3pm-4.30pm)



	Event location



	Event contact

(name, with phone number and/or email address)


	Event title



	Event description



	Event date

(format: 3 May 2010)



	Event start and end times

(format: 3pm-4.30pm)



	Event location



	Event contact

(name, with phone number and/or email address)


Copy and paste the boxes above if you need to add details of more meetings and events.

	Other instructions or comments regarding events page


	


SECTION D: Updates to news page

INCLUDE AS MANY NEWS ITEMS AS NEEDED. ADD EXTRA BOXES IF NECESSARY.

	Title of news story

	News story

(Recommended maximum 100 words)


	Title of news story

	News story

(Recommended maximum 100 words)


	Title of news story

	News story

(Recommended maximum 100 words)


Copy and paste the boxes above if you need to add more news items.

	Other instructions or comments regarding news page


	


Please email your completed update form to web@parkinsons.org.uk 
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