Submission Guidelines for the

 Minnesota Occupational Therapy Association Web Site

The Minnesota Occupational Therapy Association attempts to maintain quality control over the content on our Web Site.  If you are interested in submitting information to be posted, please read the following guidelines to further enhance and streamline your submission.
Submissions for the Web Site (announcements and links) may not be used for job advertising, recruitment of occupational therapy practitioners, sale of services/products, or postings of conference/meetings not sponsored by MOTA. Those requests will be directed to the advertising department.

1. Send all submissions via e-mail to Rhoda Erhardt: rperhardtdp@att.net or Kathy Hill: kathy.hill@comcast.net, but not both. Be sure to put MOTA in the subject line. Please provide the following contact information: your name, affiliation, MOTA membership number, and e-mail address.
2. FORMATTING LENGTH 
Submissions for the web should be reasonable in length. Content is subject to peer review and may be edited for clarity and brevity.
3. ATTACHMENTS
Attachments are accepted.  Again, content is subject to peer review, and may be edited for clarity and brevity if necessary.
4. FORMATTING 
Please do not format your information in an unusual way. 
5. PICTURES
When submitting graphic materials, please follow these guidelines:
All pictures and graphics should be in the .JPG or .JPEG format.
All photos should be about 4” x 5”, with resolution of 72 dpi.

6. TIME SENSITIVE INFORMATION

Time sensitive information should indicate the date to be posted and the date to be removed. If possible, send your information at least a week ahead of your requested posting date to allow time for processing. We will let you know when it is posted.

7. CORRECTIONS

If you see an error within the posted information you submitted or other information on the MOTA Web Site, please let us know and we will correct it as soon as possible.
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