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 Japan Society of Northern California

Event Submission Guidelines


Japan Society Domain: www.usajapan.org

Please submit materials six weeks in advance of the planned program to: Program Coordinator, Japan Society jsnc@usajapan.org.
PROGRAM INFORMATION:  The Japan Society requests the following information for publicizing programs on our website and in our email campaigns.  The Japan Society reserves editorial rights before publishing any information in order to maintain quality and consistency in our online presentation.  We appreciate efforts to adhere to our online guidelines as much as possible.

1.  Name of program
· Descriptive yet as succinct as possible  

· Appealing so that they will want to learn more about the topic

· Targeted toward a specific audience (i.e. Silicon Valley tech community vs. San Francisco arts community)

Examples:

· Japanese Corporate Venture Capital: Changing the VC Model

· Anime Obsession: Exploring Japan Through Animation

· Why the Sun Does Not Rise:  An Economic Briefing with Robert Madsen

· Japan and the Implications of  9-11

2.  Draft of program description 

· Approximately 150 words or less (not including speaker or panelist listing)

· Write in active rather than passive voice by employing action statements.

· Persuade target audience to take action, register and attend

· Highlight most prominent aspects of the event (newsworthy speaker, timely topic, etc).  

· Incorporate any value Japan Society members and participants may gain from attending the event keeping target audience in mind (networking or socializing opportunities, access to prominent speakers, interesting venue, food and refreshments, etc).

Business Program Example:

Japanese Corporate Venture Capital: Changing the VC Model:  Learn how some of Japan’s largest companies have recently entered the venture capital business in order to gain access to cutting edge technologies and inject some entrepreneurial spirit into their conservative business cultures. What are their funding strategies and what does this mean for Silicon Valley start-ups?  Interact with representatives from some of Japan’s most prominent hi-tech companies as they discuss their entry into the venture capital business. 

Panelists include: Kenji Takeda, President, Corporate Ventures Catalyst Division, Hitachi; Martin Kuhn, Vice President, SONY Venture Capital; Eji Takei, Venture Liaison, NEC USA Inc.; and Kaz Yamanaka, Business Development and Alliance Manager, Fujitsu Laboratories of America.

Arts Program Example:  

San Francisco International Asian American Film Festival: Now in its twentieth year and the largest Asian American film festival in the United States, the festival will showcase 134 Asian and Asian American films from 18 countries. Join NAATA and the Japan Society for an informal happy hour gathering featuring key Japanese filmmakers and industry players, followed by a screening of Harmful Insect (Gaichu), a story about a confused and vulnerable girl confronted by modern society's ills at an early age.

3.  Speaker names, images and bios:  
· Full name and title of speaker

· Name of organization speaker is representing

· Speaker biography:  100-150 words requested

· Image of speaker:  .jpeg, .gif or .tif formats acceptable.  May send a link to an existing URL where image is posted if it is permissible for the Japan Society to take said image from that site

· (Optional) Links to speaker’s organization, published material, research or other relevant resources related to the event

4.  Cross-Promotional Opportunities:  Please provide a contact person for any or all of the following outreach possibilities:

· Organization public and/or employee email listserv

· Organization website and Intranet

· Organization newsletter

· Organization community or employee bulletin boards

· Specific people the speaker or organization would like Japan Society to invite to the event (include address, email, and phone if possible)

Minimum required information for an event to be posted on the Japan Society website (with pending information to be posted as “TBA” until it becomes available):

DEADLINE:  No later than six weeks before the planned program.  Example:  Information to be posted on our website for a May 9th program should be submitted by April 7th or earlier.

1. Name of program

2. Draft of program description

3. At least one confirmed speaker name, title and organization represented

4. General geographic location (San Francisco or Silicon Valley)

