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REQUEST FORM MAKING CHANGES TO THE WEBSITE

Date:_____________________________
Submitted by:_________________________  Submit this form to: ad39@uakron, DCDT Web Coordinator
Request type:  (bug or link fix, content addition, content edit, deletion, design, other)

URL: Note: if it is a specific page, cut and paste the URL
Purpose of the Request: (reason for the request) 
Updating an existing page


Please provide the text to be changed

Adding new information


If you would like a separate page, please indicate where it should be created on the site
All text, document and graphics to be posted should be provided in an e-mail attachment 
Detail(s) of Request:
Supporting documents: (updated text, pictures, print screens-attach these) 
Adding Documents (i.e. forms, Fast Facts, JIT’s)

All documents should be submitted in WORD or pdf. format. 

A brief abstract or description of the file should be included for each downloadable document

Specify where on the website you would like material placed (i.e. page and place)

Adding Graphics

If there are specific pictures or digital images you would like included, please include them in an attachment. They can be in a Word document, Jpeg, PNG, or gif.  If formatting is an issue, please contact the web coordinator If you would like a graphic created, please provide a brief description and I will create a draft for your approval (may take a few days).

Change documentation: 

Date Received:______
Date Changed:__________________________________

Does this change affect other pages?  Yes or No   If, yes, include link to other pages changed.

Time allotted:_____________________________________

This document is a guide for submitting materials for the DCDT website. The purpose of this protocol is to ensure that information and corresponding materials are presented and organized with the authors requests.


