University of Memphis
Department of Social Work
Request and Information Form for Departmental Website Postings

Please use this form to describe what you would like to have included in the post. Be as detailed as possible. 
[bookmark: _GoBack]Include all uploads as attachments in either .pdf or .jpg form. File names should be all lowercase and have no spaces or special characters (numbers are okay). Email flpettet@memphis.edu
Heading:_____________________________________________________________________________
_____________________________________________________________________________________
Description:___________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
 Any hyperlinks? What is the link?_________________________________________________________
_____________________________________________________________________________________
List contact information? What information? For automated emails, what would you like the subject line to be?____________________________________________________________________________
_____________________________________________________________________________________
Include photos? Where in relation to the text? Any captions?__________________________________
_____________________________________________________________________________________
Where on the site should this be posted? (Can be posted in multiple areas.)
☐ News				☐ Research
☐ About				☐ Resources
☐ Undergraduate			☐ Institute
☐ Graduate					
Date needed to be posted:__________________________________________________
Date to be removed:_______________________________________________________
Other information:_____________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
