

KXO Website Feature Form

Overview:  This internal form will assist the website committee by serving as a guide in helping to decide on the contents and layout of upcoming events or feature stories to be published on our chapter website by making it easier to collect the necessary information required efficiently and in a timely manner.  
KXO Website Feature Form 
[Enter feature/project name here]
	Form Submitted to Website Committee Member (Name): 
	     
	Assigned Website Committee Member(s) (optional):
	     

	Requester (Name):
	     
	Due Date:
	     

	Length of Feature (full page, half page, ad blast, etc.):
	     

	Description of Feature:
	     

	Photo/Image Required?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
	Email Blast to Website Subscribers Required?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	30, 60, 90-day Presence On Website Required?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Alternative Advertisement/Publicity Technology Opportunity (Blog announcement, Video Feature, etc.)?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	If yes: describe opportunity:
	     

	On-line visual check preferred by requestor for accuracy and alignment to awareness goals before published on website?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 N/A

	All details and necessary detailed information to complete request is attached by requestor?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 N/A

	Required Media Release Agreement Form has been completed by requestor and all associated individuals of the submitted request?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No


	
	
	

	Approval Signature of Chapter Basileus
	
	Date

	
	
	

	Approval Signature of Website Committee Chairperson
	
	Date

	
	
	

	Approval Signature of Requester
	
	Date
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