
 
Website Change Request Form 

 
Today’s date:  
 

Requestor: 

Department: Cost Center Number: 

Requested project completion date: 

 within 2 weeks       within 1 month 

 specific date needed: ______________ 

Comments: 
 

 

This request is: 

 Budgeted    Unbudgeted 

Comments:  
 
 

Reason for changes: 
 

Description of changes: 

When requesting a change, please include this request form with a print of each Web 
page that is affected by your request.  If changes are minimal, please include comments 
on each print.  If changes are extensive (ex: new text, or page to convert to a PDF), please 
include changes electronically in combination with comments on each print. 
 
 

Please note:  Major changes, requiring additional investment for programming, may 
require meetings, operationalization and scheduling.  All requests will be reviewed for 
style and formatting.  All copy will be edited and proofread before being posted to the 
Website. 

Thank you. A meeting or follow-up phone 
call will be scheduled to confirm the 
timeline and specifics for this project. 

Requestor’s sign off: 
 



Student Organizations: Sample Web Page Templates 

Event Promotion on the Home Page 
(linked to the Student Activities Web Calendar 

with more details and contact info) 
 

 Word Document: Informational 
(tables may be used to arrange content) 

 

Word Document: Upcoming Meetings 
and Minutes (example of using PDF documents) 

 


