
Corporate Site Content/Highlight Request Form:

Rev X – M/D/YYYY
General information

	Requester name [main contact]: 
	

	Topic: [e.g. Higher Ed, K12, Intel ISEF,…]:
	

	Desired launch date:
	Are there any dependencies like an event or conference? What is the flexibility of the date?

	Brief description of content request:
	Is this a new page, new section or updates to an existing page or section?

	Estimated # of pages (new or to be updated)
	Please note how many are new pages being added versus how many or existing and need updating.

	Estimated date for final content delivery:
	

	Marketing/promotion plan and dates:
	


Example:

	Requester name [main contact]: 
	Laurye Clampitt

	Topic: [e.g. Higher Ed, K12, Intel ISEF,…]:
	Intel STS

	Desired launch date:
	March 14th 2006

	Brief description of content request:
	Update the Intel STS Winners page with the new 2008 content and images. 

	Estimated # of pages (new or to be updated)
	1 Est. page updated with Images (est to be between 4-5 photos and graphics); Deleting old files and images from site. Est # of files deleted 6 photos, graphics, and htm files.  

	Estimated date for final content delivery:
	March 14th 2008

	Marketing/promotion plan and dates:
	Intel.com is releasing the link to STS section on March 15th, 2008


Change summary Table: 

	Type of Page 
	Landing, Program, content, leaf

· Section Page Example: http://www.intel.com/education/sciencemath/index.htm

· Program Page Example: http://www.intel.com/education/sts/index.htm

· Content Page Example: http://www.intel.com/education/sts/GettingStarted.htm



	Headline Title <H1>
	This should be the entire Program or Project title 

Example: Intel Science Talent Search

	Highlight Boxes
	Please note the title of the highlight(s) to be added, updated, or deleted here.

	Browser Page Title/ HTML Title
	This is the title that appears at the top of a browser. Currently our format is:

 Intel Education: Section: Page Title

Example: Intel Education: Intel Science Talent Search: Overview

	Images info:
	A marquee is only allowed on a Section and/or Program landing page.

Section Landing Page: http://www.intel.com/education/sciencemath/index.htm

Program landing page: http://www.intel.com/education/isef/index.htm

	URL of page
	This is the url of the page you are requesting to change or delete. If this is a new page, it’s always better to give a suggested url. This will give the developer an insight into your thinking for the url but make sure to request that the develop send you options otherwise, they may take liberties in making the decision for you.



	Meta Description
	<Include only on section and project landing pages>

Example: An Innovation Odyssey:

Searchable database of classroom ideas for integrating technology.

	Meta Keywords
	<Include only on section and project landing pages>

Example: An Innovation Odyssey:

Lesson plans, project ideas, Intel Teach, teachers, educators, 21st century learning, project-based learning, project-based approaches, classroom ideas, teaching strategies, technology integration


Examples:
	Type of Page 
	Content

	Headline Title <H1>
	Intel Science Talent Search

	Highlight Boxes
	Latest News <new highlight>

	Browser Page Title/ HTML Title
	Intel Education: Intel Science Talent Search

	Images info:
	Use Existing

	URL of page
	/education/sts/index.htm

	Meta Description
	The Intel Science Talent Search (STS) is the nation's most prestigious pre-college science competition.

	Meta Keywords
	STS, science talent search, talent, search, competition, award, competition rules, high school, National Medal of Science, scientific method, scholarship, sponsorship,  contest, application, application, entry, entry form, application form, high school


OR
	Type of Page 
	Resource Project Landing Page no Marquee

use same layout as Technology Literacy (http://www.intel.com/education/technologyliteracy/)

	Headline Title <H1>
	[change from graphic to text title and remove banner image] An Innovation Odyssey   

	Breadcrumbs
	Standard (under K-12 > Tools & Resources)

	Highlight Boxes
	One r-hand highlight box [remove bi-weekly theme update box]

	Browser Page Title/ HTML Title
	Intel Education: An Innovation Odyssey   

	Images info:
	

	URL of page
	http://educate.intel.com/odyssey/

	Meta Description
	Searchable database of classroom ideas for integrating technology.

	Meta Keywords
	Lesson plans, project ideas, Intel Teach, teachers, educators, 21st century learning, project-based learning, project-based approaches, classroom ideas, teaching strategies, technology integration


Content:

At the top of the content section, please note any changes, deletion, or edits to highlights quotes, or logos. If there are not any changes, this section may remain blank.

Example:

Tab Changes:

[4 tabs at the top of the page. These tabs are linked to the appropriate page (see programming notes for urls) and text should be grey when unclicked with white background.]

· Overview

· Getting started

· 2007 Winners – Please update to 2008 Winners

· 2008 Finalists – Please update to 2009 Finalists

[BODY TEXT]

Several formats on tracking content are currently being used. They range from instructing developers to replace whole paragraphs to adding comments with the edits to highlight certain words or sentences to change.

[Highlight Box]

<Title>

<Description>

Note: Be sure to note what order the highlights should appear on the page if you are adding a new highlight.

Example:

Title: Looking Back

Description: Intel STS 2005 (PDF; 25 pages)

If adding a new highlight; example of programming notes would be: Please add this highlight as the first one in the right hand column, or as the 3rd highlight, etc.

[PROGRAMMING INSTRUCTIONS]

The following table is to track changes or additions in links. However, you may also add programming instruction in free form here. Examples of some programming instructions might be: 

· If you are using another page as an example of layout or look and feel, please supply this url to the developer for reference.

· If you are requesting user feedback or collection through a form, where should the data be sent. For example, please send the form data to this person’s email.

· Any exceptions to the standards you have approval from marketing.

· If you need to link to an associated document like a PDF or word document, include the url of where the document can be located for the developer to get. Example: PDF is located on Sharepoint at: url

Note: all links remain the same expect if noted below

	Text link
	Link to Page

	
	 

	
	


Example:

	Text link
	Link to Page

	Science Service*
	http://www.sciserv.org/sts/65sts/finalists.asp 


Tips:

Do:

1. Consider, when deleting a page, about where else on the site another project may be linking to that page. Therefore, a redirect for 3-6 months may be preferable rather than deleting the page all together.

2. Provide as much information as possible. 

3. Look at the project on the Web site. Often, changes to titles or section titles creep onto other pages. Also, it’s a good idea to walk from the education home page to the project. Section Landing pages often get ignored or forgotten.

Don’t:

1. Attach images to a word document. Instead send both the content script and the image as a jpg to Jennifer Sheldon to be posted on Sharepoint. 

2. Assume that the same developer or QA representative will be handling the request and therefore is already familiar with the page, request, format etc.

Here is a list of items that should be brought to Jennifer Sheldon’s attention as soon as possible so she can coordinate with Engineering to make sure the right resource is in place.

1. Data collection from Web site users is needed (Such as surveys, forms, registration, username and passwords, feedback)

2. Proposed scope of work increases significantly (For example thought only ten new pages were needed but when writing the content twenty pages may be needed or large amounts of graphical changes)

3. Protection of pages or documents (Only wanting certain users to access data)

4. Syndicating new content

5. Any Video including new and updates

6. Any Flash including any new and updates

7. Search functionality (Requesting the ability to have a collection of information for the user to search such as the unit plan project or odyssey collection)

8. Photo gallery or slideshow requests

9. Requesting floating sites to be attached to the corporate site










