Web Request Form

	Date Info Needs to Go Live (DD MMM YY)
	4 Jan 17

	Website (MAFL, Download Central)
	https://www.usafservices.com/managers/marketing/downloadcentral.aspx

	Program/Promo (Football Frenzy, Sports)
	GIs of Comedy

	Instructions for IT folks – write it as if you were writing to them.
	1) Replace Implementation plan with the Attached plan
2) Add Press Release to list of documents


	Attachment name (if sending separately)
	


I’m getting multiple, similar file names, sometimes on different days, this will help me keep straight which one goes with which request.

EXAMPLE:
	Date Info Needs to Go Live (DD MMM YY)
	11 Oct 16

	Website (MAFL, Download Central)
	MyAirForceLife.com & Download Central

	Program/Promo (Football Frenzy, Sports)
	Youth Spelling Bee Contest

	Instructions for IT folks – write it as if you were writing to them.
	Please load the files from the attachment onto the landing pages previously designed for Youth Spelling Bee Contest.  Files contain collateral materials (for Download Central collateral page) and contest rules & requirements (for the contest page).  
NOTE: In reality this would be 2 separate requests because it effects 2 sites; the software will not allow requests for 2 sites at the same time when submitting a ticket.

	Attachment name (if sending separately from email)
	Youth SB Collateral; Youth SB Rules



