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	WEBSITE SUBMISSION REQUEST (WSR)

	
	Submission dATE:           

rEMOVAL DATE :                                    



SECTION ONE – Contact Information
	Information submitted by:

     
Position in Guiding:
     
On behalf of council/committee/area:

     
	Who to contact if additional information required:
Name: 
            

E-mail:
     
Phone:
     
COMPLETE one request form per task.

	All submissions must comply with the Girl Guides of Canada’s Guide Style Guide standards before being uploaded onto our website. View the Guide Style Guide standards on our national website. Include back-up information as attachments.


SECTION TWO – Provide menu and page name this WSR references
	Check main heading

 FORMCHECKBOX 
  Home 

 FORMCHECKBOX 
  About Us 

 FORMCHECKBOX 
  Join Guiding 
 FORMCHECKBOX 
  Events 
 FORMCHECKBOX 
  Resources 
 FORMCHECKBOX 
  Committees 
 FORMCHECKBOX 
  Shopping
	Provide web page heading name or address 
          

	
	Provide web page heading name or address (optional 2nd page)
     


    SECTION THREE – Fill in the appropriate information if it pertains to this WSR
	 FORMCHECKBOX 
 Amendment to WSR

Refer to tracking #:      

	Identify branch(s) of Guiding if applicable.  FORMCHECKBOX 
 Spark  FORMCHECKBOX 
 Brownie 
 FORMCHECKBOX 
 Guide  FORMCHECKBOX 
 Pathfinder  FORMCHECKBOX 
 Ranger 
 FORMCHECKBOX 
 Trex  FORMCHECKBOX 
 Link  FORMCHECKBOX 
 All
	 FORMCHECKBOX 
 PR – Photos

Image Releases on file? Y/N:    
Provide names of anyone in photo(s) in the Note(s) box below.

	 FORMCHECKBOX 
 Hyperlinks 

Text:      
Document(s):      
Website:      
	 FORMCHECKBOX 
 Post to event web page

Date:      
Text:      

	 


    SECTION FOUR – Provide as much information as possible.  
	 FORMCHECKBOX 
 Attachments (only 2MB or smaller) MS Word doc or PDF (preferred) list name(s):      

	 FORMCHECKBOX 
 Images and graphics (only 2MB or smaller, and file types .jpg, .gif,  or .png) list name(s):      

	 FORMCHECKBOX 
 Note(s) to GGC Website Liaison:      


	NOTE: Use the footer function to record a revision number (Rev #) or date (MMDDYY) on all documents.


Instructions for Requesting a Change to the Website

To ensure proper placement of information, use a Website Submission Request (WSR) form when requesting a change to a web page.
Section One

· If making this request on behalf of another, please provide their name as the one to contact if additional information is required. 

· Committee’s need to make their submission through their website representative. It is easier to work with a key person within a committee.
Section Two

· Check the main menu heading of the web page you want to update.
· Provide the web page menu heading or the web page address to update. Two text boxes have been provided if you wish to update a second web page with the same information.
 (eg. camping resources and challenge crests)
Section Three (optional section)
· Amend a WSR by resubmitting a new WSR with the new information.  
· Provide benefiting branch(s) if adding a challenge, activity or event date.

· Releases need to be confirmed for any photo submissions. It is the submitter’s responsibility to confirm this information before submitting a WSR. Please include the names of the individuals under the “Note(s) to GGC Website Liaison”.

· Identify any hyperlinks. Hyperlinks are links from one location to another. Common use is to underline specified text on one web page, to refer the user to another web page or document. List these items on a separate page if you don’t have enough space.

· Indicate if the WSR needs to be added and linked to the event page.

Section Four

· Specify the names of any files being submitted with the WSR. Make sure all material meets the Guide Style Guide and Graphic Standards, found on the National Website under Communication on Member Zone.  
Send all completed WSR forms to Website@bc-girlguides.org.  
Please allow up to one week for upload.
All changes to the website must be requested, we do not automatically remove information. It is the responsibility of all submitters to keep their web pages and/or information current. Please contact the Website Liaison if there are errors or problems noted.
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