SFA Website Form

Please use this form to notify the SFA Communications Office of requested revisions to the SFA website.  Please fill this form out and submit it by email to studentsfa@ku.edu.  Katey Basye checks this email address throughout the work week and will address website requests as they come in.  

PLEASE NOTE:  Katey works 14 hours a week during the school year.  She will work on your requested changes as they come in and get them up as soon as possible.  Let us know if you have any questions by visiting us in 422 Murphy, emailing us at studentsfa@ku.edu or calling us at 864.9742.  Thanks!

· Today’s Date: 

· Please list in the below table the following items:

· The location (URL) on our SFA website of your request.

· A detailed description of your request.

· If you request to add copy to the site, please include this copy.

· If you need to make additional notes that will help us understand your request, please include these in the table.

· To ensure your request is understood and promptly made:

· Please include only one request per line on the following table.

· Copy and paste any existing copy as plain text only (no graphics or formatting).  

· Please include your contact information (both phone and email) so we know how to reach you if we have questions about your request.

· Other items to consider:

· If submitting an event, include all necessary details:  name of the event, date, time and location of the event.

· If you want to list awards or honors for students or faculty, include all detailed information about the award and the person who received it.  Include the date and location of the award ceremony or competition and the full name, the year in school (if applicable), and the degree of study (if applicable) for the recipient. 

· If applicable, email us any images or photos that you’d like to post or bring a photo by to be scanned.
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