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Webpage & Content Project Submission Form


	

	Project Request Date:
	

	Project Name: 
	 

	COT Marketing Leader :              

	Requestor’s Name:
	

	Title:
	

	Phone #:
	

	E-mail Address:
	

	COT:
	

	LOB – Industry Leader and National Approvals:  
(Required for substantial content development and uploads)
	


	Project Overview

	Please fill with as much detail as possible. 

	
	(Options to choose from)
	

	
	
	

	Project Type:

(Please pick one):


	· Thought Leadership Campaign

· New webpage development
· New content for existing web page
· Edit or upload to web site
	

	
	
	

	Content Type:


	· Webpage copy

· Audio recording

· Video recording

· Downloadable content such as white paper, case study, article
· Other: please explain
	

	
	
	

	Beyond the content itself:

(Please answer all the questions)
	· Where do you believe the webpage or content should reside within the website (i.e. within an existing industry or service page, a new page, etc)?

· What links should connect to content within website and to other websites?
· Would the press be interested?
· Could a Demand Generation program be developed from this?

· Is this important enough to warrant a recorded interview or a webcast?

· What files, articles, case studies and literature that align with the topic are available for downloading? (If none, will you develop some?)

· Other considerations?
	

	
	
	

	Brief Description:

(please provide specifics dates, locations, times, etc

	

	
	
	

	What type of work are you requesting:

	· Content review, approval and uploading
· Writing assistance
· Recording assistance

· Pre- & Post- Production assistance

· Idea development on how best to develop content and implement (i.e. should this be a series or a single event?)
	

	
	
	

	Issues affecting deadlines:

(You will have up to 3 drafts, or rounds of approval, billable to the corporate retainer. Any changes over 3 rounds will be billed to your specific EU)
	EX:  Upcoming event?  Publication deadline?

	

	
	
	

	Final Delivered Deadline:                                           
(Note: Based on current project volume and their deadlines, your project may not be able to get done by the preferred date. It is recommended you initiate the project at least 10 working days before the desired deadline date).
	

	
	
	

	Is this “hot!”
	· Immediate Regulatory Alert
· Current topic of interest
· Useful information that expresses our expertise
	

	
	
	

	Is this original content?
	· We fully developed the content

· Modified from existing publications or other resources
· It’s all from another resource
	



Priority
            

Project Description




Timeline

   #1 


Thought Leadership campaigns



Determined upon review of all elements

   #2


Web and content development



10 business days*

  
    - Approved by governing bodies (3-4 days)
  
    - Proofing and revisions (3-4 days)
   
    - Web upload  (3-4 days)

   #3


Minor web edits and document uploads   


2-3 business days* 
* Starts day final content is submitted

Upon completion, e-mail this form to: PERSON H ERE at email@email.com. Your submission will be evaluated by the appropriate people and either approved, or disapproved with recommendations for change or redirection.
All content is reviewed and approved by at least two members of the COT Content Committee. The goal of the Content Committee is to aid COT’s in developing relevant “thought leadership” that will engage senior executives in a dialog with RSM McGladrey. Content quality, tone and style should appeal to executives within large organizations or with visions of growing a large organization, and should be educational; no selling allowed except on “service description” pages.
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