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Web Liaison Change Request

DIRECTIONS: Agency liaison changes must be submitted to Systems Support Help Desk by a senior manager at the Department.  DPH Bureau Directors may also request liaison changes for their programs.
	Name:
	

	Title:
	

	Date:
	


Summary of Liaison Responsibilities

The Web Liaison role comes with some important responsibilities.  All Liaisons MUST:  

· Work with content authors to ensure that content on Portal is up-to-date

· Educate content authors on proper procedures for preparing content for the web including file formats, size, accessibility requirements, etc.

· Follow the Content Submission Process by using the required Content Submission Form, ensuring that all content updates abide by all Mass.gov and EOHHS standards including Accessibility and look and feel.
· Secure proper agency approvals before submitting requests to HHS Web Services

· Communicate HHS Portal changes and issues to agency management and staff 

· Attend web liaison meetings

· Maintain a working knowledge of any technical constraints that may impact content update request

Liaison Change Request Details
	New Liaison Name
Identify the new liaison who will be authorized to submit content update requests.
	Replacement:*
Identify the existing liaison who will be replaced by the new liaison. 
* REQUIRED.  New liaisons may not be added without removing an existing liaison.
	Scope of Posting Authority:
List the agency, bureau and/or programs for which this liaison is authorized to post.

	
	
	

	
	
	


Authorization

I authorize the above New Liaison(s) to post content to the web Portal as outlined above.  I understand that that HHS Web Services will assume that all content submitted by this liaison(s) has already been approved by the agency.  I also understand that new Liaisons must attend New Liaison Training before they can begin submitting content requests.   NOTE:  Approval may also be submitted via email.

Signature: _______________________________   Title:  __________________  Date: _______________
Revised:  6/5/2013
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