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Internet Web Site Management Plan

Purpose: This plan provides guidance for Southwest Florida Water Management District's Internet Web Site development, modification, and maintenance.

Goals: The goals of this plan are to:

· Specify responsibilities of stakeholders involved with Southwest Florida Water Management District's Internet Web Site. 

· Specify the workflow for development and modification of Southwest Florida Water Management District's Internet Web Site content. 

· Identify District supported hardware, operating systems, and application software suitable for use with Southwest Florida Water Management District's Internet Web Site. 

General Responsibilities:
Communications

· Responsible for the "look and feel" and visual continuity of the Web site 

· Evaluate the content of Departmental submissions for consistency with the District's mission, activities and its professional image 

· Review and approve requests for linking to external Web sites from the Southwest Florida Water Management District's Internet Web Site. 

· Develop the design criteria for graphics and content 

· Develop the page formats, content criteria, and style sheets, with input from the Webmaster (Note: this input specified under Webmaster responsibilities.) 

· Assist District directors and designated Department Web content providers to ensure submittals are consistent with Web site standards 

· Provide graphic images required by District directors. 

· Maintain graphics as required 

· Provide a library of standard graphic images 

Webmaster

· Provide general oversight of the District Web site's structure and operability and continuity as follows: 

· Configures and maintains Web site file structure. 

· Creates and maintains naming conventions. 

· Ensures links and pages operate correctly (no broken links or errors). 

· Tests for browser compatibility. 

· Maintains test bed and tests Web pages prior to loading into production Web site. 

· Uploads files to servers. 

· Coordinates with server system administrators as necessary to maximize Web site reliability. 

· Provide general Web related support to District users . 

· Maintain a test area where personnel can evaluate draft content prior to publishing. 

· Coordinate and develop simple template Web site submittals from District Personnel. 

· Provide a library of standard page templates. 

· Conduct training where needed. 

· Be the primary analyst for Web site activity. 

· Perform Web site maintenance. 

· Coordinate and upload all new material to the Web site 

· Participate in development of page formats, content criteria, and stylesheets with Communications Department as follows: 

· Review and make recommendations based on:

· Navigability 

· Validity of code 

· Proposed file structures 

· Proposed file naming 

· Browser and resolution compatibility 

· Testing pages in test bed environments 

Department Directors

· Assume overall responsibility for the assigned Web sections. 

· Ensure each publication provided to the Webmaster is accurate, current, and official business. 

· Provide content ready for publishing, thoroughly tested for accuracy of spelling, grammar, and factual content. 

· Ensure content is properly presented, dated, titled, or labeled so that a reader can easily recognize the status of each document presented. 

· Ensure linked sites do not contain information contrary to the District's professional image. 

Web Publishing Process
Process Workflow

Graphical View
1. Department Directors initiate request to add content to the Web site. 

2. Department Content Providers author proposed Web submission. 

3. Department Director reviews and approves proposed Web submission. 

4. Department Content Provider sends proposed Web submission to Communications Department. 

5. Communications Department reviews content, if there are problems, the content is returned to the department for correction. If the content is approved, the content is reviewed for appropriate development methodology. 

6. If the content is appropriate for development using simple templates: 

7.   

· Communications Department sends the file to the Webmaster. 

· The Webmaster populates or modifies template. 

· The Webmaster places new file in test area. 

· Department Content Provider reviews. 

· If the file is OK, the file is uploaded into production, if there are problems, the Webmaster returns the file to the Communications Department to determine need for and propose corrective actions. 

8. If the content is not appropriate for development using simple templates, the content is reviewed to determine whether it is a Complex Web Application (Note; a complex Web application is a separate project of a level of difficulty or technology that requires internal or external consultants, systems analysts, or developers to complete.) 

9. If the content is considered to be Complex Web Application, the Department Content Provider must meet with designated Communications and Information Resources department personnel to determine specialized workflows needed to complete the project. Complex Web Applications are beyond the scope of this document. 

10. If the content is not considered to be a Complex Web Application, it is reviewed to determine if it is a long document. 

11. If the content is a long document: 

· Communications Department or Department Content Provider creates PDF (Adobe Acrobat Portable Document File.) 

· Communications Department sends file to Webmaster. 

· The Webmaster places new file in test area. 

· Department Content Provider reviews. 

· If the file is OK, the file is uploaded into production, if there are problems, Webmaster returns file to Communications Department or Department Content Provider to modify as necessary to correct problems. 

12. If the content is not a long document: 

· Communications Department designs/modifies new Web page. 

· Communications Department sends the file to the Webmaster. 

· The Webmaster places new file in test area. 

· Department Content Provider reviews. 

· If the file is OK, the file is uploaded into production, if there are problems, Webmaster returns file to Communications Department to modify as necessary to correct problems. 

IRD Supported Hardware and Software
· See the attached list 
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