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1 Introduction

1.1 Purpose

This document is the tailoring guide for the SID Website Management Plan Template. It provides guidelines for the development of a project Website Management Plan, as the project progresses through the Systems Integration Division (SID) Acquisition Life Cycle Phases, as described on the SID Best Practices web site  (BPweb) (http://www.bestpractices.cahwnet.gov).    

The Website Management Plan Template and this tailoring guide should be consulted during the initial creation of the plan, and should be consulted again at the beginning of each life cycle phase and used in the update of the project Website Management Plan.  
1.2 Scope  

This tailoring guide describes general instructions for using the guide, instructions for the initial creation of the Website Management Plan, tailoring considerations as the project moves through the life cycle phases. 

This guide uses life cycle phase as a consideration when tailoring the plan. Instructions are provided for completing or updating each of the sections of the project’s Website Management Plan (based on the SID template). 

The Website Management Plan focuses on the content management of a project’s website. Typically the purpose of the project’s website is to communicate with the project’s user groups and stakeholders. In some cases, it is also used to communicate with the bidding community. 

This plan is not intended to describe the project’s iManage WorkSite web repository, but rather custom websites specifically for project business and stakeholder communications. The WorkSite repository should be discussed in the project’

It is assumed the project office staff will be responsible for the development, maintenance and operation of the project website. If a contractor is given responsibility for the project website, a deliverable similar to this plan should be required. 

1.3 Acronyms

	ADA
	Americans with Disabilities Act

	ASP
	Active Server Page

	BPweb
	Best Practices for Systems Acquisition web site 

(http://www.bestpractices.cahwnet.gov) 

	CCB
	Change Control Board

	HHSDC
	Health and Human Services Agency Data Center

	HTML
	Hyper Text Markup Language

	IEEE
	Institute of Electrical and Electronics Engineers

	IP
	Internet Protocol

	IT
	Information Technology

	LAN
	Local Area Network

	M&O
	Maintenance and Operations

	MS
	Microsoft

	RFP
	Request for Proposal

	SID
	Systems Integration Division 

	W3C
	World Wide Web Consortium

http://w3c.org


2 Using This Tailoring Guide

The following items describe general instructions for using the SID template and tailoring guide. Items referenced in this tailoring guide and other configuration management references are available from the BPweb, via the Configuration Management Function and Topics. 

· If this is your first time using this tailoring guide, start in Section 3 (The Website Management Plan Template) of this document. 

· Develop the project’s Website Management Plan with emphasis on how the project will manage the website. Follow the general configuration management methodology defined on the BPweb. 

· DO NOT delete the first and second level headings of the template as part of the tailoring-out process (e.g., Section 1 – Introduction and Section 1.1 – Purpose must always be present in the Website Management Plan).  Identify unneeded sections as “not applicable”.  Heading 3 sections or lower may be deleted or may be combined with other sections as appropriate. 

· If the project has multiple websites, it may be appropriate to have separate management plans for each website instead of a single plan. 

3 The Website Management Plan Template

The following describes considerations and guidance for completing each specific section of the Website Management Plan. Each section’s title refers to the corresponding section of the Website Management Plan (e.g., Section 3.1 corresponds to Section 1 – Introduction in the Website Management Plan/Template). 

When developing the plan, focus on specific roles and responsibilities, and the specific meetings, reports and metrics used that will be used by the project to develop, control and manage the content of the website. 

3.1 Section 1 – Introduction

Sections 1.1 and 1.2 are standard and should not need much modification. 

Section 1.3 – References should be updated to indicate the iManage database name and location where additional website documents may be found (e.g., requirements, design, test documents). If the project is not using iManage, indicate the location of the project’s electronic document repository as well as the project’s hardcopy library.

Section 1.4 is standard and should be updated only to include project specific acronyms used in the plan.

It may be appropriate to include a reference documents section listing other documents pertaining to the design, content and management of the website. A reference documents section may be added as Section 1.5 or as an appendix. 

3.2 Section 2 – Participants Roles and Responsibilities

Section 2 should be updated to reflect the actual roles and participants. Note that these are not positions, but roles. One person may fulfill more than one role. Avoid listing specific names as this will lead to frequent maintenance updates to the plan. 

The items included in the template as “boilerplate” are suggested, typical items. Update this section as appropriate for the project. 

Generally there is a person primarily responsible for managing the content. There may also be developers separate from the content manager. The developers may be part of the IT / LAN Support staff. Specifically, discuss responsibilities for identifying changes, managing and tracking web change requests and enhancements, making the changes to the website files, and publishing the website with the new changes. 

Discuss who is responsible for reviewing and approving changes to the website. This may be handled through the Project Management Control Board (PMCB) or the regular requirements/system Change Control Board. For small projects, it may simply be the Project Manager. 

Indicate if Legal or the Sponsor assists with the review of all or some of the content, as appropriate. Indicate if the website users assist with the review, approval or testing of the website. 

3.3 Section 3 – Description of the Website

3.3.1 Section 3.1 – Purpose of the Website

Summarize the purpose and objectives of the website. Discuss the key business drivers and why a website was chosen over other methods of communication. 

3.3.2 Section 3.2 – Business Description

Describe the specific business objectives and features of the website. Indicate specific examples of how the website is used. Discuss if the website is “mission-critical” or simply informational. Indicate the availability of the site and/or key areas of data if the site is not up at all time (e.g., if the site is down every Sunday night for maintenance). 

Section 3.2.1 – Type of Content

Describe the type of information contained on the website, for instance All-County letters, RFP reference materials for bidders, county access to custom reports, etc. 

Indicate if the content is static or dynamic, and the frequency of change. Indicate if the website is used to collect data or information, or only to distribute information. If appropriate, indicate how the data collected is used. 

Indicate if any of the content is sensitive or confidential and how security is administered for these items. Indicate who has access to these items. 

Section 3.2.2 – Intended Audience

Describe the intended audience for the website, and the level of expertise or knowledge required to use or understand the site. If there are multiple groups, indicate how information is targeted to each group.

Section 3.2.3 – User Accounts and Passwords

If appropriate, describe the primary user or group accounts. Indicate the level of access for each user/group and the organization they support. Indicate what the different access levels are and why the access levels are different. If passwords are required to access the site (or sections of the site) indicate who administers these passwords and how a password is obtained. Indicate how problems with passwords are resolved and by whom.  

3.3.3 Section 3.3 – Technical Description

Summarize the technical details of the website. If this information is contained in a separate requirements and/or design document, refer to the document and omit the Level 3 headings. 

Section 3.3.1 –  Logical Location

Indicate the web address of the site and if it is an intranet and/or Internet based site. 

Section 3.3.2 – Physical Location

Indicate where the website files are physically located. If possible, refer to server name, IP address, and office location.

Indicate if the site is mirrored or if a hot-site or backup site also contains the files in case of an emergency or disaster.  

Section 3.3.3 – Development and Storage Tools

Indicate the tools used to develop and manage the website content and files. For instance, indicate if the website is developed and stored in MS FrontPage, or if the files are custom code using HTML, ASP, or Java. Indicate the development tool location and key configuration parameters or add-in files (e.g., must have server extensions loaded). 

If the website is connected to a database, summarize the purpose and use of the database. Describe its location and key information about the website connection. 

If a separate test area or test site is used, describe its location, configuration, control, and use. 

Discuss how any sensitive data is protected and stored. 

If this information is contained in other technical documents, refer to the other documents, as appropriate. 

Section 3.3.4 – User Accounts and Passwords

If appropriate, describe the primary user or group accounts used to create and modify the website content. Indicate the level of access for each user/group and the organization they support. Indicate what the different access levels are and why the access levels are different. Indicate who administers these passwords and how a password is obtained. Indicate how problems with passwords are resolved and by whom.  

Section 3.3.5 – Frequency of Update

Indicate how often the site is updated and how the users are notified of any updates (e.g., What’s New page, subscription service, etc.). 

3.3.4 Section 3.4 – Structure of the Website 

Section 3.4.1– Folder Structure

Discuss how the website files are organized or grouped. Indicate any specific naming conventions. 

Section 3.4.2 – Navigational Structure

Discuss how users navigate the site and access the different types of information. Include a site map as Appendix A. Indicate key navigational features, such as a left-hand navigation bar, quick links, title bar links, etc. 

3.3.5 Section 3.5 – Website Standards and Conventions

Describe the specific standards and conventions used during the creation of the site. Generally, the Governor’s web standards apply which includes basic ADA features. Additional ADA, W3C, and/or IEEE standards may also apply depending on the project’s business and user profiles. 

Indicate the key features used from the various standards. Indicate if the website consciously deviates from any of the standards and the rationale for the deviation. 

Section 3.5.1 – Conventions Used on the Website

Describe any conventions used on the website, including links within the site, links to external sites, pop-up windows, separate windows, and key abbreviations or acronyms. Indicate if additional files are always in PDF or in their native formats and if information is read-only. 

3.4 Section 4 – Content Development and Review Processes 

3.4.1 Section 4.1 – New Content Development 

Discuss how new content for the various areas of the site is developed, including identification of requirements, design, coding, testing and approval for publishing. If appropriate, refer to other documents or processes. 

3.4.2 Section 4.2 – Proposing Changes

Discuss how changes to the website are proposed, tracked, and reviewed for approval. Indicate who can propose changes and who tracks the changes. Indicate where the change request log/database is located and who has access to it. 

Discuss how the changes are tested and verified prior to being placed in production. 

If appropriate, refer to other documents or processes. 

3.4.3 Section 4.3 – Identifying Defects and Corrections

Discuss how bugs are identified, logged and tracked. Indicate who typically identifies the problems and who tracks the problems to resolution. Indicate where the problem log/database is located and who has access to it. Indicate if the log includes content and technical problems or only content problems. 

Discuss how the corrections are tested and verified prior to being placed in production. 

If appropriate, refer to other documents or processes. 

3.4.4 Section 4.4 – Website Change Control Board

Describe the person or board responsible for reviewing and approving changes to the website. If appropriate, discuss the different composition of the board for content vs. technical changes. Indicate if the board addresses new content, changes and problems/defects, or only changes. 

Indicate how often the board meets or reviews the website and changes. Indicate the decision process and authorities for approving changes/corrections. 

Section 4.4.1 – Major Changes and 4.4.2 – Minor Changes

If appropriate, distinguish between major changes and minor changes. Indicate what constitutes “major” and how they are treated differently from “minor” changes (e.g., minor changes are for typos and broken links and do not require prior approval by the CCB). 

Section 4.4.3 – Technical Changes

Discuss how technical changes are addressed, for instance if changes are needed to the database to collect additional information from the users. Indicate who reviews approves, and coordinates these changes. 

Discuss how general technical changes and maintenance are documented and tracked. Indicate how emergency changes are addressed. If the website is “mission-critical”, indicate what happens to ensure the site is available or stable during the technical changes. 

3.4.5 Section 4.5 – Version Control of the Website

Discuss how version control of the website pages and materials is maintained. Discuss the configuration control tool used, or the manual processes used. Indicate if version numbers are maintained for each page or the site and any naming conventions or folder structures used to identify major releases of the site. 

3.5 Section 5 – Website Administration 

3.5.1 Section 5.1 – Content Administration 

Discuss how content is reviewed for correctness and applicability. Discuss how often the review takes place. Discuss criteria for determining materials or information is outdated or no longer needed. 

Discuss how often the site is checked for broken links or invalid pages. Discuss any other activities done on a regular basis to ensure the website is operating correctly. 

3.5.2 Section 5.2 – Publishing the Website 

Discuss the process and coordination required to publish changes to the website. Indicate if changes are automatically available or must be explicitly published. Indicate how users are notified of the changes. Indicate if the prior version is retained or overwritten and how the website version is documented or maintained. 

3.5.3 Section 5.3 – Backups of the Website 

Summarize the backup schedule for the website and any regularly scheduled downtime for the site and associated database, as appropriate. 

3.6 Section 5.4 – Performance Reports

Discuss the reports and metrics used to monitor the size and performance of the site. Indicate if the site uses a hit counter and how it tracks hits. Discuss how availability and response time (if appropriate) are tracked and how often the reports are run. 

3.7 Section 5.5 – Archiving of Content

Discuss how often content is archived, if ever, and the schedule for website review. Discuss any applicable records retention guidelines and how any sensitive data is disposed. 

3.8 Appendix A – Site Map

Include a site map for the site. 

4 Tailoring By Life Cycle Phase

A project website may be created at any time during the project’s life cycle depending on the project need. Once the website is designed, a Website Management Plan should be developed to describe and formalize how the site content will be managed and updated. 

The following sections describe the type of content that may be appropriate during the different life cycle phases and how a project may use a website. The project is not required to have a website, but if a website exists a Website Management Plan is strongly suggested. 

4.1 Initiation 

There is no Website Management Plan created during this phase because a formal project has not yet been established. 

4.2 Planning

During the Planning phase, a website may be useful to keep stakeholders informed of key status and events. It may be useful for posting newsletters and updates to policies or regulations. 

In some cases, it may be useful for soliciting information from advocates or the public for use in requirements development and clarification of scope for the procurement. 

4.3 Procurement

During the Procurement phase, a project website may be useful for providing information about the procurement to the bidding community and key stakeholders. It may be used as the location for bidders library materials instead of requiring bidders to request the materials in person.  

The site may also be used to post the RFP, RFP addenda and any questions and answers to bidder questions. 

4.4 System Development

In the System Development phase, the project website may be useful for sharing status of key milestones with the stakeholders, users, and public. For systems which have direct interaction with public clients, it may be useful to provide training information or schedule of training events.  

4.5 System Implementation

During Implementation a website may be used to enhance communication with counties/local offices as they “go live”. It can assist with sharing lessons learned or providing examples of business processes and documents or forms from other offices that have already gone live.  

4.6 Maintenance and Operations

In M&O, the website is generally used for communicating with users, stakeholders and the public about upcoming releases, changes in regulation or policy, and additional key dates or events. It may also be used to solicit input on the strategic direction and enhancement of the system. 

4.7 Closeout

The general focus is to communicate the shutdown or transition of the system. The website is generally shutdown after the system has terminated operations and should be archived with the other project materials. 
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