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1. Introduction

1.1 Purpose

This document describes the Website Management Plan for the <Project Name> Project. The purpose of the website management is to define the plan for content management and administration of the < xxx > website. 

This document will be reviewed at least annually and updated as needed, as a result of continuous process improvement efforts by the project management team. Lessons learned as a result of continuing website management efforts will be captured at the end of each project phase and used to improve the division-level standards. 
1.2 Scope

This Website Management Plan identifies the activities to be performed or initiated by project staff to develop, maintain and administer the project’s < xxx > website. This plan identifies the key roles and responsibilities for content management, the tools used to maintain the content of the site, and defines the process for reviewing and approving changes to the content of the site. Where applicable, this document references specific detailed processes that are separate from this plan.

This plan does not discuss the technical administration of the website. 

1.3 References

1.3.1 Best Practices Website

For guidance on the Systems Integration Division (SID) configuration management methodology, which includes management of website content, refer to the SID Best Practices website (BPweb) (http://www.bestpractices.cahwnet.gov).  The configuration management materials are available through the “By Function-Phase” link.

1.3.2 Project iManage Repository

Refer to the iManage repository located at < path and/or server > for all project-specific documentation associated with web content management. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

1.4 Acronyms

	BPweb
	Best Practices for System Acquisition website 

http://www.bestpractices.cahwnet.gov

	CCB
	Change Control Board

	COTS
	Commercial Off The Shelf

	HHSDC
	Health and Human Services Data Center

	IT
	Information Technology

	LAN
	Local Area Network

	SID
	Systems Integration Division


Participants Roles and Responsibilities

There are various staff resources and stakeholders involved in managing project website content. In some cases, one individual may perform multiple roles in the process. 

All project staff are trained on their responsibilities by their manager/lead when they join the project. Project meetings are used to brief staff on any changes to the process.  

< Refer to Tailoring Guide for suggestions on combining the following roles to fit project-specific assignment. >

1.5 Content Manager

The Content Manager has the primary responsibility for updating and maintaining the content of the website. The Content Manager also is responsible for tracking requests for changes, corrections, and enhancements to the website content. 

1.6 Website Change Control Board (CCB)

The Website CCB is responsible for reviewing and approving changes to the website content. The CCB is composed of the leads and managers from the project. Where appropriate, Legal counsel or additional staff may be used to help review and comment on the website content. 

1.7 LAN Support Staff

The LAN Support staff have responsibility for technical administration of the site, including regular backups, ensuring accessibility and connectivity, monitoring security and performance of the site, and addressing any technical issues encountered by the users. The LAN Support staff are also responsible for coordinating the installation of patches and upgrades, managing software licenses and hardware warranties, and maintenance of the hardware and COTS software supporting the operation of the website. 

1.8 HHSDC Internet/Web Services Unit

The HHSDC Internet/Web Services Unit is responsible for technical administration of the circuits and IPs for the web site, including addressing issues related to routers, firewalls and security, and domain name registration and management. 

1.9 < Users >

2. Description of the Website

The following section describes the characteristics and high-level design of the website.  

2.1 Purpose of the Website

The purpose of the website is to < xxxxx >. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

2.2 Business Description

The website is used primarily for < xxxxx >.

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

2.2.1 Type of Content

Information available from the website includes

· xxx

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

2.2.2 Intended Audience

The primary users of the site are < xxx >. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

2.2.3 User Accounts and Passwords

The following are the user/group accounts for the website. Passwords are administered by the Content Manager.

Table 1. User Accounts

	User / Group Name
	Login
	Organization
	Access Level

	
	
	
	Full Access

	
	
	
	Public Area Only

	
	
	
	Public Area Only


< Refer to Tailoring Guide for suggestions on entering project-specific information. >

2.3 Technical Description 

2.3.1 Logical Location

The website is an < Internet / intranet > site located at http://xxxxxxx. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

2.3.2 Physical Location

The website resides on the < xxx > server at the < xxxx > office site in the secure server room. The IP address of the site is < xxxxxxx >. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

2.3.3 Development and Storage Tools

The website is coded in < HTML, ASP, Java > and connects to an SQL database for < xxx >. The following tools are used for the development and storage of files related to the website. 

Table 2. Tools for Web Site Development and Content Management

	Type
	Development Tool
	Comment

	Website Pages (HTML)
	
	

	Website Pages (ASP)
	
	

	Database (SQL)
	
	

	Browser
	MS Internet Explorer 6.0

Netscape Navigator x.x
	Used for testing page layout

	
	
	

	
	
	


2.3.4 Passwords and User Accounts

A logon and password are required to update and modify the website. The LAN Support Staff are responsible for administering and controlling these accounts. The user accounts are shown in the table below.

Table 3. Technical User Accounts

	User / Group Name
	Login
	Organization
	Access Level

	
	
	
	Full Access

	
	
	
	Read/Write Access

	
	
	
	Read/Write Access


< Refer to Tailoring Guide for suggestions on entering project-specific information. >

2.3.5 Frequency of Update 

The website is updated on a monthly basis with the changes and corrections approved by the website CCB. For more information, refer to Section 4. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

2.4 Structure of the Website 

2.4.1 Folder Structure

The files for the website are kept < xxxx >. The files are kept in a series of folders organized by content area. The following describes the structure and the naming conventions used for the files. 

< xxxxx > 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

2.4.2 Navigational Structure

The navigational structure is depicted in the site map contained in Appendix A. Key navigational features include the left-hand navigation bar and active links in the title bar.

< Refer to Tailoring Guide for suggestions on entering project-specific information. >
2.5 Website Standards and Conventions 

The website conforms to the California State standards for web sites (refer to http://www.webmasters.ca.gov/styelguide) to ensure that all web sites and pages have a consistent “look and feel”. These standards pertain to structure, navigation, graphics, color and font.

The website uses the two-column index template for all pages (home page, parent-level and child-level pages). These pages include the following standard elements that must not be changed.

a.  California graphic header

b.  Left-side gray navigation bar 

c.  Current date in upper right corner

d.  Link to the California Home Page

e.  Search California sites function

f.  Link to the department’s (HHSDC) home page

g.  Link to a Conditions of Use statement

h.  Link to a Privacy Policy statement

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

2.5.1 Conventions Used on the Website

The following are the notable conventions used on the website. 

· xxxxx

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3. Content Development and Review Processes

The following section describes how content for the website is developed, reviewed and approved for publication. It also addresses how changes and corrections are proposed, reviewed, and approved. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.1 New Content Development

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.2 Proposing Changes

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.3 Identifying Defects and Corrections

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.4 Website Change Control Board

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.4.1 Major Changes

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.4.2 Minor Changes

Minor changes to the website include corrections of typographical errors and correction of broken links. These changes must be documented in the website change log, but do not need the approval of the website CCB. The changes can be at any time. 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.4.3 Technical Changes 

Technical changes include those changes required for correction operation and security of the website. The LAN Support staff are required to notify the Content Manager at least 48 hours before making a technical change and document the change and the rationale in the web change log. Emergency fixes and changes may be made but must be documented.

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

3.5 Version Control of the Website

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

4. Website Administration 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

4.1 Content Administration 

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

4.2 Publishing the Website

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

4.3 Backups of the Website

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

4.4 Performance Reports

< Refer to Tailoring Guide for suggestions on entering project-specific information. >

4.5 Archiving of Content

< Refer to Tailoring Guide for suggestions on entering project-specific information. >
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