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WEBSITE REQUEST FORM

The items listed below are needed to start the web development process. 

1. Has your website been given Division Director Level approval? If so, who is the person authorized to approve website development projects for your department?

Directors Name: 
Title: 
Department: 
Phone #: 
E-mail: 
2. Designate a Content Manager (CM) in your department. This person will coordinate the website’s work requirements with their assigned IHS Web Team Account Representative during the development process and manage content changes.

Content Manager’s Name: 
Title: 
Department: 
Phone #: 
E-mail: 
3. Is the Content Manager a temporary or permanent employee?


___ Temporary

___ Permanent
* If ‘Temporary’ provide separation date

4. Who will be designing, developing, and coding the site?

___ Content Manager

___ IHS Web Team Account Representative

___ Subcontractor *
* If ‘Subcontractor’ provide name and phone number
_________

5. Who will be responsible for maintaining the site’s content after the site is completed?
___ Content Manager
___ Subcontractor
* If ‘Subcontractor’ provide name and phone number
_________
6. Will there be more then one person within your department who will be responsible for contributing and maintaining content?

___ Yes

___ No

How many people will require access to the IHS Development Server in order to regularly update information? 
Provide the following information for each of your department’s key personnel who will need access to our Development Server. This information is required to set-up the “permissions/trusts” to your website’s folder. (Note: if more than one person needs access to the development server, please attach a list with the below information.) 

NAME:

USER LOGIN NAME (the name you use to log into your computer every morning):
7. Provide a general overview of your requirements
a) What is the name of the site or application?


b) Is it a new site, redesign of an existing site or modification to existing web application functionality?


c) If this is an existing site or application, what is the URL of the site’s homepage?

d) Give a brief description of your website’s target audience.  
e) What sections will your website have?
f) What is the function or purpose of your web site? For example, will your site provide information for a program, disseminate information, gather information from users, etc.? 
8. Should the web site be on the Internet or Intranet? If the site is primarily for IHS employees, it would typically reside on the Intranet. If the site is for the general public and IHS employees, it would typically reside on the Internet. In special circumstances, a portion of the site would reside on the Intranet while the remainder of the site would reside on the Internet.

___ Internet (http://www.ihs.gov/)
___ Intranet (http://home.ihs.gov/)

___ Both*

* If ‘Both’ give a reason to why it needs to be on both, and which is developed first.

9. Will this web site contain a database? (Choose one)

___Static Content
___Database Driven
___Both*
* If ‘Database Driven’ or ‘Both’ specify what kind of data and what you want to be able to do with that data.

Email this form to the IHS - IHS Web Administrator at ihswebadmin@ihs.gov. 

All new site requests and updates to dynamic sites are forwarded to the IHS Web Manager for immediate consideration and priority. Updates to content on static sites and bug fixes to database driven sites do not require the completion of this form and are handled by your web team account representative.

Prior to the creation or major update of any web site, a detailed requirements document must be completed for any web site consisting of more than one page of content. This policy applies to all database applications no matter how large or small. The requirements document is the blueprint for the developer. It specifies the functionality and behavior of the site to meet the expectations of the site owners and site developer(s). After the requirements document is completed and agreed upon by the site owner(s) and lead developer, timelines and milestones can be provided and development can begin immediately. The creation of the requirements document is a collaborative effort between the content manager(s) and account representatives. It is critical to the site development process that the requirements document be completed as quickly and completely as possible. Functionality not listed in the requirements document will not be developed, and will have to wait to be added to an additional request.

All web sites must comply with HHS, IHS, 508 and industry usability standards which are specified in the Web Standards document and the IHS Developers Community located in the Help section of the IHS internet web site. There are five (5) stages to the development of any web site: 1) requirements, 2) design, 3) development, 4) testing, and 5) deployment. The design phase and requirements phases require immediate and consistent input from the content manager(s). Failure to do so can result in the loss of priority in your web site. All account representatives are responsible for many web sites and will always have other web sites competing for their immediate attention.
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