Web Site Planning Guide


Web Site Redesign Planning Guide

This document will help plan your website redesign and help get your website launched in a timely manner.  
1. What is the purpose of your web site redesign request? 

 FORMCHECKBOX 
 Appeal (visual aesthetic, usability, etc)

 FORMCHECKBOX 
 Extensive Content Corrections (grammar, quality, etc.)

 FORMCHECKBOX 
 Update Requested by IHS Web Services Management


2. Do you have the content for your website redesign?

· Review your current content to see what you want to keep or get rid of.

· Gather, prepare, and develop any new content needed before you submit the Web Services Request Form (WSRF).
· If the content is not ready within 15 business days of it being assigned, the project will be cancelled.
· Content includes images and 508 compliant documents.
· Make sure your content is in plain language, visit http://www.plainlanguage.gov/  for more information.
3. Are your linked documents 508 compliant?
Check all of the linked documents on your website for Section 508 compliance if you are keeping them for the redesign. Document types include:
· Microsoft Word

· Microsoft PowerPoint

· Microsoft Excel

· Adobe Acrobat PDF

Remember that a best practice is to make your entire web content available as a static web page, this eliminates:
· Document duplication.
· Outdated documents.
· Creating 508 compliant documents.
Also, consider how the audience will be using the information provided.
· PDF documents may be used for distribution, such as brochures and other marketing material.
· Word documents may be used if the audience is required to download or edit the text in any way.

You are required to review the HHS training to make 508 compliant documents at http://www.hhs.gov/web/508/Training/. 
You are also required to follow the IHS guidelines for document naming: 
· Filenames should describe the content.

· Do not add dates to the file names.

· Do not use revision numbers. 
Not recommended: Department Conference 2008 (1st Quarter).doc
Recommended: DepartmentConferenceFirstQuarter.doc

The document date, file type and size will be shown with the actual link on the web site. For example:

Department Roster [WORD – 35KB]
To resubmit revised documents, please keep the same filenames as the previously submitted document. This will eliminate file duplication and orphaned files on the web server.
4. Is the web content free of sensitive data?
Scan the web content to ensure there is no sensitive information that does not comply with the HIPAA Act. For more information, review the HIPAA web site at http://www.hipaa.ihs.gov/.
5. Do you have specific graphics or logos that you would like your Web Designer to use?
Submit any images you would like used to the web designer. Some things to remember are:

· Original source files of your artwork (i.e. Photoshop .psd files) are preferred.

· Other graphic files should be in raw format (jpeg, bmp, gif, png). 
· If possible, do not submit graphics inserted in a MS Word document or PowerPoint file.
6. Once the planning guidelines have been read and the content is ready, please complete the Web Site Planning Checklist and submit it along with the Web Services Request Form (WSRF) and submit to ihswebadmin@ihs.gov.
Web Site Redesign Planning Checklist

Please review and complete.
	 FORMCHECKBOX 

	I have read and will comply with the Web Site Redesign Planning Guide

	 FORMCHECKBOX 

	All website content has been reviewed, prepared and available for the web designer
 FORMCHECKBOX 
 Documents (508 compliant)
 FORMCHECKBOX 
 Images.(Department logos, artwork, and  graphic source files) 
 FORMCHECKBOX 
 Content for static web pages 

	 FORMCHECKBOX 

	The web site content changes have been organized in an outline.

	 FORMCHECKBOX 

	The training for Section 508 compliant documents has been reviewed by the appropriate person http://www.hhs.gov/web/508/index.html. 

	 FORMCHECKBOX 

	The web site content complies with the HIPAA Act.


Complete By:      

Date:      

Please submit a copy of this completed checklist along with your Web Site Request Form (WSRF) to ihswebadmin@ihs.gov.
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