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Policy:
For a yearly fee, each IDA district will be allowed a designated space to post required information on the IDA web site. Additional information may be posted for a fee that is incurred by the district.

Procedure:

1. Information that must be included on the district page is covered by the yearly fee.  The required information includes:

· Name of district association and small logo  

· Mission statement

· <50 word “get involved” statement

· Listing of up to 10 executive officers and committee chairs by position, name and e-mail (includes District webmaster)

· Benefits of membership

· Description of district boundaries

· Membership contact information with name, postal address and e-mail

· District meetings (includes title, < 100 word description, date, locations, CPE information, speaker name and credentials (e.g. MS, RD, CDE) and place of employment, and name of sponsor (no URL or hyperlink listing allowed) if applicable.

· District events (e.g. NNM, 5K runs) by name, date, location, contact person and  < 100 word description, name of sponsor (no URL or hyperlink listing allowed) if applicable.

· Directions to seminar/event sites (no photos). An inactive URL address for directions or a map may be listed

· If applicable, Continued posting of a currently existing attachment (e.g., member application form) as is.  If any change is made in the document, it is considered a new document.  If a document is removed and then reposted it is considered a new document.

· Date of last update

· Standard disclaimer/copyright information. 

2. All information must be submitted by the district web site contact to the IDA Webmaster in an MS Word document or in the body of an e-mail so it is ready to copy and paste (no forwarded e-mails).  

3. A consent statement for each individual with contact information including e-mail hyperlinks posted on district pages must be kept on file.  The IDA webmaster will keep a master list of all the consents.

4. Edits to the required information on the district page will be done no more than 4 times/year.  Edits include corrections, and brief notices of changes to information already on the page. There is not a monthly maintenance fee.

5. Revisions to the page will occur at a maximum of one time per fiscal year.  This will typically be at the start of the operational year when officers start their term and the programs are confirmed.  

6. Previously dated material will be deleted at the direction of the district web site contact.  Material must be deleted at a minimum of once per year, generally occurring at the time of revision.  Other deletions can occur and will follow the posting timeline for edits.

7. The IDA webmaster will review the district pages quarterly for outdated material.  The webmaster will contact the district web page contact for permission to delete any dated information 6 months or older.

8. Services excluded from this policy/procedure include: additional edits and revisions, information that is submitted to the webmaster in a format other than MS Word or Adobe Acrobat, as appropriate and promotions that result in personal gain for individual or commercial use.

9. Additional information may be added to the district web page with a hyperlink.   There will be a cost incurred (above the yearly fee) to the district with any and all additions.  

a. This information could include items like a membership application, photo of ADA members (with consent), District newsletters, flyers or registration forms for district events, or a district calendar. Only district sponsored information is allowed.

b. The webmaster will attached the form/brochure to the district web page as a link.  Visitors will be able to view and print the information. 

c. District “member only” information is possible with a yearly password update.  It will be the responsibility of the district to disseminate the password to its members.

d. Online registration and postings of employment opportunities are not available from the district web page.

e. Send the MS Word or Adobe Acrobat file to the IDA webmaster for a bid.

f. The billing rate and total bid must be documented in an e-mail, which is then forwarded by the IDA webmaster to the IDA Executive Administrator for the billing record.  The district will then pay IDA for this amount within 15 days of the contracted job.  IDA will submit final payment to the IDA webmaster.

10. District pages cannot include any information beyond the name of a sponsor.  If a sponsor wants to advertise on the IDA website, the sponsor should contact the IDA Executive Administrator directly.

