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Associates of Vietnam Veterans of America, Inc.[image: ]


POLICIES and PROCEDURES


§ Website Committee Policy	
I. [bookmark: _GoBack]WEBSITE COMMITTEE:  Overview

A. BASIC FUNCTION

1. The Website Committee’s main function is to oversee and maintain the Associates of Vietnam Veterans of America, Inc. (AVVA) National Website.

a. Design or oversee the design of a national website.
b. Maintain or oversee the maintenance of the website.
c. Update, add, or remove information regularly.
d. Regularly verify the functionality of the website.

2. Suggest the overall content and appearance, and execute same, with the approval of the national president and/or the board of directors.

3. Maintain the appearance and content of a Face Book or other social media page if one exists.

B. COMMITTEE STRUCTURE

1. The website committee shall prefer a committee chair who has at least basic knowledge of website design and maintenance.  The national president, with the approval of the board of directors, will appoint this committee chair.

2. With the approval of the board of directors, the committee chair shall appoint such members as are required to perform the functions of this committee.

3. The committee may request such professional assistance as may be required to create or maintain functionality of the website, which may or may not require funding from a website budget.  The national president shall determine the need for professional services on a case-by-case basis.



II. WEBSITE COMMITTEE:  Duties

A. COMMITTEE CHAIR

1. The committee chair will be responsible for the look, content, and functionality of the National Website.  The website committee chair shall perform or oversee the performance of:

a. The website committee chair shall act as Webmaster.
b. The chair shall add, remove, or change content at the request of the board of directors or the national president in a timely manner.
c. The chair shall update and/or add previously agreed upon content as soon as is possible upon receipt of such information. (EXAMPLE: meeting minutes and reports).
d. The chair shall suggest changes in design if or when such change would be in the best interest of the Corporation. The board of directors must approve design Changes.
e. The chair shall effect the change in design, addition or subtraction of information, and the manner in which the website functions as required, or as suggested by the board of directors or the national president, by performing the functions him or herself, by delegating tasks to committee members, or by hiring a website maintenance professional.

(a) The hiring of a website professional must be previously agreed upon and budgeted for by the board of directors. 

2. The committee chair shall be responsible for the actions of all committee members, and shall report progress or issues to the board of directors on a regular basis.

3. If professional services are used, the committee chair shall verify any changes or additions made by such professionals by viewing or testing such changes as soon as they are made.  The chair or their designated committee member will perform this function.

B. COMMITTEE MEMBERS

1. Committee members shall be expected to inspect the national website on a weekly basis, in order to determine:

a. That the website looks as expected with regard to design;
b. That the website functions as expected with regard to links and other technical aspects;
c. That the content is current, accurate and appropriate.

2. If the committee member finds any problems they shall immediately report such problems to the website committee chair for resolution.

3. Committee members may offer suggestions regarding design, content or functionality as they may see fit.

a. Any significant changes shall be discussed by the entire committee, and if approved by the committee, shall be submitted to the national president and the board of directors for approval.



III. WEBSITE COMMITTEE:  Board of Directors Responsibility

A. NATIONAL PRESIDENT

1. The national president must approve any other-than-common or consistent information and links to other websites or information that comes from an outside source, such as vendors or other businesses or organizations.

B. BOARD OF DIRECTORS 

1. The national board of directors shall have final authority over the design and overall content of the national website.

a. The board of directors must approve any overall design or significant design change.
b. The board of directors must approve the general types of content that will be included in the website, or that will be linked to the website.

(a) Definition: General type of information to be contained in or connected to the website, such as veteran related issues, AVVA related information, legislative issues, health issues that affect veterans or their families, etc.

c. The board of directors may, if they so choose, pre-authorize the website committee to make regular additions or changes in areas that will be reasonably static.  An example of such pre-authorization may be to allow for the regular posting of meeting minutes and reports as they come available, without individual approval.
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