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FAA

Guidelines for File Posting

	FAA Guidelines for File Posting Summary

(Key points highlighted)


	AUA-700 Compliance


	Required Actions



	
	Yes                     
	No
	Notes
	

	1. Submission and prioritization

· Requests should go to the help desk or FAA POC for prioritization and posting

· Web Policy Council must approve and deviation from standard design templates
	X
	X
	Submissions are published through our primary technical liaison that works directly with the FAA technical staff to ensure the accuracy and timeliness of the postings.
	Overall look and feel of AUA-700 will need to be migrated into the new FAA design templates by the end of December 2002.

	2. Service requests

· Must contain date, file and folder names
	X
	
	
	None

	3. Requester’s contact information

· Must contain requester’s phone and e-mail information
	X
	
	
	We should consider putting our phone numbers on the request when submitting to our FAA POC.

	4. Default page standards
	X
	
	We use the standard index.html and redirect to our default.shtml 
	None

	5. Meta Data tags
	X
	
	We use key words, title and description tags consistently throughout the site
	None

	6. Contact information requirements
	X
	
	We have a “Contact Information” link in the standard footer that appears on every page of the site.
	None

	7. Pdf file standards

· No larger than 2MB or 3MB with images
	X
	
	
	None

	8. File size limitations

· No more than 100K unless thumbnail links are used
	X
	
	
	None

	9. Image file specifications

· No TIFF or BMP files
	X
	
	
	None

	10. Alt tags

· Required for all images
	X
	
	All of our site’s pages have been checked by the program Bobby and pass priority 1 criteria which includes ALT tags for images.
	None

	11. Blink tags

· Blink tags are not allowed
	X
	
	
	None

	12. Cookie usage

· Session cookies allowed

· No persistent cookies allowed
	X

X
	
	
	None

	13. Accessibility requirements

· Sites must be 508 compliant
	X
	
	
	Continue to conduct regular testing.

	14. Relative links

· Relative links should be used instead of absolute links.
	X
	
	
	None

	15. Staging server 

· Do not use for file storage or as a personal backup server
	X
	
	We use the staging server for testing purposes and content approvals only.
	None


FAA

Content Requirements

	FAA Content Requirements Summary

(Key points highlighted)


	AUA-700 Compliance


	Required Actions



	
	Yes                     
	No
	Notes
	

	Responsibilities

· Proper coordination before posting

· Proper compliance with FAA policies

· Document currency is maintained
	X

X

X
	
	We have a standard process for managing the content on our site.  An FAA person reviews all pages before they are posted to the live Web server.  As part of our process, we regularly check the content’s currency.
	Continue to improve our development process and methods for content collection and document currency.

	General content policy

· Similar look and feel for FAA image

· Convey clear message about FAA

· Support mission-related activities

· Operational and security considerations

· Easily accessible information
	X

X

X

X
	X
	
	Overall look and feel of AUA-700 will need to be migrated into the new FAA design templates by the end of December 2002.

	General guidance for developing materials for FAA’s Web site

· Determine target audience

· Content should be organized, concise and geared towards the audience

· Use graphics judiciously and where they will be most beneficial 
	X

X

X
	
	
	None

	Pages from FAA offices outside of headquarters

· Information contained on any pages originating in FAA offices other than headquarters should be limited to information relating to the geographic area covered by the office
	X
	
	
	None

	Linking to non-FAA material

· Links to other Web sites are allowed if the link promotes FAA’s program and customer service objectives

· Links should be reviewed for content and promotional value.
	X

X
	
	We review and provide a description of all the links that we recommend to users on our site. We also provide a banner page to let them know that they are leaving our site.
	None

	Requesting information from site visitors

· Any materials that request information from the public must comply with the Paperwork Reduction Act
	X
	
	We only request information through our Feedback/Suggestions/New Requests Form. All information is reviewed upon submission by the Web team.
	None

	Contact points

· Each site must contain a contact who can provide additional information on the site
	X
	
	We provide a “Contact Information” section in our standard footer that appears on every page throughout the site.
	None

	Updates

· Each page must identify the date of its last update
	
	X
	We provide a date for our Product Fact Sheets and product information pages.
	We need to provide more dates in other areas throughout the site.

	Publishing photos

· Photos must be from an official FAA event or of FAA officials

· Obtain permission from individuals shown in pictures
	
	X

X
	We take photos of AUA-700 related activities and obtain verbal permissions from the people shown on the site.
	We should consider getting permissions in writing when possible.


