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ACTION:  Please comment on these draft web content policies and guidelines by April 30, 2004.  E-mail comments to candi.harrison@hud.gov and sheila.campbell@gsa.gov.  These recommendations are being sent to federal agency web content managers, public affairs officers, chief information officers, e-government program managers, cross agency portal managers, other ICGI working groups, librarians, and others to solicit input at this early stage.  This document is also posted on the ICGI web site (http://www.cio.gov/documents/ICGI.html) to solicit additional input.

BACKGROUND: These recommendations have been developed by the Web Content Standards Working Group, which was formed to present recommendations on Section 207(f)(1) of the E-Government Act of 2002.  The Web Content Standards Working Group will present these recommendations to the Interagency Committee on Government Information (ICGI).  The Web Content Standards Working Group wants your comments, suggestions, and feedback on these proposals before submitting them to the ICGI.  The ICGI will then advise OMB.  OMB will determine which recommendations to use in developing web content policy guidance for federal public web sites to be issued by December 2004 in accordance with the E-Government Act.  OMB would send out any proposed policy guidance for formal agency comment prior to issuance.  The Working Group is proposing to supplement the OMB policy with a Web Content Managers Toolkit, to reside on FirstGov.gov, that will provide implementation guidance, best practices, and tools to ease implementation of the policy.

SCOPE:  These recommendations deal with web content for federal public web sites.  They do not apply to Intranet or Extranet web sites. They do not address technology requirements.
GOAL:  Make United States government web sites the most citizen-centric and user friendly in the world

OBJECTIVES:  Develop web content policies that:

· Make it easier for all citizens to find and use the government information and services they want and need on the Internet;

· Provide more standardization and higher overall quality of federal web sites.

WORKING GROUP MEMBERSHIP:  The Web Content Standards Working Group includes 23 Web Content Managers and others who work on federal web sites, throughout the federal government.  All Cabinet-level agencies were invited to designate a representative.  Working Group Co-Chairs are Candi Harrison, Departmental Web Manager for Field Operations at HUD, and Sheila Campbell, Senior Content Specialist for FirstGov.gov.  This group has been working together since January 2004 and has solicited previous input from all federal agencies, stakeholders, and the public through a comment form on FirstGov.gov (http://www.firstgov.gov/feedback/WebStandardsForm.jsp).

PROPOSED POLICIES

1. AUTHENTICITY, BRANDING, AND TIMELINESS OF FEDERAL GOVERNMENT PUBLIC WEB SITES:  Every public federal agency web site must be clearly identified as an official source of timely and accurate federal government information.  

a. Agencies Must Use Government Domains: Every public federal government web site must be established in the .gov or .mil domain to communicate to the public that these are web sites which they can trust to be official government information.  This requirement applies to any web site that is funded entirely by the U.S. Government and presents official government information, even if that web site resides on a non-federal government owned computer system.  

Rationale:  People looking for official government information must be confident that is what they are getting.  The .mil and .gov domains are restricted to government agencies; using these exclusive domains assures the public that these are official government sites and that a government agency is accountable for the site’s content.  Having all federal web sites in the .gov and .mil domains will also ensure that they are retrievable through the FirstGov government-wide search engine.

Implementation Guidance: Agencies must register their web sites in the .gov or .mil domain and follow existing domain registration policy and procedures under 41 CFR Part 102-173 (http://www.dotgov.gov/final_rule_102.html).   If agencies choose to maintain a web site in another domain (.org, .com, .net, .edu), they must also register those sites in the .gov or .mil domains and have the alternate URLs redirect to the official government domains.
b. Agencies Must Note Sponsorship of Web Sites:   Every federal agency web site must clearly display the name of its agency/organization on every page and must provide an indication of U.S. government sponsorship.  In addition, agency home pages and second tier pages must include a page title, as part of the metadata, with the agency’s full name, including “U.S.” or “United States.”

Rationale:   Many visitors look for prominent branding to confirm ownership of a web site and to ensure they know which web site they are on.  Web sites lose validity without appropriate and consistent branding and sponsorship.
Implementation Guidance: Web sites must use at least one of the following means to indicate sponsorship: 

· A statement that this is an official government web site, including the agency’s official name and “U.S.” or “United States” (for example, “This is the official web site of the U.S. Department of the Interior”);

· The name of the agency/organization and the statement “An official web site of the U.S. government”; or

· A logo that incorporates the official name of the agency, where the name of the agency can be easily read by the visitor.
c. Agencies Must Post Policies for Linking to Non-Federal Web Sites:    Every federal web site must follow these requirements when linking to other web sites:
(1) Each agency must develop and post a clear and comprehensive policy for linking to non-federal sites.  This policy must include objective and supportable criteria or guidelines for selecting and maintaining external links.  The decision to include a link to an external source should be consistent with sound public policy and support the agency’s mission. Agency linking policies should explain both why links are chosen and why other links are not chosen, and they must ensure that links are chosen fairly and with the best interest of the public in mind.    

(2) Agency web sites must notify visitors when linking to non-federal sites and must disclaim responsibility for the content on those sites, if the agency does not sponsor or endorse the content.  

(3) Agency linking policies must be posted or linked, at a minimum, from the web site’s “Important Notices” page.

(4) Agencies must not use disclaimers, including exit notification pages, when linking to other Federal agency web sites, as there is no need to disclaim responsibility for content on another federal web site.

(5) Agencies must review external links periodically to ensure their continued suitability.

Rationale:  The government needs to make clear that it is not responsible for the accuracy and validity of non-federal web sites.  Federal agencies need to make public their procedures for determining links.  Visitors need to know when they are going to a site not covered by the same standards that federal agencies are required to meet, such as privacy and accessibility.   Links to federal web sites do not need to be disclaimed since all federal web sites are bound by the same requirements.  In this case, links between federal sites promote the goal of seamless government.

Implementation Guidance:   

· Agencies must notify readers that a link goes to a non-federal site using one of the following:

· Placing an icon next to the link;

· Identifying the destination site in the link text itself; 

· Inserting an exit page that displays after the user selects the link; or

· Displaying all non-federal links in a separate listing from federal links.

· Agencies may use the linking policy found on FirstGov.gov as an example of a comprehensive linking policy.
d. Federal Web Sites Must Convey Current Information:  Every federal agency public web site must clearly indicate the currency of the content for every web page, to assure visitors that content is current and reliable.

Rationale:  The public uses U.S. government web sites to get valid, accurate and up-to-date information for personal and professional use; thus, agencies must provide clear date indicators to demonstrate that the information on their web sites is current.

Implementation Guidance:   Agencies must provide a Last Modified, Last Reviewed, or Last Updated Date on all web pages.   For agencies that do not currently do so, date stamps can be added as pages are altered or reviewed in the future.
2. FEDERAL WEB SITES MUST PROMOTE CITIZEN-CENTRIC INFORMATION AND SERVICES:   Under the President’s Management Agenda and Electronic Government strategy, federal agency web sites must be “citizen-centered, not bureaucracy or agency-centered.”  Federal agencies must continue to strengthen their web sites to meet the expectations of an increasingly wired citizenry.

a. Content Must Be Organized In Ways That Make Sense to Citizens:   Agencies must organize their web sites by subject/topic, by audience group, by geographic location, or by any combination of these factors, based on an analysis of the customers’ needs.  

Rationale:   Most visitors are familiar with navigating web sites by topic, audience, or location.  Citizen feedback has shown that the public does not know – nor does it want to know – how the government is organized; thus, web sites organized along the agency’s organizational lines are less helpful to visitors.   

Implementation Guidance:   Each agency should assess its customers’ needs, and - within the context of the resources it has available - find the most appropriate means to organize its web content.  

b. Home Pages Must Be Citizen-Focused:  Every agency home page must focus on content for the general public and serve as a general index to all major options available on the web site. Home pages must minimize visual clutter and extraneous content to allow the public to get to the content it needs and wants most.  
Rationale:   Federal web sites need to be focused on helping people find the services and information they want and need. The agency home page is the main tool for sending visitors in the right direction.  

Implementation Guidance:   Agencies should regularly assess their customers’ needs to determine the most important items to display on the home page.  An agency’s home page should not include information that’s intended exclusively for agency employees and is of little or no use to the general public.  Agencies should use intranets or extranets to communicate information specific to their employees, except in emergency or other exceptional situations.  Information that is only for employees weakens the focus and branding and may make it harder for the general public to find relevant information.

c. Federal Web sites Must Use Common Content and Terminology To the Extent Possible:  To ensure that citizens have basic information that they want and need and to help the public identify common information, from one federal web site to another, agencies must use common content and terminology as often as possible.  Federal agency web sites must incorporate the following common content, including the common terminology where specified:  

1) Contact information.  Agency web sites must post, or link to, a page entitled “Contact Us” or “Contact (Agency/Organization Name)” on the home page and every major point of entry.  Contact information must include all of the following:

· Agency street address, including addresses for any regional or local offices;

· Phone number(s), including numbers for any regional or local offices; 

· Means to communicate by electronic mail (for example, email address or web-based contact form);

· The agency’s policy and procedures for responding to email inquiries, including  whether the agency will answer inquiries and the expected response time; 

· Contact information, as required by the Information Quality guidelines, 

· Contact information for small businesses, as required by the Small Business Paperwork Reduction Act, 

· Means to request information through the Freedom of Information Act (FOIA).

2) Organizational information.  Agency web sites must post, or link to, a page entitled “About Us” or “About (Agency/Organization Name)” on the home page.  At a minimum, organizational information must include all of the following:

· A description of the agency’s mission, including its statutory authority; 

· Strategic plan;

· Organizational structure, including basic information about parent and/or subsidiary organizations and regional and field offices, as appropriate;

· Name of the agency head, and other key staff, as appropriate;

· Contact information, as described in section (C)(1) above;

· Information about jobs at the agency.  

3) Site Map or Subject Index.  Every agency must provide a link to a Site Map or Subject Index that gives an overview of the major content categories on the site. At a minimum, agencies must link to the Site Map or Subject Index from the home page. 

4) Common or Frequently Asked Questions About the Agency.  Agency web sites must post, or link to, a page entitled “Common Questions” or “Frequently Asked Questions” on their home page and every major point of entry and provide – at a minimum – basic answers to questions the agency receives most often.  

5) Online Citizen Services and Forms.  Agency web sites must provide easy access to existing online citizen services and forms, displaying them as prominently as possible, based on an analysis of customer needs.

6) Jobs.  Agency web sites must include information about jobs at their agency.  

7) Publications.  Agency web sites must provide easy access to the most frequently requested publications.

8) Information about Laws and Regulations.  Every agency that issues regulations must provide information about those regulations on its web site and link to the “Regulations.gov” portal.
9) Information about Grants and Contracts.  Every agency that provides grants and contracting opportunities must provide information about those subjects on its web site.  Agencies also must link to the “Grants.gov” and “Fedbizopps.gov” portals. 
10) Web site policies and important notices.  Agencies must post (or link to) a page entitled “Important Notices” at the footer of every web page.  The Important Notices page must describe the principle policies and other important notices that govern the web site, especially those mandated by law.  At a minimum, this page must include: 

· “Privacy Policy”;

· “How to Request Information under the Freedom of Information Act (FOIA)”;

· “Accessibility Policy”;

· “Information Quality Guidelines”;

· “Policy for Linking to Non-Federal Sites”;

· “Equal Opportunity Data Required by the No Fear Act”

d. Federal Web sites Must Be Results-oriented:  Every agency must routinely evaluate the results of their agency-level and second-level public web sites, including assessing customer satisfaction and usability.  They must use the assessments to improve the web sites.  In measuring customer satisfaction, agency-level and second-level public websites must use the same customer satisfaction tool that compares customer satisfaction across all similar federal agency web sites.  

Rationale:  Taxpayers fund federal web sites.  They deserve web sites that satisfy their wants and needs.   Having a customer satisfaction tool on every agency-level and second-level domain public web site, arguably the government’s most visible web sites, will ensure that those sites are providing a valuable return on investment to the agency and to the public.  In addition, customer satisfaction will be comparable across all similar agency-level and second-level public web sites.
How to Implement:  The required customer satisfaction tool would be available to agencies at a reasonable cost through a government-wide procurement.  In addition to a customer satisfaction survey, examples of appropriate assessment mechanisms include usability testing, focus groups, web log analyzer tools, email comment forms, and other general public feedback mechanisms.

3. FEDERAL WEB SITES MUST BE DESIGNED AND WRITTEN TO ENSURE EASE OF BOTH ACCESS AND USE FOR ALL:  Agency web sites must be accessible to all citizens – including the financially disadvantaged, those with disabilities, those without access to advanced technologies, and those with limited English proficiency.  Web sites must be designed and written to ensure that the audiences for whom they are intended can use them easily.  

a. Common Access:   Agency web sites must be designed, developed, and tested for a broad range of visitors, including those with lower-end hardware and software capabilities.  
Rationale:  Agency web sites should attend to the needs of a broad range of visitors, including those without reasonable access to advanced technologies.
How to Implement:  Agency web sites should be designed, developed, and tested for multiple browsers and versions of browsers, operating systems, connection speeds, and screen resolutions, based on an analysis of an agency’s web site visitors.  Agency web sites should, to the maximum extent feasible, minimize page download times for their visitors.  

b. Access for People With Disabilities:   Agencies must comply with the requirements of Section 508 of the Rehabilitation Act (29 U.S.C. 794d), designed to make online information and services fully available to citizens with disabilities.  Agencies must post (or link to) an “Accessibility Policy,” which describes the agency’s compliance with the Act, from the “Important Notices” page.  

Rationale:  Information and services on government web sites must be available to all visitors, including those with disabilities.  See: 

· Section 508 of the Rehabilitation Act,   http://www.usdoj.gov/crt/508/508law.html
· DOJ Section 508 Home Page  http://www.usdoj.gov/crt/508/
c. Plain Language: Agency web sites must ensure that home pages, all major entry points, and navigational elements are written in plain language, considering the knowledge and literacy level of their typical visitors.  
Rationale:  The federal government serves all citizens, and it must communicate with citizens in terms they can understand.  

How to Implement:   Plain language is language the intended visitor can understand the first time he or she reads it.   Agencies should use language tools, including language software, to evaluate the reading level of the web site’s content.  When possible, agencies should test language with visitors.  
d. Access for People with Limited English Proficiency:   Agencies must comply with existing requirements of Executive Order 13166, based on Title VI of the Civil Rights Act of 1964, which bans discrimination on the basis of national origin.  Agencies must specifically follow guidance related to agency web sites.

Rationale:  See Executive Order 13166, http://www.usdoj.gov/crt/cor/Pubs/eolep.htm and Department of Justice guidance, including guidance related to web sites: http://www.usdoj.gov/crt/cor/Pubs/lepqa.htm
e. Access to Documents in Different File Formats  Agencies should base their choice of file formats on both the business needs of the agency and the needs of the customers.  Agencies should provide information in a format that does not require the audience to use a plug-in or additional software, if it imposes a burden on its customers.  When choosing the file format, the agency should consider: (1) the intended use of the material by the target audience; (2) the accessibility of the format to the target audience; and (3) the level of effort required to convert the material to the format. Agency web sites should, when linking to documents that require downloading (for example, PDF, MS Word, or MS Excel documents), provide sufficient contextual information so visitors have a reasonable understanding of what to expect when they view the material.
Rationale:  Visitors become frustrated and are less likely to access information that requires downloading with additional software, even if that software is freely available, because there is a cost of time and effort to set it up.   Visitors with low bandwidth need information and appropriate warnings about how long it might take to download large files.

f. Access to Data:   Agency web sites that provide material and data intended to be downloaded by the user for off-line analysis or manipulation should be prepared in a format that considers both the business needs of the agency and the needs of the customer.  Proprietary formats (for example, SAS, SPSS, etc.) should only be used when the intended audience is known to have ready access to software that can handle the proprietary format.  

Rationale:  The public needs to be able to efficiently download data and materials from government web sites.

Implementation Guidance:  Raw data files provide the greatest flexibility for visitors and are generally preferred over proprietary formats that require specific commercial software.

g. Consistent Navigation.  Agencies must develop and implement consistent navigation schemes for their web sites to promote ease of use.

Rationale:  Consistent navigation makes agency web sites easier to use because visitors don’t have to learn a new navigation scheme on each new page. Visitors are more likely to get what they need from a site if they aren’t confused by changing navigation.

Implementation Guidance:  

· Common items that appear on every agency page should, if possible, be in the same location on each page and have the same appearance and wording. A navigation item that is shared by a group of pages (such as a set of pages on a single topic, or for a division of the agency) should also have the same location, appearance, and wording on each page. 
· Navigation items of the same type should also look and behave like each other. For example, if a set of pages on one topic has subtopic links in the left navigation bar, pages on other topics should also have subtopic links in the left navigation bar that look and behave the same way.

· If a particular set of web pages requires specialized navigation, you should apply that navigation to the largest possible logical grouping (such as a topic, an audience, or a complete organizational unit). The specialized navigation should be similar in appearance and behavior to your overall navigation scheme.

h. Accessing Information via a Search Engine.  Every agency web page must include (or link to) a search engine that allows visitors to search the content of the agency’s web site.  The search engine may be developed or purchased by the agency or may be a second-party service, such as the FirstGov search.  Agencies must set minimum service level standards for their search capabilities.   

Rationale:  Visitors expect to have a “search” available; it is a prime navigation tool that is popular with visitors of web sites.  Given the size of many government web sites and the depth and breadth of information made available through them, search functionality is critical.  Search engine standards are required under Section 207(f) of the EGov Act of 2002 http://frwebgate.access.gpo.gov/cg-bin/getdoc.cgi?dbname=107_cong_public_laws&docid=f:publ347.107.pdf
Implementation Guidance:  Agency web sites must include either a “Search” box or a link to a “Search” page from every page of the web site.  The search box or link must be entitled  “Search.”   Agencies may also provide focused searches to search within certain sets of information, databases, or applications.  Very small sites, typically narrow in scope and under 200 pages, may substitute a site map or A-Z index rather than implement a search engine.

Agencies must set minimum service level standards for their search capabilities.   At a minimum, a service level standard for any federal search facility includes information on:

· Search Facility Capability - What is the extent of search engine crawling and indexing? What types of documents are crawled and indexed? How often they are crawled and indexed?  

· Search Tips - What are the best ways to search your documents or collections?  Should visitors enter phrases or keywords?  What other hints can you give visitors?  
· Response Time - What is the expected search response time?  For example, 95% of searches get a result set returned within 5 seconds.  
· Optimized Search - How can customers use the search engine for more precise searching and browsing (that is "minimum chaff") or for recall (that is, "maximum wheat")?  For example, If you are searching for a specific marketing report, include the country name, the year, and the type of report:  Country Commercial Guide, 2004, Brazil.

i. Agency Web Sites Must Use Standard Metadata.  Web sites must include the following five metatags on all home pages and second-tier pages (one level below the home page): 

· Page Title, 

· Creator (in most cases, the agency name), 

· Language, 

· Publication Date, 

· Subject and Keywords

Rationale:   Metadata provides a standardized system to classify and label web resources. Meta tags improve search relevancy, let visitors know who created the information and when it was created, and allows information to be tracked and assembled government-wide.   
j. Notifying the Public about Major Changes:   When agency web sites undergo significant changes such as redesigns, domain name changes, or major navigational changes, the web site must provide information about the changes and give visitors as much help as possible with locating information in the new format.

Rationale:  Repeat visitors are familiar with a site’s navigation and appearance and will get confused if you don’t explain major changes.   All visitors need to know about changes to URLs that may affect bookmarks or other links to the site.

Implementation Guidance:  Agencies should explore various ways of informing their customers about major changes to their web site, both before and after changes have been made.  Base the way visitors are notified on the magnitude of site changes.  Include a notice on the home page informing visitors about the change, insert “redirect” notices when page destinations are changed, and explain changes on the “Help” page.

k. Ensuring Continuity of Operations and Access During Emergencies:   Every agency must have procedures to address what it will do with its web sites during disasters or emergencies. These procedures allow agencies to continue to do critical work during an emergency and provide the public with important information.  Web site plans should be documented in the agency’s Continuity of Operations plans. 

Rationale:   The public depends on federal web sites to get information and services and do business on a daily basis.  Agencies need to plan what services will be available even during an emergency.

4. TO PROMOTE SEAMLESS GOVERNMENT, FEDERAL AGENCIES MUST SEIZE OPPORTUNITIES TO SIMPLIFY AND UNIFY INFORMATION ACROSS THE GOVERNMENT.  Agencies must practice—and take advantage of—the principle that information and services are created once and used many times, through links.

a. Avoiding Duplication.  To minimize duplication and improve the public’s ability to locate accurate information across the array of government web sites, agency web sites must link to existing government-wide portal or specialized sites when applicable, rather than re-creating these resources themselves. 

Rationale:  Links to other government web sites or government-wide portals can supplement the information on an agency site.   Links to other government information can guide visitors to additional resources, to help them solve their problems and achieve their objectives.

Implementation Guidance:   

· Before creating new information, the agency must determine if that same – or similar – information already exists within their agency or on another federal web site.   

· When an agency web site provides information or services for which there is a corresponding government-wide portal or specialized site, the agency must link to the government-wide portal or site from its pages on that topic.

· When a government-wide portal or specialized web site is available on a subject that the public would expect to find on an agency’s site – but the agency does not provide that information – the agency must link to the government-wide portal or site in a logical and useful location.

· Agencies should not link to government-wide portals or specialized information unless they are related to the agency’s mission or function or might be perceived as being related.  Links that are in no way related to a web site’s content can be misleading and confusing.

· When content is the same or similar within agencies or across agencies, those agencies should consult with each other to find ways to share or coordinate content and to mitigate duplication.  

· As with all links, agencies must review links to content on other agency web sites or to portals and specialized web sites regularly to ensure they are current and accurate.

b. Web Pages Must Link Back to the Home Page:   To improve web site usability, every federal web page must link back to its home page.  

Rationale:   Readers need to be able to get to the web site’s front page to choose other paths.  This helps both those who get lost and others who jump deep into a site from a search engine or other source.  
Implementation Guidance:   Many people do not recognize that an agency's logo links to the home page.  If an agency uses only a graphical link, it must contain text indicating that it links to the home page.
c. Link to FirstGov.gov:   Every agency-level home page and major entry points must link to the FirstGov.gov home page (www.firstgov.gov).

Rationale:   FirstGov,gov serves as the "home page" for the entire U.S. government.  In the same way that links to a home page help people start browsing from a known location, this link will help people who aren't at the web site of the appropriate agency.  

Implementation Guidance:  The name "FirstGov" is short and well-known to government Web managers; however, many visitors are not familiar with that name.  Thus, the link must be either:  

· graphic link: an icon provided by FirstGov.gov with alt text "FirstGov: U.S. Government Web Portal"

· text link: "U.S. Government's Official Web Portal" (if it fits, use "FirstGov: the U.S. Government Web Portal"

5. AGENCIES MUST CONTINUE TO COMPLY WITH EXISTING FEDERAL LAWS, REGULATIONS AND POLICIES:  In addition to the particular actions discussed above, this guidance reiterates existing federal laws and regulations, general directives from previous Presidential and OMB memoranda, and other policies regarding federal agency web sites.  Agencies should continue to follow these requirements, as indicated. 

a. Privacy Policy:   
· OMB Memorandum 03-22, OMB Guidance for Implementing the Privacy Provisions of the E-Government Act of 2002 http://www.whitehouse.gov/omb/memoranda/m03-22.html
· Privacy Act of 1974  http://www.usdoj.gov/foia/privstat.htm
· OMB Circular A-130, App 1, http://www.whitehouse.gov/omb/circulars/a130/a130appendix_i.html
· COPPA  http://www.ftc.gov/ogc/coppa1.htm
· Egov Act of 2002, Section 207(f)(1)(B).  See http://frwebgate.access.gpo.gov/cgi-bin/getdoc.cgi?dbname=107_cong_public_laws&docid=f:publ347.107.pdf
b. Freedom of Information Act (FOIA): Agency web sites must have a page that includes certain content as required by the Freedom of Information Act (FOIA).  This page should include information about how the public can request information under the Act.  See http://www.usdoj.gov/04foia/foiastat.htm and DOJ guidance:  http://www.usdoj.gov/oip/foiapost/2003foiapost9.htm. 
c. Information Quality Guidelines:  Section 515 of the General Government and Treasury Appropriations Act of Fiscal Year 2001 (Public Law 106-554):  http://www.whitehouse.gov/omb/fedreg/reproducible2.pdf.   
d. Records Management:  Necessary policies and standards to implement the E-Government Act of 2002, Section 207(e), Public Access to Electronic Information, will be issued by December 2005.
e. Digital Rights Management:  When an agency web site uses or duplicates information available from the private sector as part of an information resource, product or service, the web site owner must ensure that the property rights of the private sector source are adequately protected. This includes protecting copyrighted works and trademarks. See the Digital Millennium Copyright Act  http://frwebgate.access.gpo.gov/cgi-bin/getdoc.cgi?dbname=105_cong_public_laws&docid=f:publ304.105.pdf
f. No Fear Act  Notification and Federal Employee Anti-discrimination and Retaliation of 2002 (No FEAR Act) Public Law No. 107-174) http://www.hhs.gov/eeo/no_fear_act_of_2001.html
g. Prohibition of Lobbying.  Agency web sites must not be used for direct or indirect lobbying in accordance with Title 18, Section 1913 of the U.S. Code. http://frwebgate.access.gpo.gov/cgi-bin/getdoc.cgi?dbname=browse_usc&docid=Cite:+18USC1913
h. Online Methods of Collecting Information :   Online methods of collecting information (forms, G. questionnaires, surveys, instructions and other types of collections of information) must continue to display a currently valid OMB approval number, and meet all other requirements of the Paperwork Reduction Act (PRA).  PRA http://www.archives.gov/federal_register/public_laws/paperwork_reduction_act/3501.html  OMB Regulations on the PRA   http://frwebgate.access.gpo.gov/cgi-bin/get-cfr.cgi?TITLE=5&PART=1320&SECTION=8&YEAR=2000&TYPE=TEXT
i. Categorization of Information:   Necessary policies and standards to implement the E-Government Act of 2002, Section 207(d), will be issued by December 2005.
RECOMMENDATIONS 

The Web Content Standards Working Group offers these additional recommendations: 

1. Create a Web Content Advisory Council:  The Working Group recommends that the ICGI/OMB establish a Federal Web Content Advisory Council to:

· Provide guidance and expertise to OMB about government-wide policies related to the content of federal web sites 

· Serve as a forum for reviewing existing policies and soliciting, proposing, and vetting additional web content policies that can make federal web sites even more citizen-centric and user-friendly;

· Manage the Web Content Managers’ Toolkit web site, being developed as a part of this effort;

The Working Group will elaborate on this proposal in its final report to the ICGI.

2. Incorporate implementation of these policies in the annual report required by the E-Gov Act.  The Working Group recommends that compliance with these policies, which emanate from the E-Gov Act, be incorporated in agencies’ annual report.  Further, the Group recommends that the name of the web content manager (that is, “web site editor-in-chief”) be supplied in that report.

3. Develop a process for reviewing requests for common links.  The Working Group recommends that some process be established for a central review of requests from individual agencies for common links on all federal web sites (for example, the No Fear Act link) to ensure those requests are consistent with federal web content policies and best practices and that links are added at the place(s) on the web sites that would be most useful to the public.   One approach could be to use the Web Content Advisory Council to review these requests.

NEXT STEPS

The Web Content Standards Working Group proposes to take the following next steps:

· Vetting:  The Group will spend the month of April informally vetting these proposed policies with a number of stakeholders.

· Exceptions:  The Group will do a standard-by-standard analysis to see if there are any obvious exceptions, for example, portals, certain military/security operations, and so forth.  In addition, the Group will review input from the vetting process to see if there are common exceptions that should be recognized/incorporated.

· Usability testing:  The Group will conduct usability testing of the policies (both wording and categorization) among web content managers and testing of common language terms and common content placement, with citizens.  

· Implementation guidance, best practices, and references:  The Group is working on compiling more extensive implementation guidance, best practices, and references for each policy and creating “mock-ups” or examples implementing the policies (for example, Contact Us, About Us, Important Notices, etc.), as guidance for web content managers. 

· Web site/toolkit:  The Group will develop a Web Content Managers Toolkit web site to include the policies, with rationale, implementation on guidance, best practices, and reference materials and other tools for web content managers.  They also will develop a style guide/publication standards to go along with the toolkit, to ensure that the web site will be managed consistently over time.

· Web Content Managers Workshop:  The Group hopes to organize a 1-day workshop for Web Content managers to discuss these policies and how to implement them.  They also will showcase the web site Toolkit.

· Implementation:  Finally, the Group will discuss the policies – item by item – after the vetting process and make recommendations for implementing them.

QUESTIONS AND COMMENTS

Send questions and comments about these proposed web content policies to Candi Harrison (Candis_B._Harrison@hud.gov) and Sheila Campbell (Sheila.Campbell@gsa.gov).

Attachment A:          Definitions 

· Document:  A web page that contains only static content.  

· Homepage: The page that serves as the front door of your web site. Every web site has a homepage. No web site has more than one homepage.  

· Web page:   All the content viewed through a web browser, including text, images, sounds, and video, at a single unique URL on the World Wide Web.  It may be static, dynamic, or a form.

· Web site:   A Web site is a collection of related web pages and applications that are intended by the publisher (site owner) to be a single site. It has a common home page and may have other elements in common such as navigation or branding.

· Major Entry Point:  Major entry points are pages that are frequently accessed directly by the public, without first visiting other pages in a web site. Major entry points include:

· A site's homepage;

· The root of the level right below the homepage (for example, http://www.whitehouse.gov/omb/ and http://www.whitehouse.gov/news/);
· The pages submitted in response to the Department of Justice Bi-Annual Survey for the Review of Agency Implementation of Section 508 of the Rehabilitation Act of 1973; and

· Any other page that site statistics indicate are most often visited, bookmarked, or linked to by site visitors.

· Federal Agency (from the U.S. code): the term "agency" means any “executive department, military department, Government corporation, Government controlled corporation, or other establishment in the executive branch of the Government (including the Executive Office of the President), or any independent regulatory agency, but does not include: 

· the General Accounting Office; 

· the governments of the District of Columbia and of the territories and possessions of the United States, and their various subdivisions; or 

· Government-owned contractor-operated facilities, including laboratories engaged in national defense research and production activities;"

· Cross-agency portal: Cross-agency portals are gateways that bring together federal information and services from multiple agencies about a particular topic or for a particular customer group (from FirstGov)

· Visitor:   A member of the general public who visits a federal government web site. The working group agreed to use “visitor” instead of “user” or “citizen” throughout the Standards/Guidelines.
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