New Content Management- GoBroomeCounty.com

Overview

Content that is posted on gobroomecounty.com should pertain only to the business conducted by each department.  With content management software, each Department is responsible for managing its own data on its Department’s web page.  Department web pages should contain current information and be updated regularly. Images can be added to department banners but, the layout must remain consistent with gobroomecounty.com 
Do not use the web page to post internal photos or anything that does not have to do with providing information to the public.  If the photo is relevant and appropriate, then by all means use it.  Social photos of internal gatherings or candid photos of employees working should not be posted. 
When posting new content, be sure to review all information before posting to ensure that it is accurate, concise and grammatically correct.  With this new tool, Departments have more control over the information on each department’s page. 

Gobroomecounty.con provides our departments with more flexibility and a more efficient method of communicating with members of the public.  This is an informational tool about your department’s functions and the services you provide. Eventually, it will make your job easier and make the public’s ability to gain access to information easier as well. 
Please take advantage and use the county website.  Take ownership of your page and as a result www.gobroomecounty.com will become a more effective way for all of us to communicate with each other and with the general public.
As we move forward, new issues are bound to come up.  Please communicate with us about issues or concerns you may have.  We will try to incorporate those concerns going forward. 
Department Web Pages
· The general, look, feel and structure of our website needs to remain the same 

· The header, footer, left and right sides of our website need to remain the same 
· Headers can be designed with graphics that represent the department 
· All new information posted on the website will appear in the current colors, text size and text font used when posting new items
What can be changed on our website?
· Pictures and graphics can be added but should be of reasonable size/purpose within the body section of the page text.
·  Pictures to be used with news releases should be 200x150 pixels.
· Please use formatting appropriately such as Italics and bold 
· We can change the way tabs (links) are organized and categorized on the left side of the page of our website. For example, we can categorize certain tabs, so people can click on one topic or service and then a list with further information will appear. 

What additions can we make to strengthen our website?
· You can add more interactive documents, such as applications, that can be downloaded and completed before a person comes into the office. Also, you can add more forms to your page. they will also appear in the “Broome Online” box as well, which will provide people with many ways to access important forms. 
· You can add “summary pages” that provide condensed information to people outside of the full text.  

· We have added many different links to our website. When adding new links consider: 

· Is the link established and going to still exist a year from now? 

· If a link or organization is federally or state funded, it is pretty much deemed as acceptable to use. 

· We can add national links and advocacy links. 

· We cannot add links that promote a position on a political or controversial issue. 

· Materials or literature that is distributed to the public (brochures for example) should be on your department page. 

· Include definition and acronym pages that define terms and explain acronyms. 

· Include frequently asked question (FAQ) sheets for each section or program. 
How do I post a news Item to the Homepage?

· News items posted on your Department webpage that you would like to also appear on the homepage should be emailed to the communications director in the County Executive’s office for posting. (Leigh Ann Scheider lscheider@co.broome.ny.us) 

· You should include any relevant information/directions/captions/ media with the release (i.e. length of time on homepage)  
