i United States Department of Agriculture
Grain Inspection, Packers and Stockyards Administration

Directive 3210.1 9/7/99

Development and Maintenance of GIPSA Web Sites

PURPOSE

This directive establishes Grain Inspection, Packers and Stockyards Administration
policy for developing, maintaining, and improving the Agency'’s external and iriternal
Internet sites.

REPLACEMENT HIGHLIGHTS

This directive dissolves the GIPSA “Web Team,” a working group created in 1996 to
“develop a GIPSA home page that is informative, customer-friendly, and that provides a
structure that encourages and supports future growth.”

AUTHORITIES

Departmental Regulation 3430-1, "Home Page Development and Maintenance,” dated
August 10, 1995 (www.hgnet.usda.gov/intranet/docs/hppolicy.htm).

USDA Guidance for the Production of a Home Page
(www_.hgnet.usda.gov/intranet/docs/hpguide.htm).

DEFINITIONS

Internal Web Site. The "inGIPSA" Web site provides GIPSA efnployees with relevant
professional, personal, and technical information.

External Web Site. The GIPSA public Internet site educates all interested audiences,
including American agriculture, the Congress, academia, and the public about the Agency
and its services, programs, policies.

GIPSA Webmaster. An individual designated responsibility by the Administrator (and/or
his/her designee) for the overall quality, maintenance, and improvement of the GIPSA
web sites, and for ensuring GIPSA’s continuing professional presence on the Internet.
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Web Monitor. An individual designated responsibility by a specified organizational unit
for ensuring the currency and correctness of their respective unit’s program content on the
internal and external Web sites. This is a collateral-duty assignment.

POLICY

It is GIPSA’s policy to maintain, in accordance with Departmental regulations and
guidance, internal and external web sites that are customer-friendly; correct and current in
content; professional in appearance; and of value to the audiences who use them.

GIPSA's web sites are informational tools with wide-ranging audiences. The external site,
in particular, more than any other single publication or document, represents GIPSA to
our employees, our local, national, and international customers, and the world. It is
imperative that GIPSA presents an error-free, current, and informative site to these
diverse audiences. The quality of GIPSA's web sites reflects on every GIPSA employee”
and on USDA and the Federal government as a whole.

DEVELOPMENT

The GIPSA Webmaster must approve all additions, improvements, and changes to the
structure or appearance of the Agency’s web sites. The Webmaster is ultimately
responsible for the professional presentation of correct information on the Agency's
internal and external web sites.

CONTENT

Senior managers are responsible for ensuring that their staffs provide current and
complete content related to their programs and policies for both the internal and external
web sites. ’

Each division and other organizational units, as specified by the Deputy Administrators
for each GIPSA program area, shall designate a collateral-duty Web Monitor. This
individual is responsible for regularly reviewing the information originating in their
respective unit, ensuring that it is current and correct, and providing new and updated
information for posting to the site(s) in a timely manner. This individual is responsible
solely for content, and not for technical support.

All content submitted for posting on the Agency's Web site(s) must be cleared via
appropriate established requirements within the originating unit.
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Organizational units are responsible for preparing materials for posting on the Internet in
the appropriate format (e.g., HTML, PDF, etc.). Consultation with the Webmaster is
encouraged in determining appropriate formatting. Units may accomplish document
preparation and formatting at their discretion, e.g., by using available resources, training
staff, etc.

8. QUALITY CONTROL

- The GIPSA Webmaster is responsible for ensuring the overall quality (including content,
appearance, and structure) of the Agency’s internal and external Web sites. This includes
identifying and applying appropriate technology to enhance the operation of the sites. All
materials prepared for the sites, requested structural changes, or additions to the sites
must be cleared by the Webmaster prior to posting.

9. POSTING TO THE WEB SITES

Posting rights and access to the servers housing the internal and external sites are limited
to the Webmaster and those delegated such authority by the Webmaster.
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