UIS Website Project – Guidelines for Department Content Preparation
SITE MAP FOR DEPARTMENT: ______________________________________                                                
Prepare text files for the content for your website. Then, complete this form. In the far left column put the file name of the Web page. In the second column, put the word or phrase that will appear in the menu. In the third column, put the name of the content file you prepared (so we will know what goes where.) Put relevant comments in the far right column when necessary.


	CATEGORY AND FILE NAME OF WEB PAGE
	MENU (LINK) NAME
	NAME OF CONTENT FILE
	

	
	
	
	

	Meta Tags
	N/A (code only)
	
	We need a 25-word description of the program and a list of 25 keywords appropriate to the program.

	
	
	
	

	About
	
	
	

	index.html
	About the program
	
	

	
	
	
	

	staff.html
	Staff
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Contact
	
	
	

	contact.html 
	Contact
	
	


	
	
	
	

	CATEGORY AND FILE NAME OF WEB PAGE
	MENU (LINK) NAME
	NAME OF CONTENT FILE
	

	
	
	
	

	Link Category 1
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	
	
	
	


	
	
	
	



	CATEGORY AND FILE NAME OF WEB PAGE
	MENU (LINK) NAME
	NAME OF CONTENT FILE
	

	
	
	
	

	Link Category 2
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	CATEGORY AND FILE NAME OF WEB PAGE
	MENU (LINK) NAME
	NAME OF CONTENT FILE
	

	
	
	
	

	Link Category 3
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	

	(your link)
	
	
	



	
	NAME OF CONTENT FILE
	
	

	HOME PAGE
Content for left side

	
	
	

	
	
	
	

	
	
	
	

	HOME PAGE 
Links for middle column and URLs for the links

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	 



	
	
	

	HOME PAGE 
Department Phone, Location, and Hours for right side
	
	
	

	

	
	
	

	
	
	
	

	At least 5 good photos * or images for the pages of the major Link Categories.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Head shots of each staff member.
	
	Name the fac/staff photos with the last name of the person.
	



	

	
	
	

	

	
	
	


* Photo Ideas: People who are doing something make for more interesting pictures than people just posing for the camera. Try to get photos of people in your department in the act of providing services offered by your department.
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