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Documentation:
Creation
· Read only documents – tool of choice but publish in PDF format for document and JPG for pictures, fliers, etc.
· Editable documents – since Microsoft is the prevalent technology that software is the preferred format
·  MS Word  - for text like documents
· Excel for charts and spreadsheets
· JPG for fliers, pictures etc. 
· Software no older than two/three versions old.
· Version control on the document should be noted on the first page of the document in the lower right-hand corner in the format:    ex: Revision date:  October. 22, 2021
· All documents shall be kept in a simple format to avoid maintenance nightmares. 
· Avoid tables within tables, embedded text, text boxes etc. 
Updates 
· The owner/author shall be noted in the document either as an update page at the end of the document or as a notation after rev number.
· The files noted below will be updated by the author and a copy of the PDF file and editable file sent to the web master for publication
· The web master will enforce the use of rev number and author for those documents published on the web site.
· Frequency - the documents shall be updated as needed but recommend that web page updates occur no more than once a month 
Storage
· The web master will provide two locations on the Florida State web site for all files
· Florida State Board members
· Editable files 
· Access only to Florida State Board members as designated by the State President
· The password will be changed each year after transition of the State officers 
· Florida State Members   
· read only files in PDF or JPG format
· Access to all Florida State members
· Files to Store: in both editable and non-editable formats, except as noted below
· Yearbook 
· Rosters
· *Certificate of good standing – PDF in Members area only
· Best Practices Document
· Awards
· By laws
· Standing Rules
Ownership
· Recommend noting the ownership of information/forms etc. used by the chapter, state, SERC and IC.  Somehow note who has the responsibility for documents used and their creation or updates. (Either name, title or entity) see Update history page at the end of this document.



Communication:
· Written documentation creation/updates :
· Authors shall notify the Web master when documentation has been created or updated and provide both the PDF and editable copies for publication
· Authors shall CC the Florida State president, board members and secretaries on this message as a courtesy
· Once the documents have been published the web master will reply to all persons on the original distribution list of the submission
· Other forms of communication:
· Meetings – ex. Zoom
· Text message
· e-mail
Establishing an alias for officer email. 
Rather than changing the e-mail address for each officer, create an alias so that everyone always uses the same address to send information:

Ex: corresponding-secretary@gmail.com  would have an alias that gets changed each year to reflect the new corresponding secretary but everyone always sends their report to the same address. 
 
Here's how to create an email alias in G-mail:
In Gmail, go to settings -> Accounts and Import and click Add another email address. This will pop up a new small window where you will enter in the details of the alias. Enter the name you want recipients to view and the address of the alias. Make sure the "Treat as an alias" box is checked.

Here's how to create an email alias in Outlook:
1. Go to the website and sign into your account.
2. Click the gear icon to show Settings.
3. Click View all Outlook settings.
4. Choose Mail → Sync email.
5. Click Manage or choose a primary alias.
6. Click 'Add email' under the Account alias section and follow the prompts.
Suggestions for creating more secure passwords:
1. Minimum of 8 characters
2. At least one capital 
3. At least 1 special character
4. Avoid the use of obvious words ex. “password”
5. Replace letters with symbols or numbers like #, 0, 1, !,#                                                              
ex:   MerryChristmas -> m3rryXmAs!
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