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     Department Content Worksheet

Client: Cedar City, UT
Return Department Worksheet by: Friday, April 11,2008
Public Works Department Content Worksheet

Department Questionnaire

Please fill out the following pages for each Department, including any governing board or entity.  

· The Department Information section is used to populate the department/division main entry page. 
· The Supporting Information section is intended for brainstorming and gathering ideas for information to provide to residents and website visitors.
· The Navigation & Content Planning section helps you decide how your pages will be laid out, and tells CivicPlus where to find the information.
IMPORTANT NOTE
CivicPlus may not complete all content sent to us. Our priorities are based on the following items:

· CivicPlus first develops content for upper-level navigation pages. Lower levels are developed within the constraints of contracted amount, at the direction of your Web Committee or Main Point of Contact.
· Uploaded documents and module items are counted towards the contracted number of pages

· CivicPlus will complete content in this order:

1. Center section text and/or graphics 

2. Upload documents (Document Center & Archive Modules)

3. Create links (external or internal)

4. Fill in modules, (FAQs, Newsflash, Notify Me, etc) until we reach the contracted amount of pages. 

· Any content remaining after the contracted amount of pages has been reached may be the completed by the client or by CivicPlus for an additional fee.  

Whom should CivicPlus contact with questions about this worksheet?

Name: Jessica Brown

Position: Public Works Executive Secretary
Best time to contact: Between 7:30 AM to 4:30 PM (mountain time)
Phone: 435-586-2912 (press 300 when recording comes on)
Email: jessicah@cedarcity.org
	Department Information

	Department Name: 
	Public Works Department

	Department Head or Main Contact and Title:
	Rick Holman, Public Works Director

	Physical Address:
	716 N. Airport Rd., Cedar City, UT 84720

	Mailing Address (if different):
	same

	Phone:
	435-586-2912

	Additional Phone:
	

	Fax:
	435-865-6497

	TDD/TTY:
	

	E-mail:
	

	Hours of Operation:
	7:30 AM to 4:30 PM (mountain time)

	Description and/or services you provide for your main entry page.
Example: 

The Parks and Recreation Department is committed to enriching the quality of life through exceptional programs, parks and facilities while preserving the community’s natural environment for the enjoyment of current and future citizens.

 

We operate the City’s recreational and athletic programs. We maintain 9 City-owned parks including; A Swimming Pool, A Cemetery, Sports Facilities, Rental Facilities, Chandor Gardens, Public Market, First Monday Trade Days, Responsible for the maintenance of 300 acres of parkland.
	To provide Cedar City and the surrounding community with public amenities and services to enhance the quality of life.  In order to accomplish this, our employees are committed to efficient, safe, responsive and courteous service.



	Board Information (if any):
	

	Description/Purpose/Responsibilities:
	Public Works encompasses the Fleet Division, Street & Storm Drain Division, Solid Waste Division, Water Division, Wastewater Division, Airport and CATS.

	Meetings, when and where:
	

	Board Members:
	

	Supporting Information

	Please list your documents or forms that are frequently requested by your customers*:
	Road Excavation Permit; Street Occupancy Permit.

	What reports, newsletters or bulletins do you publish, and when?
	

	Special Programs/Services:
	

	Volunteer opportunities:
	


*Please include location of documents/forms or send in with this Worksheet.

	Please list some FAQs* (frequently asked questions) your department handles:

	Question 1:
	What operations belong to the Public Works Department?

	
Response 1:
	Public Works encompasses the Fleet Division, Street & Storm Drain Division, Solid Waste Division, Water Division, Wastewater Division, Airport and CATS.

	Question 2:
	What do I need to do to perform excavation in my roadway?

	
Response 2:
	In order to perform excavation in the City street right-of-way (sidewalk, curb and gutter, or street) you will need to obtain a road excavation permit from our Public Works Secretary at 435-586-2912.

	Question 3:
	Who do I call if a street light is out?

	
Response 3:
	The Public Works Department and Rocky Mountain Power share the responsibility of repairing the city street lights. Call the Public Works Secretary at 435-586-2912 and she will direct your concern to the appropriate person(s).


*You will have access to add FAQs as you wish, these are to get the module started.
DECISIONS TO BE MADE

1. The Feature Column will be turned on for your department’s main entry page. Do you want a feature column on any other pages within your section? (Feature Column has Calendar, FAQs, News Flash, Quick Links and/or Opinion Poll, depending upon your approved design.

	Page Name
	What items would you like in is in Feature Column (Calendar, FAQs or both)

	Public Works FAQs
	Public Works Department FAQs

	Public Works Calendar
	Calendar of Public Works scheduled maintenance.

	
	

	
	


2. Does my department need any quick links?
Quick Links:

Quick Links are the top 4-5 items or pages that someone visiting your section is most likely looking for and can be constant throughout your section or unique to any pages you select.  These can be links to outside websites, commonly requested documents, pages within your section or other pages on the Cedar City Corporation website.

	Link Name
	Address or Link Identification

	Questar Gas
	www.questar.com

	Qwest Communications
	www.qwest.com

	Pay Your Utilities
	www.xpressbillpay.com

	Iron County
	www.ironcounty.net


3. Does my department need any email lists created?

	Email Lists:     

	List Name:
	Description

	
	

	
	

	
	


4. How much information will my department put in the staff directory?
(Department contact only? Department Head only? All staff?)

Department Head – Rick Holman, Public Works Director
Administration – Jessica Brown, Executive Secretary
5. Does my department need any Redirects*?
*A redirect is a specific web page address given as a shortcut to a particular page within your website.  

Example:

Instead of a web user having to type in www.city.us/asp?nid=6 to reach the Finance Dept. page, they would type the redirect address www.city.us./finance.  

Redirects are useful when on the phone with a resident, on business cards, flyers, etc.

	Redirects:     

	Redirect Name
	Page Description

	/publicworks
	Public Works Department 

	
	

	
	


Navigation and Content Planning

Plan the navigation and content for your department(s) and divisions below. 

· Use the Level columns for the name of the page/navigation 

· Use the Notes column to identify the type of information and where to find it

· Feel free to manipulate the table as needed to convey what you want, i.e., add columns, new sections, etc., but don’t forget to tell us where to find the information!

Sample Layout
Department/Division Name: Water Department

	Navigation & Page Name
	
	Type
	Source

	Level 1
	Level 2
	Level 3
	Level 4
	
	

	Water Department
	
	
	
	Content
	Department Worksheet 

	
	Water Division
	
	
	Content
	Attached page 1

	
	
	Billing 
	
	Link
	Link to billing in finance department

	
	
	Delivery System
	
	Content
	Attached page 2

	
	
	Water Treatment
	
	Content
	Use information from current site

	
	
	
	Conservation Tips
	Link
	www.savewater.gov

	
	
	
	Treatment Plants
	Document
	Pdf map – from current site

	
	
	
	Wells
	Document
	Pdf map -- attached

	
	
	
	Water Quality Report
	Document
	Pdf report – from current site

	
	Wastewater Division
	
	
	Content
	Attached page 3

	
	
	Area Storm-water Consortium
	
	Link
	Link to www.areastormwater.com

	
	
	Know What to Wash
	
	Document
	Pdf -- attached


Department/Division Name: 

	Navigation & Page Name
	
	Type
	Source

	Level 1
	Level 2
	Level 3
	Level 4
	
	

	Public Works Department
	
	
	
	Content
	Department Worksheet

	
	Divisions
	
	
	Link
	Link to division pages within Public Works

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


CivicPlus may not complete all content sent to us. Our priorities are based on the following items:

· CivicPlus first develops content for upper-level navigation pages. Lower levels are developed within the constraints of contracted amount, at the direction of your Web Committee or Main Point of Contact.

· Uploaded documents and module items are counted towards the contracted number of pages

· CivicPlus will complete content in this order:

5. Center section text and/or graphics 

6. Upload documents (Document Center & Archive Modules)

7. Create links (external or internal)

8. Fill in modules, (FAQs, Newsflash, Notify Me, etc) until we reach the contracted amount of pages. 

· Any content remaining after the contracted amount of pages has been reached may be the completed by the client or by CivicPlus for an additional fee.  

Public Works Department recommended navigation.
Public Works Department has only one page.

IMPORTANT NOTE
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