Web tasks for Westwood site

22 February 2011

Weekly:

· Update Services on home page

· Update Services page

· Copy previous service to past services page

Bi-weekly:

· Change upcoming events on home page (middle and side bar)

· Change upcoming events on Upcoming activities page

Monthly:

· Post next month’s services and announcements

· Newsletter: add new, archive previous

· Calendar: add new, archive previous

· Upload new sound files to the audio archive

Less frequent:

· Post Programs for Newcomers

· Upload new documents and forms

· Post Chalice Circle invitations

· Update other content on request

· Post new photos of events after getting permission from people in the photos

Once a year:

· Post Solstice publicity

· Update Stewardship campaign

· Update board members

· Update committees

· Update email aliases (with Emergence support)
· Create new archives for services, newsletter and calendar

· Update site map

· Check all content whether it is still relevant

