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     Department Content Worksheet

Client: Ellis County, TX
Return Department Worksheet by: 3/28/08
City of Ennis 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: __________________Teral Crawford_________________________________

Position: ______IT Director - Ellis County___________________________________________

Best time to contact: __M- F 8 - 5_____________________________________

Phone: __________972-825-5018__________________

Email: ______teral.crawford@co.ellis.tx.us_______________________

	Department Information – Information for “Our Cities” link on homepage

	Department Name: 
	Ennis

	Department Head or Main Contact and Title:
	Russell Thomas, Mayor At-Large

	Physical Address:
	115 W. BROWN 
ENNIS, TEXAS 75119

	Mailing Address (if different):
	

	Phone:
	(972) 875-4457

	Additional Phone:
	

	Fax:
	

	TDD/TTY:
	

	E-mail:
	

	Hours of Operation:
	

	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.
	The City of Ennis is located on Interstate Highway 45 just 30 minutes south of downtown Dallas. 

Ennis is built on "Texas Tradition"... the wild west, railroading and bluebonnets... and we are so much more. 

Ennis is the preferred residential and business development site in the Southern Tier of the Dallas/Fort Worth Metroplex, and for good reason.... 

Family:

Ennis boasts award winning public schools and excellent private schools ranging from Pre-K to 12th grade. Ennis High School has been named among the top 96 American High Schools and among the top nine High Schools in Texas! All Ennis elementary schools are currently rated "Exemplary" by the Texas Education Agency (TEA).

Career:

The City of Ennis is an excellent place to find employment. With a commitment to continued economic development, the City of Ennis has recruited over $506.6 million in industrial development projects and created over 1,984 new jobs in the last eight years.

Fun:

Downtown Ennis is a vital area with numerous shops, boutiques and eateries lining the antique red brick streets of this beautiful National Register Historic District.

If you are looking for outdoor activities, the City of Ennis has over 150 acres of city parks, three lakes, two 18 hole golf courses, and fourteen tennis courts.

We invite you to come and see why Ennis is a great fit for you!



	Board Information (if any):
	

	Description/Purpose/Responsibilities:
	

	Meetings, when and where:
	

	Board Members:
	

	Supporting Information

	Please list your documents or forms that are frequently requested by your customers*:
	

	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:
	

	
Response 1:
	

	Question 2:
	

	
Response 2:
	

	Question 3:
	

	
Response 3:
	


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

	
	

	
	

	
	

	
	


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 Ellis County website.

	Link Name
	Address or Link Identification

	City of Ennis
	http://www.ennis-texas.com/


	
	

	
	

	
	


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?)

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

	
	

	
	

	
	


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
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


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:

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.  
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