Use this form to have your Department or Committee included on the web site.

The initial release of the new Southampton web site will be ready in the next few weeks and we are hoping to include information from each of the Departments and Committees on the initial pages.  Please complete the quick survey below, save it on your computer with a new name, and then email it to   webmaster@southampton.ma.us as soon as possible.

Some of the questions below are obvious, I know, but we want to be sure that this information comes from you.  If a certain question is not applicable to your group, please answer that it isn’t applicable you to (most departments don’t have their own web site, for instance).  If you have forms that you would like to have available on the site, please let us know on this form and then email the forms to me at the address above.  We can convert Word documents to a web format (PDF) for you if you don’t have them that way.

Typed responses into this Word document are greatly appreciated.

Enter as much information into these forms as needed and add information not requested if you want to – there is a request for suggestions at the end of the form as well.

	Questions
	Responses

	Department/Committee Name
	

	Office Address
	

	Mailing Address
	

	Phone Number
	

	Fax Number
	

	Email address(es)


	

	Department Manager or Committee Members

(Committees, please add titles as well – Chair, Vice-Chair and etc.)
	


	Office Hours
	

	Regular Meeting Time
	

	Meeting Location
	

	Introductory paragraph(s)

(describe your department or committee in a few sentences or paragraphs – this may come from your Town Meeting report)


	

	Web site address
	

	Forms

(please list the forms you would like to have available to the public on the site)


	


	Links of Interest

(Please paste links from web sites of interest that you might direct the public to for information.  Use the format given in the example to the right with a “title” and then the actual link.  The title you submit will be displayed on your page as defined.) 
	

	Do you keep formal minutes?
	Yes/No

	For future reference, would you be willing to provide those regularly so they can be posted to the site?
	Yes/No

	Please list any suggestions you may have for making the Southampton web site more useful to your customers.
	


Thanks.

