4 May 1998

JDIM-ZA

MEMORANDUM FOR PRINCIPAL OFFICIALS OF HQDA,

                                          ATTN:  EXCUTIVE OFFICERS AND INFORMATION

                                                        MANAGEMENT OFFICERS 

SUBJECT: HQDA IMCEN Internet Services Procedures --- IMCEN LOI # 3-98

1.  References.
     a.  Office of the Secretary of Defense (OSD) Policy, dated 18 July 1997, Establishing and Maintaining a Publicly Accessible Department of Defense WEB Information Service.

     b.  DOD Instruction 5230.29, Security and Policy Review of DoD Information for Public Release, 6 May 1996, ASD(PA).

     c.  Joint Technical Architecture - Army (JTA-A) Version 5.0, 11 September 1997.

2.  Purpose.  This Letter of Instruction (LOI) provides operational guidance on the use of   HQDA IMCEN Internet Services. 

3.  Scope.  This LOI provides HQDA Enterprise-level Internet Service policy and procedural guidance that applies to all HQDA organizations that are the proponent for the creation of publicly accessible web information services and other publicly accessible services using the Internet.  This document may be used in conjunction with related OSD and Defense Information Systems Agency (DISA) documents.

4.  Definitions.

     a. Internet.  The loosely connected worldwide collection of computer systems that uses a common set of communications standards to send and receive electronic information.

     b. World Wide Web or web.  The subset of the Internet capable of providing the public with user-friendly graphics-based multi-media access to information on the Internet. It is the most popular means for storing and linking Internet-based information in all multi-media formats. Navigation is accomplished through a set of linked documents that may reside on the same computer or on computers located almost anywhere else in the world.
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     c. Web Information Service.  A collection of web documents related to a common subject or set of subjects, including the "home page" and the linked subordinate information.

     d. Web site.  The physical location of the computer where web documents reside. This term is also commonly used to refer to a web information service.

     e. Home page.  The index or introductory document for a web information service. 

     f. DefenseLINK.  The name of the official publicly accessible web information service for the Department of Defense (DOD).  DefenseLINK provides the official single point of access to all DOD information on the World Wide Web, and establishes a means to ensure that the information is readily accessible, properly cleared and released, accurate, consistent, appropriate and timely. When referencing DefenseLINK, the name should be shown exactly as indicated here, with small letters and CAPS.  Graphic files of the logo are available by clicking on the Pentagon on the DefenseLINK home page.

     g.  Content Manager.  The official appointed by an organization to provide the

information (as well as future updates) for the organization web site. 

5.  Procedures.  

     a.  Requests for IMCEN World Wide Web services will be submitted in accordance with procedures provided on the HQDA Web site at http://www.hqda.army.mil/imcenweb/webserv.htm as outlined below:

     (1)  Select Obtaining Web Services from HQDA 

     (2)  Read these general information links: 

· What IMCEN Web Services can do for you! 

· Services Available from IMCEN 

     (3)  Read the Applicable Policy documents. 

     (4)  Register at the IMCEN Web Services Site.  Upon registration, an e-mail is sent to the Web services team.  The Web services team will verify the registration and grant access to the forms required to request IMCEN Web services.  
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Examples of the following IMCEN Web Services request forms are attached at Appendix A:

· Internet Services Agreement

· New Internet Service Request

· Internet Services Change Request

· Internet Services Information

     (5)  An IMCEN e-mail notification will confirm granting of  access to the IMCEN  Web Services site. Complete the Internet Services Agreement Form by following these steps: 

· Login 

· Click “Internet Services Agreement”.

· Read the page and click “Goto the Internet Services Agreement”.

· Complete the Internet Services Agreement form according to the instructions. 

· Complete the New Internet Services Request form. 

     (6)  IMCEN will analyze the customer request and schedule a meeting to discuss the 

requirement. 

     (7)  IMCEN will develop a project plan that will include a technical approach, a  conceptual design, a cost estimate, and an estimated schedule of completion. 

     (8)  The requesting organization approves the project plan. 

     (9)  IMCEN will determine and approve the project funding strategy.  Customer agencies with their own funds will authorize funding approval and coordinate with IMCEN (JDIM-RM)  for authorization or transfer of funds.  IMCEN (JDIM-CS-RAD) will authorize funding approval for customer agencies with funding centralized under IMCEN.

     (10)  Designated participants implement the plan. 

     (11)  The customer organization accepts the site and begin content management activities.

     b.  All HQDA IMCEN web customers utilizing the IMCEN servers for publicly accessible web information services are responsible for ensuring that adequate procedures are in place to provide:

     (1)  Management oversight and regular functional review of the service.
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     (2)  Validation of the accuracy, consistency, appropriateness, and timeliness of all information placed on the IMCEN server.

     (3)  Validation that all information placed on publicly accessible web information services are properly cleared and released.

     (4)  Adequate funding, equipment, staffing and training necessary to develop and maintain the service. 

4.  Responsibilities.  

a.  IMCEN will:

     (1)  Provide and maintain the necessary hardware, software, and network

connection to host your web site.

     (2)  Provide 7x24 site availability with scheduled downtime for maintenance.

     (3)  Solicit customer comments when any proposed change in policy or requirements            impact your site or the IMCEN web services provided.

     (4)   Notify customer when changes have been approved and/or if a mandatory compliance date is established. 

     b.  The IMCEN Web master will:

     (1)  Maintain operational integrity and security of the computer network 

supporting the web service.

     (2)  Register the web service with the Government Information Locator Service

(GILS).

     c.  HQDA Customer will:

     (1)  Appoint a Web Site Content Manager.

     (2)  Manage all of the Web Site Content.
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     d.  Content Manager will:

     (1)  Read and agree to the DOD Web Policy. 

     (2)  Comply with the 12 Content Management Requirements posted on the HQDA

Web Server.

                                                    //signed//

Attachment                                       Michael L. Selves

Director

                                        Information Management Support Center
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