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1.  Introduction: 
      The objective of this SOP is to make the upkeep of the website easier and more efficient for Webmasters. It (the SOP) is by no means to be meant as an inflexible rule and should be used as a loose guideline only. It will define the position, appointment, and duties of the Webmaster as well as obtaining and keeping of the domain name www.iadvlkarnataka.org   and the hosting of the same and lastly the maintenance of the website itself.  
 
2. Webmaster:  
a. Appointment:  The webmaster shall be appointed by the Executive committee of IADVL KARNATAKA branch at its inception and will serve for a period of one year or till a new webmaster or the current webmaster tenders his or her resignation/retires.  It will also be the duty of the Web master to periodically update above all matters as sent by Secretary. 
 
 
b. Duties:   
Building, maintenance, and/or updating to the website will be made by the Webmaster or his/her appointed assistants in association with website engineer Mr Sunil Sharma. The webmaster should have a basic working knowledge of HTML (hypertext markup language) and if possible keep up with the latest methods of webpage building. 
(1) All efforts should be made to protect the integrity and security of the website and members. 
(2) Members area of the website should be password protected using .pdf files (which can be pass worded) or other methods. Currently there is a ‘password’ page which directs the user to the ‘Members Area’. This ‘Member’s Area’ can only be accessed through the password page except by the webmaster. Keeping the User ID and Password simple will keep down confusion with members on accessing the ‘Member’s Area’. The Webmaster, Asst. Webmaster, and the Hon. General Secretary will keep the User ID. The Webmaster will make available to President the User ID and Password if needed.  
(3) Copyright materials, text, pictures, graphics, etc. should be avoided unless permission is obtained in writing or via email from the copyright holder. Graphics or pictures should be kept to a minimum to allow for faster page loading.   
(4) To generate revenue to the association through advertisement by encouraging pharma companies. 
(5). Update periodically on priority basis the activities of the association. There will be special sites for conference meetings etc
 3.  Website: 
a. Domain name:  www.iadvlkarnataka.org  has been approved and obtained for a period of one years. The domain name,  www.iadvlkarnataka.org, was purchased from service provider: satin hosting pvt. ltd on 23/02/2010 and again renewed on23/02/2013  and will expire on 22/02/2014. 
b. Hosting: The website of www.iadvlkarnataka.org is being hosted with 500MB, windows, at the cost of Rs.________. Currently all maintenance to the website will be made by Beyondrays, Bangalore annually and maintenance charges of Rs.--------- will be paid by the association on or before 22nd feb.  
c. Maintenance: Periodic maintenance is needed to keep the site current and up to date. When new officers or staff is added or deleted then the webmaster will make the required changes through Maintenance engineer Mr Sunil Sharma of Beyondrays . Links (to other sites) are to be kept to a minimum and should be checked frequently to assure validity. 
4. Summary: 
 It is the purpose of this S.O.P. to give general directions only, for the appointment of the Webmaster, establishment, and upkeep of the website of the IADVL Karnataka branch. As always, everything should be with the concurrence of the EC committee. 
