Appendix B

MLA Web and Internet Services
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OVERVIEW of MLA’S WEBSITE HOSTING

MLA's program for web hsoting offers MLA sections, SIGs, and chapters, or local/state health sciences library groups, a comprehensive and inexpensive way to maintain a site on MLANET and to receive access to other key Internet services.

The Medical Library Association (MLA) hosts unit websites as part of MLANET, the association’s official web presence. 

These services are available only to MLA sections, SIGs, chapters, and related state/local health sciences library groups. The chair of the MLA unit should submit the Web and Internet Services Agreement to MLA headquarters. A website editor or coordinator must be appointed to manage the site and communicate with headquarters staff.

MLA’s Director of Research and Information Systems, Kate Corcoran, is the primary contact for website editors and will handle questions about policy, style, and technical aspects of Web 2.0 services. MLA's Internet Services Administrator, Chao Cheng, assists sites with initial setup, email distribution list setup, and with ongoing support.

SCOPE OF SERVICES

Virtual Domains

MLA will create and maintain a subdomain name. One domain per unit may be established, e.g.,


www.hls.mlanet.org
Hospital Libraries Section


www.mlgsca.mlanet.org
Medical Library Group of Southern California and Arizona

Website Hosting

MLA will provide storage space and a private FTP account on a dedicated MLANET server, accessible to each unit subscribing to this service, for general file transfer and exchange. The website interface software is CPanel (information and demos at <http://www.cpanel.net/>.

The dedicated web server and fractional T-1 Internet connection is online twenty-four hours a day, seven days a week. The server has multiple back-up routes to ensure less down-time and packet loss.
Email Lists
Service for Mailman email distribution or discussion lists are available as part of the unit's website subscription, or MLA can manage the unit's lists for an additional charge. Units may run up to three lists from their site as part of the website package. 

BENEFITS

· Identification with MLA’s official domain: www.mlanet.org

· Monthly archive/back-up of website contents

· Consistency of website location—even when site coordinators change

· Centralized electronic services

· Firewall to cut down on spam, intrusions, and unauthorized access

· FTP site (Macintosh/IBM/UNIX) with MLA-recommended Internet software

· Assistance and guidance provided for site coordinators by MLA

· Secure accounts provided to website coordinators for loading data and pages

· Real-time access to the web server (updates appear immediately)

· Custom email distribution or discussion lists for your unit

· Assistance with installation of Web 2.0 tools (e.g., WordPress blog)

· Fantastico Deluxe software installer

FOR UNIT WebSite Coordinator(s)
Responsibilities
· Ensuring website content accuracy and currency

· Complying with all copyright licenses and other regulations which govern the website

· Preparing and coding all website pages

· Maintaining and correcting links from the site

· Updating website pages

· Notifying MLA of cancellation or change in contract

· Keeping abreast of current software and hardware needs for website maintenance

· Accessing the provided site

· Maintaining a current back-up of site contents: especially important if you are running Web 2.0 technologies or any database or content management applications.

· Updating software installed via the Fantastico software installer ONLY through Fantastico

Recommended Knowledge/Experience

· Knowledge of basic Internet services (e.g. FTP, mailing lists)

· Informed about current trends in Website development

· Capable of HTML coding

· Knowledge of current versions of web software

· Project management abilities

· Basic knowledge of page layout and graphics design

· Team leader

· Ability to manage email distribution list software (Mailman) [optional; also a separate list manager may be appointed by the unit.]


MLA HEADQUARTERS STAFF (HQ)

Responsibilities
· Configuring and maintaining security features and troubleshooting

· Working in conjunction with the MLANET Editorial Board and website coordinators on website standards and styles

· Maintaining links from MLANET to the MLA unit’s website

· Maintaining the MLANET FTP sites

· Monthly backup of CPanel server, including all sites

· Providing standardized graphics and help pages for unit site development (future development)

FEES

	SERVICE/ DESCRIPTION 
	FEES 

	
	Chapter 
	State HSL Group 
	Section, SIG 

	Start-up Fee (Includes account and subdomain --www.your_site_.mlanet.org) 
	$50 
	$25
	N/C

	Basic Website hosting, storage, and list service. 
	$30/mo
($360/yr)
	$15/mo
($180/yr) 
	N/C


PAYMENT

Units will be billed annually at the end of each calendar year (January to December). Invoices for fees for the initial start-up period and for added services will be pro-rated based on the starting month.

QUESTIONS

For more information regarding this program, the agreement, or process, please contact Kate Corcoran, MLA’s Director of Research and Information Systems, Medical Library Association, Suite 1900, 65 East Wacker Place, Chicago, IL 60601-7298; 312/419-9094, x12; fax: 312/419.8950; corcoran@mlahq.org.

MLA Web and Internet Services
__________________Date

APPLICATION INSTRUCTIONS

Please complete this form and return it to Kate Corcoran, Medical Library Association, Suite 1900, 65 East Wacker Place, Chicago, IL 60601-7298; fax, 312/419-8950, corcoran@mlahq.org. On receipt, we will verify the request and begin processing the application. Processing usually takes about one week.

	
	BILLING / CONTACT INFORMATION

	Section/Chapter name
	

	Name
	

	Library
	

	Institution
	

	Address
	

	Address 2
	

	City, State/Province
	

	Zip/Postal code
	

	Daytime telephone
	

	Email
	

	Fax
	


WEBSITE RESOURCE DESCRIPTION/NEEDS

Check any box that describes the immediate content for the website. Include only the immediate and not every potential use. The MLANET Editorial Board and staff will use this information to plan and provide guidelines for MLA sections and chapters for Website development. 

Describe the basic Website content (check all that apply).

	__( Public announcements
	__( Newsletter

	__( Member information
	__( Awards

	__( Bylaws
	__( Surveys

	__( Meeting dates/announcements
	__( Contact/membership info

	__( Continuing education
	___( members-only information

	__( Blog
	__( Other (please itemize below:)


Describe the intended audience (check all that apply).

	__( Members (section/SIG/chapter/state group)
	__( General public

	__( Field professionals (public and members)
	__( Other (please list)


Describe the data types to be used (check any that apply).

	__( HTML
	__( Text (ASCII, ANSI)

	__( Web 2.0 applications (e.g., blog)
	__( MS Office documents

	__( XHTML, XML
	__( Server-side include files (ssi)

	__( Cascading Style Sheet files (css)
	__( Java

	__( JavaScript
	__( CGI Forms (Perl)

	__( Pictures (GIF, JPG, TIF, BMP, PNG, etc.)
	__( Audio (AU, WAV, MID, AIFF, SND)

	__( Compressed files (ZIP, HQX, TAR)
	__( Presentation files (PowerPoint, PDF, etc.)

	__( Video (MOV, MPG, AVI)
	( Other (please describe:)



If you have a site that is currently hosted elsewhere, please enter its URL:

	



Will you require assistance in transferring your site to the MLANET server? ( Yes   (  No

SERVICES

Please indicate services desired.

	QTY
	DESCRIPTION
	FEE

	
	
	Chapter
	Local or State HSL Group
	Section or SIG

	1
	Start-up (one time only)
	$50
	$25
	N/C

	
	Web site hosting and up to 3 lists
	$360/yr
	$180/yr
	N/C

	
	MLA-managed Email distribution lists
	$240/yr
	$120/year
	$120/yr

	

	
	YEARLY TOTAL 
	


Enter the name your would prefer for the site (www.xxxxxxxx.mlanet.org).

	


MLA-Managed Email Distribution Lists
Please provide a name with lowercase letters a–z and numbers 0–9 only (you may use hyphens). Names can neither begin with a number nor include spaces. Also give a brief one-line description of each list.

	List name (e.g., mla-cds; hls-announce)
	Brief Description (attach separate sheets if necessary)

	
	

	
	


SITE CONTACTS (Please print or type the following information.)

	
	SECTION CHAIR/SIG CONVENER/CHAPTER CHAIR/STATE GROUP CHAIR (required)

	MLA ID:
	

	Name:
	

	Daytime telephone:
	

	Fax:
	

	Email:
	

	
	WEBSITE COORDINATOR (required)

	MLA ID:
	

	Name:
	

	Daytime telephone:
	

	Fax:
	

	Email:
	

	
	ADDITIONAL WEBSITE COORDINATOR (optional)

	MLA ID:
	

	Name:
	

	Daytime telephone:
	

	Fax:
	

	Email:
	



The undersigned unit of the Medical Library Association (MLA) or related state or local health sciences library group requests that MLA provide it with the benefits and support described in the MLA Website Services documentation and agrees to the terms outlined below.

By:
___________________________________________
___________________________


Chair / Convener signature



Date
MLA agrees to

1. be responsive to user needs;

2. provide reliable service to the best of its ability, although MLA cannot guarantee there will never be technical problems or interruptions; and

3. provide periodic upgrades to the service as the technology changes.

The user of the service agrees to

1. use the service to support its and MLA’s mission, goals, and objectives;

2. appoint a knowledgeable contact person (website editor, coordinator or team);

3. use MLA’s web publishing guidelines when applicable;

4. not use the service for commercial purposes such as advertising, sponsorships, and other unrelated business income activities (UBIT) on behalf of commercial entities;

5. accept the risks of using the Internet, which may include the acquisition of viruses, data errors, loss of data, interruptions of service, and unauthorized access to data;

6. maintain a local back-up copy of all current web pages placed on the MLA Web server in case of irreparable damage on the server; and

7. provide 90 days, written notice for termination of this agreement.

65 East Wacker Place • Suite 1900


Chicago, Illinois 60601-7298


PHONE	312.419.9094


FAX	312.419.8950


EMAIL	info@mlahq.org


WEBSITE	www.mlanet.org
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