City of Seattle Facebook Site Request and Agreement

Terms of Agreement:

Facebook is a third party internet application, and as such has no obligation to adhere to rules and restrictions required by governments including the City of Seattle.  Before proceeding with a Facebook site, City staff should consider and understand the following:
· Facebook site availability and rules of operation are dependent on Facebook.  All critical information technologies should be hosted on a city web site and not on Facebook.
· City use of Facebook is not free.  There is cost inherent in the setup, administration, upkeep and monitoring of Facebook sites
· A Facebook site is effective only if:
· It is regularly used; i.e. new items are posted at least once a week.
· The site is promoted, and the Facebook “public” is encouraged to connect (“like”) to it.
· As Facebook changes, City standards and practices regarding Facebook will also change. It is expected that Facebook Admins will adapt to these changing policies as they occur.

The departmental Public Information Officer (PIO) or delegate will be the primary administrator and content approver for all Facebook sites owned by the department. Individual departmental Facebook sites may be maintained and monitored by content owners as approved by the departmental PIO.

All departmental Facebook administrators and content owners are expected to read, understand and adhere to the City of Seattle: 
· Social Media Use Policy
· Facebook Standard
· Facebook Site Creation Instructions
Questions should be directed to the DoIT Citywide Web Team at city.socialmedia@seattle.gov

Resolution of content issues with the public will be the responsibility of the departmental Facebook administrator.  Technical issues with Facebook will be reviewed and, if possible, resolved by DoIT Citywide Web Team, but it should be understood that in most cases, recourse with Facebook will be limited.

If a department Facebook site falls out of regular use, it will be reviewed by the Citywide Web Team for possible deletion. The departmental Facebook administrator will be contacted for an opinion on the usage of the site. If both parties agree, the site will have a notice posted indicating that it is no longer in use. Two months after the “no use” post, the site will be deleted.  Project sites or sites with a limited time duration may be left in place for documentation purposes, but should have comments turned off and retain a contact email address.


Facebook Site Request

Department: _________________________________________________________

Primary Facebook Administrator (PIO): ____________________________________

Phone: _____________  Email: _______________

Site Content Owner (if other than PIO): ____________________________________

Phone: _____________  Email: _______________

Division/Project Group: _________________________________________________

Proposed Site Name: __________________________________________________
The name will be the posting and search identity (recommended 66 characters or less). 

Intended audience: ____________________________________________________

____________________________________________________________________

____________________________________________________________________

Intended business purpose of the site: _____________________________________

____________________________________________________________________

How often will new content be posted? _____________________________________

Will the site accept responses from the public? ______________________________

Is this site with a limited life span? ________________________________________



I have read and agreed to the City of Seattle Social Media Use Policy, Facebook Standard, Facebook Site Creation Instructions, and the terms or this agreement.


Primary Facebook Administrator (PIO): ____________________________________


Site Content Owner (if other than PIO): ____________________________________


Date: _____________________________



Forward this request to city.socialmedia@seattle.gov.  After review and acceptance, the Citywide Web Team will contact you to proceed with Facebook site setup. 
DoIT Citywide Web Team
