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 PRIVATE INFOTYPE="OTHER" Chapter 3. Web Content
1.  Content Defined
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic provides the definition of web content.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="CONCEPT" 
	a. Definition – Web Content 
	Content is the information to be disseminated to website visitors. For the purposes of this document, content does not include overall page attributes such as branding, font size, etc., which must be standardized as defined in this document.


 PRIVATE INFOTYPE="FACT" 
	b. Reference for Web Content
	VA Handbook 6102, July 15, 2008, Chapter 3, page 35.


2. Principal Parties Responsible for Content
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic provides information about the various parties responsible for web content.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="PRINCIPLE" 
	a. Program Office or Facility Site
	The head of each program office or facility site (e.g., VBA regional office or center) with an official VA Internet/Intranet site is ultimately responsible for the content of the documents posted on the site (including papers, studies, forms, pictures, and graphics) and ensuring that information posted on the identified Internet/Intranet site is current, accurate, factual, relevant to the VA mission, spell-checked and grammatically correct.


 PRIVATE INFOTYPE="PRINCIPLE" 
	b. Content Managers for Web Content
	Each Program Office or facility site will designate a content manager who will be accountable for the information displayed on a particular website, ensuring that it fulfills the mission of the program or organization.
Note: While it is preferred that different people serve as webmaster(s) and content manager(s), these roles may be combined if appropriate.


 PRIVATE INFOTYPE="PRINCIPLE" 
	c. Webmasters and Content Managers
	The webmaster (also known as a technical point of contact) is an Internet and/or Intranet website administrator who possesses the skills, knowledge and ability to work alone, or with a consortium of IT professionals, to design, publish, and maintain websites that provide a variety of information services to the public and to VA employees.
The webmaster provides technical management to maintain the website(s) and must be knowledgeable about the technical issues regarding the publishing of a Web page, including:
· navigation
· branding 
· page formats
· meta-tags
· graphics, and
· other attributes that provide the framework and corporate appearance for publishing content.



Continued on next page
2. Principal Parties Responsible for Content, Continued
	c. Webmasters and Content Managers (continued)
	The content manager must be knowledgeable of VA’s communications and public affairs policies, procedures and organization messages.  The manager is accountable for the information displayed on a particular website ensuring that it meets the mission of his/her respective program or organization. The content manager must also ensure that Web page content is current, accurate, factual, relevant to the VA and/or program office mission, spell-checked and grammatically correct. Webmasters and content managers may also be referred to collectively as Web managers when responsibility for specific activities overlap or are shared.


3. VBA Internet Sites and VA’s Outreach Responsibilities
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic provides information on VBA's internet sites and VA's outreach responsibilities.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="CONCEPT" 
	a. VBA Internet Pages and Outreach
	The Outreach Chapter (Chapter 63) of Title 38, U.S. Code requires VA to conduct outreach to members of the Armed Forces, Veterans, and dependents. Some segments of this chapter specify certain modalities of outreach (such as letters and phone calls or the Internet); others are nonspecific.
What is clear, however, is that the Secretary is mandated to distribute a large amount of information systematically. The definition of "Outreach" is "the act or process of reaching out in a systematic manner to proactively provide information, services, and benefits counseling to Veterans, and to the spouses, children, and parents of Veterans who may be eligible to receive benefits under the laws administered by the Secretary, to ensure that such individuals are fully informed about, and receive assistance in applying for, such benefits." (38 USC 6301(b)(1))
The most systematic means VBA has for distributing information in a highly organized form is its Internet sites. In fact, the Internet is the only resource available that permits VA to distribute all relevant information on benefits and services. Thus, although many VA employees likely view "outreach" activities as the province of a dedicated outreach staff, it is clear that all program staffs are obligated to provide comprehensive information to potential claimants via the Internet.
The comprehensive nature of this dimension of VBA outreach will become clearer in the paragraphs below.


 PRIVATE INFOTYPE="PRINCIPLE" 
	b. Authoritative Texts on Extent of Required Content
	VA Directive 6102 states that VA information on the Internet includes “the policies, programs, activities, and objectives of VA."
[VA Directive 6102, paragraph 2a. Emphasis added.]


Continued on next page
3. VBA Internet Sites and VA’s Outreach Responsibilities, Continued
	b. Authoritative Texts on Extent of Required Content (continued)
	The application of the definite article to the terms "policies [and] programs" signifies that VA is to explain all its programs on the Internet. (In the Merriam-Webster Online Dictionary, this is definition 4: "used as a function word before a noun or a substantivized adjective to indicate reference to a group as a whole <the elite>." Compare also to meaning, "—used as a function word before the plural form of a surname to indicate all the members of a family <the Johnsons>." Merriam-Webster Online
VA Directive 6361 includes in its definition of quality this paragraph:
(2) Objectivity. Ensuring that disseminated information is presented in an accurate, clear, complete, and unbiased manner, and as a matter of substance, is accurate, reliable, and unbiased. 
[VA Directive 6361, September 2,2004, Paragraph 4e(2)]
Before the promulgation of these directives, a provision of long standing stated:
The Secretary— (A) shall distribute full information to eligible Veterans and eligible dependents regarding all benefits and services to which they may be entitled under laws administered by the Secretary.
[38 USC 6303(c). Emphasis added.]
This paragraph is included in the Outreach Chapter of Title 38, Chapter 63. Note that "full information ... regarding all benefits and services to which [Veterans and dependents] may be entitled" covers a very large array of benefit rules. This could be said to include all the benefit rules in Title 38 USC plus all additional benefit provisions in Title 38 CFR. While the publication of all of these rules in a form intelligible to laypersons may be too daunting a prospect, it is clear that we must come as close as is reasonably possible.


Continued on next page
3. VBA Internet Sites and VA’s Outreach Responsibilities, Continued
 PRIVATE INFOTYPE="CONCEPT" 
	c. Examples of Required Content
	Following are five examples of provisions of law that fall under this requirement.
· 38 USC §1712(d) requires: The Secretary shall furnish to each Veteran who is receiving additional compensation or allowance under chapter 11 of this title, or increased pension as a Veteran of a period of war, by reason of being permanently housebound or in need of regular aid and attendance, such drugs and medicines as may be ordered on prescription of a duly licensed physician as specific therapy in the treatment of any illness or injury suffered by such Veteran. The Secretary shall continue to furnish such drugs and medicines so ordered to any such Veteran in need of regular aid and attendance whose pension payments have been discontinued solely because such Veteran's annual income is greater than the applicable maximum annual income limitation, but only so long as such Veteran's annual income does not exceed such maximum annual income limitation by more than $1,000.
· For computation of length of service, see 38 USC §106(c):
Note:  For the purposes of this title, an individual discharged or released from a period of active duty shall be deemed to have continued on active duty during the period of time immediately following the date of such discharge or release from such duty determined by the Secretary concerned to have been required for that individual to proceed to that individual's home by the most direct route, and in any event that individual shall be deemed to have continued on active duty until midnight of the date of such discharge or release.
· The provisions of 38 USC §1160, Special consideration for certain cases of loss of paired organs or extremities (compensation).
· The provisions of 38 USC §3017 (death benefit under the Montgomery GI-Bill—Active Duty).
· Guardianship services under 38 USC Chapter 55.
In one way or another, VBA is obligated to provide information to potentially eligible Veterans and dependents on every VA benefit program or beneficial provision of law (or regulation) that might lead to benefits or services. This information is not, properly speaking, VA's information. It belongs to potential claimants and to citizens in general.
The principal way in which information on VA benefits and services is now disseminated is the Internet. Thus, except in very rare circumstances, provisions such as those listed above must be publicized on VA web pages.


Continued on next page
3. VBA Internet Sites and VA’s Outreach Responsibilities, Continued
 PRIVATE INFOTYPE="CONCEPT" 
	d. Situations Where Responsibility for Publishing Information May Be Ambiguous
	Often, two VA programs offices share responsibility for the same program. 
Example 1:  The decision that makes the Veteran eligible for free medications (38 USC 1712(d)) is made by Compensation and Pension employees, but the supplying of medications is performed by the Veterans Health Administration.
Which organization is responsible for publicizing this benefit? In these cases, the two organizations should arrive at a solution by considering which organization the Veteran or dependent is most likely to look to for services. In some cases it's appropriate for both organizations to conduct the outreach, i.e., publish the information on the Internet.
With respect to the present example, two facts are significant: First, the one relationship that is certain to exist is the one the Veteran has with Compensation and Pension. He or she may not be enrolled in VA Health Care and may not think of VHA as a potential service provider. (This is perhaps especially likely where the Veteran lives at some distance from a VA medical center.) This provision of Chapter 17 is not contingent on the Veteran being enrolled in VA Health Care. Thus, while it would be a good thing for VHA to publicize this provision, it is much more important for Compensation and Pension to do so.
When the rule applies to multiple programs, how should it be publicized? Clearly, the several staffs could coordinate, and one Webmaster could provide the information on a page that other webmasters could link to. What is clear, however, is that all programs for which this provision is relevant must provide the information, one way or another.


4. Organization of Information
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic provides information on the organization of information on a website.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="PRINCIPLE" 
	a. General Information on Content Organization
	VA websites must focus on helping the website's target audience(s) to efficiently find the services and information they seek from VA. VA home pages must help website visitors to get to the content they need and want most, with minimal complexity of navigation and the fewest drilldowns.
Content must be easy to read and without excessive text and/or graphics. Web content managers must ensure that all VA Web content is spell-checked and grammatically correct prior to posting that content. 
See information at VA Web Operations Home for VA Web page templates and "How To" tips.


 PRIVATE INFOTYPE="CONCEPT" 
	b. Homepage Design Issues
	USA.gov’s web content page (USA.gov: The U.S. Government's Official Web Portal) which is managed by the Federal Web Managers Council, describes the site as "the primary government resource on usability."
Two of the principles articulated in Usability.gov - Usability Home research-based guidelines for homepages (at Usability.gov - Guidelines) are:
· 5:2 Show All Major Options on the Homepage
· 5:5 Limit Prose Text on the Homepage
See Research-Based Web Design & Usability Guidelines (Note: This is a large file and slow to load.)


Continued on next page
4. Organization of Information, Continued
	b. Homepage Design Issues (continued)
	The Federal Web Managers Council has presented one model for homepages at 
Homepages – HowTo.gov: Helping agencies deliver a great customer experience.
Here are two homepages of federal agencies that illustrate these two principles:
· TSA | Transportation Security Administration | U.S. Department of Homeland Security
· US Office of Personnel Management 
VA websites should be organized in a logical and useful way by subject (topic, tasks, services, life events), by audience group, by geographic location, or any combination of these factors.
A helpful resource for homepage design may be found at the Web Content website.  


 PRIVATE INFOTYPE="PRINCIPLE" 
	c. The Content Driven Homepage
	Once you've put together the rudiments of your design for the homepage, you'll need to develop a strategy for ensuring that users can reach the information they need. A design principle we mentioned above is, "Show All Major Options on the Homepage."
Sometimes the distinction between major and minor options is difficult. There is a bottom line in these considerations, however, and it is this:
· Veterans, service members, and their families need to be able to find all the benefits to which they may be entitled. 
· If a topic is not shown on the homepage, there must be some link on the Homepage that is highly likely to lead the user to a page where the topic can be reached.


 PRIVATE INFOTYPE="PRINCIPLE" 
	d. Standards for Organizing and Categorizing Content
	VA websites must comply with policies and standards to implement section 207(d) of the EGovernment Act, based on recommendations from the Interagency Committee on Government Information's (ICGI) Categorization of Information Working Group.
Categorization of information relates to the classification and organization of information (e.g., thesaurus, taxonomy) so that VA's website visitors can find the information that they seek and which is available online.


Continued on next page
4. Organization of Information, Continued
	d. Standards for Organizing and Categorizing Content (continued)
	Web content managers must obtain guidance by using the information and recommendations from ICGI. The ICGI documents regarding the definitions of government information, open interoperable standards for searchable identifiers, and standards for categorizing government information can be found on their website at http://www.cio.gov
The WebContent.gov - Managing web page also offers helpful information. 


5. Readability
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic provides information and provides guidelines for ensuring the readability of all Web content.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="PRINCIPLE" 
	a. The Plain Language Mandate
	VA Web managers must ensure that all home pages, all major entry points, and all navigational elements of their VA websites are written in plain language, which is language designed so that the Website's typical visitor can easily understand the material presented in a single reading.
Internet Web pages should be written at a 7th grade level whenever possible; all Web pages must be written at the most elementary level of understanding for the subject matter presented to the website's target audience. VA Web page content should be spell-checked and grammatically correct prior to posting.  See the "VA Web Best Practices Guide" at 6102 Home.



 PRIVATE INFOTYPE="PRINCIPLE" 
	b. Achieving the 7th Grade Reading Level Requirement
	As noted above, the 6102 Handbook requires that web pages be generally written at a 7th grade level.
To most VA employees, this requirement likely sounds unrealistic. We note that VBA's Plain Language Initiative, Reader-Focused Writing, does not aim at a specific readability grade level. Many writing consultants de-emphasize grade level readability because writers often use it as a crutch. "Writing to the formula" sometimes results in a worsening of readability because, to get to the low grade level, writers take shortcuts.
The VBA Web Services Team has conducted a number of experiments using the Flesch-Kincaid Grade Level and the Flesch Reading Ease scales. We conclude that a competent writer who begins by writing a very direct, simple, and natural-sounding text can go on to "tweak" that text, aiming at the 7th  grade level, and improve the readability still further. The techniques require practice, but they can be mastered by competent writers.


Continued on next page
5. Readability, Continued
	b. Achieving the 7th Grade Reading Level Requirement (continued)
	Part of the approach to successfully writing at the 7th grade level is to recognize that this level can't normally be achieved in a first draft. In fact, trying to reach such a level in the first draft is very likely to result in stilted, awkward text in which certain aspects of the logic have been obscured.



6. Information Quality Defined
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic defines information quality.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="CONCEPT" 
	a. Definition – Information Quality
	VA Directive 6361, which implements requirements of Section 515 of the
Treasury and General Government Appropriations Act for Fiscal Year 2001 (Public Law 106-554), offers the following multifaceted definition of information quality:
· Quality: The all-encompassing term that includes utility, objectivity, and integrity of VA information.
· Integrity: Protecting VA information from unauthorized, unanticipated, or unintentional access or revision to ensure that the information remains authentic and is not compromised.
· Objectivity: Ensuring that disseminated information is presented in an accurate, clear, complete, and unbiased manner, and as a matter of substance, is accurate, reliable, and unbiased.
· Utility: The usefulness of the information to the intended users.
Quality of information does not imply mere accuracy, although accuracy is an essential element of quality. To be "quality" information, a text must also be:
· Complete,
· reliable (this would include currency),
· set forth in an unbiased manner, and
· designed so that it's useful to its intended users.
The directive stresses that the information must have integrity, meaning that it has not been compromised as a result of unauthorized, unanticipated, or unintentional access or revision.


7. Actions to be Taken When Accuracy of Information is Called Into Question
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic provides information on what action to take when the accuracy of the information or content is called into question.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="PRINCIPLE" 
	a. Actions to be Taken When Accuracy of Information is Questioned
	All information disseminated by VBA must be as accurate as possible.  
Reports of inaccurate information posted on any website(s) must be investigated immediately by the website content manager, who should check with document authors and other appropriate subject matter experts. Inaccurate information on the Internet should be treated as an emergency.
Content that is inaccurate must be removed from the website and replaced with corrected information as quickly as possible or must be removed entirely from the Web page(s). If the same inaccurate information is found elsewhere on any other VA website, Web content managers must notify the content manager of the other website.


8. Completeness of Information
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic discusses the issue of completeness of information or content.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="CONCEPT" 
	a. Discussion – Completeness of Information
	As previously noted above, the law requires that VA provide "full information ... regarding all benefits and services" (38 USC 6203(c)). This clearly means that no important details should be left out.
One useful illustration of the question of completeness is presented with the minimum active-duty service rule, 38 USC 5303A.
Note: Several programs contain multiple "tiers" of length-of-service rules encompassing more than the basic limits set forth in Section 5303A. These complexities are probably best handled with charts (such as If-Then tables).
It's insufficient for the webmaster to state that, "generally, Veterans who first enlisted after September 7, 1980, must have served a minimum of 24 months," as some web pages have stated in the past. "Full information" includes an explanation of the several exceptions.
These exceptions need not be explained in the same text as the basic service requirements, but a prominent link should lead to this information. Those exceptions that do not pertain to the benefits program under discussion can be left out.
Similarly, it's inadequate to say of Dependency and Indemnity Compensation (DIC), "This benefit program pays a monthly payment to a surviving spouse, child, or parent of a Veteran because of a service-connected death of a Veteran. See the Fact Sheets for more information."
While the statement is true as far as it goes, DIC is often payable in cases where the death is not service-connected. Stating a partial truth here creates a hidden ambiguity. This is, in fact, a misleading statement. The user never suspects that something important has been withheld.


Continued on next page
8. Completeness of Information, Continued
	a. Discussion – Completeness of Information (continued)
	Sometimes, as writers, we start to explain something, and gradually begin to feel that we're headed into a swamp. This is a danger signal—but it's not usually a signal that the information is too complex to explain. Our first reaction ought to be, "Maybe I need to outline this," or, "Maybe my outline isn't organized in the most direct way."
There's more than one way to solve a problem like this:
· You might divide the readers into different personas and use a separate heading for each one.
· Sometimes an IF/THEN table can help a great deal.
· Write the text in the series of steps that a decision maker would take. In some cases, helping the user see the concrete steps VA will take to decide his/her case will be very effective in explaining the rules. Two levels of headings may be necessary. In extreme cases, three levels might be needed.



9. Ensuring Content is Current:  Annotating Updates
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic provides guidance on how to ensure content is current.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="CONCEPT" 
	a. Importance of Keeping Website Updated
	Content managers are required to keep websites up to date. For this reason, the date stamps discussed in this topic must be seen as minimal measures.
Most VBA programs undergo legislative or regulatory changes in most years, and these changes may happen at any point in the calendar. A delay of several weeks after the effective date of a new law or regulation is not acceptable. (Where implementation must wait for regulations to be written, the website should nevertheless be updated with some form of written notice.)


 PRIVATE INFOTYPE="PRINCIPLE" 
	b. Use of Date Stamp
	A date stamp must appear on all VA home pages, all major entry point pages and all individual documents posted to the website to show visitors:
· that the content is current and has been reviewed within the past 12 months
at a minimum, or
· that the material viewed is a historical or archival document. Obsolete
archived content must be removed in compliance with Agency records
management schedules (unless required to be on a website by law or
regulation).


 PRIVATE INFOTYPE="PRINCIPLE" 
	c. Non-Archival Web Pages
	All non-archival Web pages must display a Reviewed/Updated Date in the required date format, which is: Reviewed/ Updated Date: month, day, year (i.e., May 5, 2005).
Note: Pages that display dynamic content are exempt from this requirement; for example, it is preferable to exclude a date on a search engine form page because it does not represent the current content in the search index. (There is also a date stamp requirement for metadata; these requirements are separate from each other and should be considered individually.)


Continued on next page
9. Ensuring Content is Current:  Annotating Updates, Continued
 PRIVATE INFOTYPE="PRINCIPLE" 
	d. Archival or Historical Pages
	Archival/historical pages must be placed in clearly marked folders whose labels must include the words "archival" or "historical" so that documents contained in those folders will not be flagged because the dates on those documents are not sufficiently current. 
See Chapter 3 of VA Handbook 6102 for more information on this subject and the Glossary for definitions of static and dynamic content.


10. Avoidance of Duplication:  Linking to Authoritative Sources
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic discusses the need to avoid duplication by linking to an authoritative source.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="PRINCIPLE" 
	a. Avoiding Duplication or Recreation of Web Content
	VBA webmasters should avoid duplicating or recreating content that already exists on a federal website, especially content on an authoritative VA website. Instead, make it a practice to link to the authoritative content sources.
Before creating new information on a particular topic, you must determine whether the same or comparable information already exists on another VA website by using VA's Internet search engine (or Intranet website when applicable).
Web content managers should also check other federal public websites and cross-agency portals such as the USA.gov website for information to which VA can provide a link.


11. Uniformity
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic addresses uniformity of the website.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="PRINCIPLE" 
	a. Using Common Terminology and Branding Attributes
	VA websites must include common terminology and share common branding attributes such as agency logos, official seals, and other recognized attributes that identify the Department through the look and feel of those pages.
Simple, straightforward wording should be used to make navigational pathways easier to grasp.


12. Translation Into Other Languages
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic addresses translating the web content into other languages.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="PRINCIPLE" 
	a. Requirement to Provide Access for Those With Limited English Proficiency
	VA is required to comply with existing requirements of Executive Order 13166, "Improving Access to Services for People with Limited English Proficiency" (Executive Order on Limited English Proficiency) based on Title VI of the Civil Rights Act of 1964, which bans discrimination on the basis of national origin.


 PRIVATE INFOTYPE="PRINCIPLE" 
	b. How to Determine if Translation is Required
	Content managers must follow this guidance by determining if any documents on their VA websites require translation, basing this determination on a discernable pattern of recurring, specific requests from the public to provide translated versions of documents posted on VA websites or otherwise used by VA.


 PRIVATE INFOTYPE="PRINCIPLE" 
	c. Process for Translation
	When high demand indicates that a document requires translation and it is found that translation will serve VA's mission, the Web content manager should take the necessary steps to provide and post a translated version of the document(s) on the website.
Note: The VBA Benefit Facts Sheets Web provides  benefits information in both English and Spanish.


 PRIVATE INFOTYPE="FACT" 
	d. Additional Information on Translation Issues
	More information is available at:  WebContent.gov - Translation


13. Complying With Digital Rights, Copyright, Trademark, and Patent Laws
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic provides information on complying with digital rights, copyright, trademark, and patent laws.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="PRINCIPLE" 
	a. General Information on Copyright Compliance
	Most federal website content is in the public domain and must not include copyright or other intellectual property notices. When information from the private sector is used as part of an information resource, product or service, VBA must ensure that property rights of the private sector source are adequately protected.
Protections apply to any posted material (i.e., documents, graphics, or audio files). Consent must also be obtained to use the picture and/or voice of any individual in VBA materials, including a VA employee.   Permission to use an employee's photograph must be obtained using VA Form 10-3203, Consent for Use of Picture and/or Voice.
Prior to posting, documents and web pages must be reviewed by content managers to ensure compliance with copyright, trademark and other laws.


 PRIVATE INFOTYPE="FACT" 
	b. Additional Information on Copyright Compliance
	More information is available at this link: Digital Rights, Copyright, Trademark, and Patent Laws – WebContent.gov: Better websites. Better government.


14. Avoiding Apparent Endorsements
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic addresses the need to avoid apparent endorsements on VA websites.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="PRINCIPLE" 
	a. General Information Regarding the Prohibition of Endorsements on VA Websites
	VA must not endorse the content of non-federal websites or the sponsors of those non-federal websites.
VA websites are prohibited from being used for direct or indirect lobbying and/or any endorsements; VA websites must not endorse the content of non​federal websites or the sponsors of those non-federal websites.
The law on this issue is 18 USC 1913. VA web managers are responsible for keeping their sites compliant. Here are two links to this law:
· United States Code: Title 18, 1913. Lobbying with appropriated moneys | LII / Legal Information Institute
· U.S. Code
Web pages that display content that is or may be construed as:

· direct or indirect endorsements, or
·  construed to represent a direct or indirect lobbying effort
must be removed immediately from a website and may not be restored until the inappropriate content is removed from those web pages.
Questions about the acceptability of posting specific types of information on a VA website should be addressed to appropriate VBA Web Administration.
A specific prohibited practice is "demonstrating or giving the appearance of favoritism to a commercial website when there are multiple sources of the same information."


15. Post Privacy Policy
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic discusses the post privacy policy for all VA Internet sites.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="PRINCIPLE" 
	a. General Information on Post Privacy Policy for all VA Internet Sites
	VA Privacy Policy must be linked on all known major entry points to the VA Internet sites and on any Web page that collects substantial information in identifiable form.
A "Privacy Act Notice" that tells visitors about the organization's legal authority for collecting personal data and how the data will be used must be posted on all appropriate Web pages.
The link to VA's Privacy Policy (Privacy Policy - U.S. Department of Veterans Affairs) is currently a standard feature of the VA Internet Design Template released on October 16, 2009. The same link is featured on the current Intranet template, although it's titled "Intranet Privacy Policy" on the Intranet sites.
In addition, VA Web managers are required to certify annually, on the VA Web Registry, that their respective VA websites are complaint with all Privacy requirements. See Privacy section and Links section for further information.


16. Easy Access to Online Services
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic provides information on providing easy access to online services.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="PRINCIPLE" 
	a. Importance of Providing Easy Access to Online Services
	VBA Internet websites must offer easy access to online services by displaying links to those services on the VA homepage and all appropriate website home pages where this service is relevant to the programs discussed.


17. Easy Access to Online VA Forms
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic provides information on providing access to online VA forms.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="PRINCIPLE" 
	a. Access to VA Forms Page
	VBA Internet websites must make it easy for users to obtain required application and reporting forms online.
Ideally, each program webmaster should create a "Frequently-Used Forms" page, but failing that, highly visible access to VA Forms website should be provided at major entry points.


 PRIVATE INFOTYPE="PRINCIPLE" 
	b. Access to Specific VA Application Forms
	It continues to be VA policy to make all application forms available online, at 
The VA Forms website.
Some of these forms are also available as online applications. But as long as the agency chooses to make the forms themselves available online, VBA policy is to make it easy for the Veteran, service member, reservist, or dependent to get access to that form as an alternative to filing via the online application.
A direct link to the form should be supplied instead of forcing the user to find the form on the Forms site.


18. Avoidance of Content or Applications That Require a Specific Browser for Viewing (Prohibited Practice)
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic provides information on the need to avoid content or applications requiring a specific browser for viewing.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="PRINCIPLE" 
	a. Utilizing a Browser-Neutral Approach to Intranet Web Pages 
	VA Internet Web pages must be browser-neutral and viewable with industry-standard browsers (with the exception of browsers and plug-ins and links to those plug-ins required to access specific VA applications or documents). VA Intranet websites must utilize a browser-neutral approach to Intranet web pages to the maximum extent possible.


19. Audio and Video Broadcasts
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic provides guidance on the requirements for audio and video broadcasts.


	Change Date
	Initial content load September 2012


 PRIVATE INFOTYPE="PRINCIPLE" 
	a. General Requirements for Audio and Video Broadcasts
	All audio and video broadcasts must comply with the following rules from the
VA Handbook 6102:
· Broadcast authors must have prior written permission from appropriate
management officials and also from appropriate public affairs officials in
the author's organization to produce and disseminate the broadcast.
· Broadcasts must be generated by authoritative sources only and may not duplicate other existing broadcast materials.
· The topic of the broadcast must be evident in the broadcast title.
· Broadcast content must support and promote VA policies and practices and may not undermine, contradict or in any way counter official VA policy or practices and must contain content that is current and accurate.
· Broadcasts must conform to all requirements of VA Directive and VA Handbook 6102.
· Broadcasts must conform to all Section 508 requirements including but not limited to:
· All video and audio broadcasts must be captioned; captioning must be synchronized with the audio portion.
· Complete text transcripts must be made available when the broadcast is released; summaries of transcripts are not permitted.
· Verbal descriptions of visual elements of a video cast or suitable narration that provides adequate description of visual elements must be provided and synchronized with the action.
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