ASSOCIATION OF DESK AND DERRICK CLUBS

WEB SITE AND WEB PAGE IMPLEMENTATION

TO CREATE AND MAINTAIN A WEB PAGE YOU MUST HAVE THE FOLLOWING:

1. A Web site to host the Web page.

2. Internet access through an Internet Service Provider (ISP)

3. Web authoring software

4. Patience

Web Site Guidelines and Procedures

Registering a Domain Name

Member clubs of the Association of Desk and Derrick Clubs wishing to establish domain names MUST OBTAIN APPROVAL FROM THE ASSOCIATION BOARD OF DIRECTORS PRIOR TO REGISTERING A DOMAIN NAME. The Association limits club domain names to domain names that contain the name of the club or an abbreviation thereof. The following are examples of names that can and cannot be used by member clubs:

DO USE:

DDOKC.com




DandDOKC.com




DeskDerrickOKC.com




DeskandDerrickOKC.com

DO NOT USE:

DeskandDerrick.com or DeskandDerrick.org




DandD.com




DeskandDerrickClub.com




DandDClub.com

Domain names can only contain letters, numbers, hyphens, periods and underlines. Ampersands (&) and other special characters are not allowed in domain names.

Domain names are registered on an annual basis and non-payment of renewal will result in forfeiture of the domain name. There are numerous Internet sites that offer domain name registration; most of them offer other Web hosting and e-mail services as well. 

BEFORE A DOMAIN NAME IS REGISTERED, the club must file Form ADO51 with the current Association President who will submit to the Board of Directors to notify them of the domain name. ADO should also be notified each year of the person responsible for maintaining the club’s Web site. 

Please keep in mind that registering a domain name does not provide Internet access. Internet access must be subscribed to separately from an Internet Service Provider (ISP) such as AOL, MSN, Yahoo, etc.

Web Site Hosting

There are numerous hosting services on the Internet, each with a range of services and prices. If a club does not wish to pay to obtain a domain name, a Web site can still be obtained free of charge. Yahoo! Geocities is the most popular FREE hosting service. The name of your Web site or URL (Universal
Resource Language) will be www.geocities.com/DDOKC or whatever the club designation is. The Association also requires that clubs use a Web site name that includes the club name or an abbreviation thereof as illustrated in the domain name examples on page 1.

Web Page Guidelines and Procedures

To create a Web page, you must either use Web authoring software or write the Web page in the Web page language HTML (Hyper Text Markup Language). Since writing Web pages in HTML requires programming, most novice Web designers prefer to use Web page authoring software. Web pages can only be viewed on the Internet in HTML format, and most Web authoring software contains HTML converters that allow you to prepare and post Web pages to the Internet in HTML format.

There are many different Web authoring software packages that can be used. Microsoft Word and Microsoft PowerPoint both have HTML converters that will allow you to convert your documents to Web pages. The most popular Web authoring software packages for the novice Web page designer are Microsoft Publisher and MS FrontPage. These packages include many tools, effects, design themes and helpful wizards to assist with the construction of a Web page. They are reasonably priced, and many vocational/technical schools and local computer learning centers offer reasonably priced classes.

The following is the procedure for creating and posting a Web page to the ADDC Web site:

1. Create the club Web page using Web authoring software.

2. Request approval from the Association Board of Directors of domain name selected (if using domain name).

3. Obtain a club Web site through a hosting service.

a. NOTE:  If using MS FrontPage, make sure that the hosting service supplies FrontPage extensions. If not you will be unable to post the club Web page through that hosting service. Most hosting services now supply FrontPage extensions, but make sure BEFORE YOU SIGN UP FOR AN ACCOUNT.

4. Post the club Web page to the club Web site using the URL setup through the hosting service. Each Web authoring software package will do this differently so follow the instructions for the software being used.

5. Notify ADO that the club Web site is posted and supply the URL. With the URL ADO will be able to “hyperlink” the club Web site to the ADDC Web site.

6. When making changes and updates to the club Web site, simply make the changes through the Web authoring software and post to your Web site. These changes will automatically appear when accessing the club Web site through the ADDC Web site. It is not necessary to notify ADO each time the club Web page changes; notify ADO only if the URL is changed.

7. Keep your Web site as up to date as possible if you are posting meeting dates and speaker or program information. Web sites with last year’s information do not present your club well to prospective members or the industry. 

ADDC Requirements for Web Pages

1. If used, the ADDC logo must be correctly displayed. Care is to be taken to ensure that the logo is not stretched or modified in any way.

2. The ADDC motto and purpose may be displayed on the Web page. They must be properly identified and spelled correctly.

3. ADDC, the Association of Desk and Derrick Clubs, and D&D must be correctly used.  The “&” is only used with the acronym (D&D). 

4. The Club name must be clearly stated as it was chartered (i.e. Desk and Derrick Club of ___; ___ Desk and Derrick Club).
Recommended Contents of Web Pages
Each club has leeway on the content and layout of its Web site, but it is recommended that the following be included:

1. Club meeting dates

2. Club officer listing (don’t include personal addresses, etc. without approval from individuals)

3. Club meeting location

4. Contact for additional club information (e-mail link and/or phone number)

Additional information could include:

1. Meeting summaries

2. Photos of club activities

3. Monthly President’s letter

4. Notices of upcoming events

5. PDF of club bulletin

Content NOT to be included:

1. ADDC financial information

2. Club financial information

3. Club members’ personal information (especially contact/company information) unless permission has been granted

4. Links to company Web sites unless permission has been granted by the listed companies

5. Links to organizations’ or associations’ Web sites unless permission has been granted

6. Speakers’ names, companies, and contact information unless permission has been granted

REMINDER:  Your Club’s Web site is a visual representation of your members and the Association. When creating your site, be cautious about using some of the fun, “cute” enhancements that may cause the viewer to regard your club as less than professional. Your goal should be to attract new members and to enhance your image with our industry.

ASSOCIATION OF DESK AND DERRICK CLUBS

DOMAIN NAME REGISTRATION INFORMATION

MAIL TO:
  

ADO





5014 FM 1500




Paris, TX 75460
CLUB:


DOMAIN NAME REQUESTED:


REGISTERED WITH:


REGISTRATION PERIOD:


REGISTERED BY:


ADDRESS:


CITY:

STATE:

ZIP:


DATE SUBMITTED TO ADO:___________________________

DATE APPROVED BY BOARD OF DIRECTORS:
___________________________________

DATE DENIED BY BOARD OF DIRECTORS:______________________________________
REASON FOR DENIAL:


PAGE  
4
ADO51


@2008 Association of Desk and Derrick Clubs


