TEMPLATE 1 - SECRETARIATS
Request for Waiver
External Websites and Non-Government Web Address
Instructions

Executive Department agencies wishing to create new websites that do not fully adopt the Mass.Gov hosting and publishing platform, and/or wishing to use a non-government web address for a website or web application, must secure prior written approval from the Commonwealth’s Chief Information Officer, before development and/or solicitation and hiring of outside vendors.  
 “Full adoption” of the Mass.Gov hosting and publishing platform is defined as:

· undergoing rigorous analysis of your content and your customers’ needs with the Mass.Gov team; thorough grounding in best practices (user-focused organization of information, marketing and branding, usability testing, writing for the web, search engine optimization, accessibility, and web management);

· migration of that content to Mass.Gov’s navigation and display templates; and 
· use of Mass.Gov’s hosting and content publishing toolset. 
In the case of secretariats, it also entails consolidating agencies’ content into a single “subportal” and organizing it according to customer groups and topics, not along agency lines. 
Lastly, full adoption entails using a Mass.Gov web address (e.g., www.mass.gov/eohhs).
Process for requesting a waiver
1. Please complete the form below and secure necessary internal approvals. Fill in bracketed items (highlighted in yellow) with your Secretariat name or other information as indicated.
2. Submit the form to [SECRETARIAT PORTAL ADVISORY BOARD MEMBER]. 
3. [SECRETARIAT PORTAL ADVISORY BOARD MEMBER] will contact the agency within [1 week; feel free to modify the timeframe in this step to suit your needs.] to schedule a meeting to review the waiver request. 
4. If [SECRETARIAT]approves the request, [SECRETARIAT PORTAL ADVISORY BOARD MEMBER]will forward the request to:
Director of Mass.Gov
Massachusetts Office of Information Technology
One Ashburton Place, 8th Floor
Boston, MA  02108

5. MassIT will strive to respond to requests within ten business days.

Waiver Form
Before completing this form, please be certain to read about Web Address and Hosting Requirements
	Agency:
	     

	Contact Person: 
	     

	Telephone:
	     

	Date:
	     


Type of site -- website vs. web application
(Check only one.)
 FORMCHECKBOX 
 Website 

 FORMCHECKBOX 
 Web application 

 FORMCHECKBOX 
 Both
Websites generally consist solely of static content, images and links (e.g., www.mass.gov/rmv). Web applications typically enable the customer to complete a transaction (e.g., online driver’s license renewal) or have other highly interactive features. The two are often brought together (and appear as one) through hyperlinks to each other, but behind the scenes, the Commonwealth’s “Access Control Policy” requires websites and web applications to sit on separate infrastructure. Thus, for example, the Registry’s website is hosted on Mass.Gov’s web servers, whereas the Registry’s online driver’s license renewal application is hosted on application servers at MassIT’s Data Center.  If you are contemplating a site that is hosted on a single platform and serves as both a website and a web application, you may be in violation of the  Access Control Policy.
If you are unsure of how to answer this question, please contact your agency’s or secretariat’s MassIT Service Account Manager.
1. What is the goal or objective of the website or web application?  

     
2. Who is the target audience for the website or web application? (If multiple audiences, list all.) Please provide an estimate of anticipated or hoped-for volume of traffic for each audience.
     
3. Web address for publicizing the site or application      
4. Target launch date – When do you anticipate that this project will go live?

     
5. Type of waiver sought (check all that apply) and justification

 FORMCHECKBOX 
 Non-government web address (URL) for website or web application (.com, .org, .net, .edu)
Justification [Web-based applications are required to use a government web address in the "state.ma.us" domain (which can be promoted using a simplified Mass.Gov “friendly” URL that directs users to the actual state.ma.us site). What is the strategy or justification for selecting a nongovernment URL?]: 
     
 FORMCHECKBOX 
 Non-Mass.Gov website

Justification [What are the business or technical reasons for not using the Mass.Gov hosting, content management and display platform for your website?]: 
     
6. Hosting and maintenance plan – Describe the hosting and maintenance plan for this project.  Where will the site be hosted, post-launch?  Who will manage the server?  What is your disaster recovery plan? Who will update the content?
     
7. Cost and funding – Please provide an estimate of the costs to create, maintain and promote this website or application, and the source(s) of funds for each (e.g., state appropriation, federal funds, etc.):
	Costs 
	
	Source of Funds

	1-time development cost
	     

	     


	Annual maintenance (hosting, maintaining content, etc.)
	     

	     


	Marketing & promotion (please indicate if 1-time or annual)
	     

	     



8. Compliance with standards – Regardless of where an Executive Department site is hosted or how it is developed or financed, all Commonwealth websites and applications must meet the applicable MassIT enterprise standards, including, but not limited to:
1. Enterprise Web Accessibility Standards and, if a vendor is involved, Required Terms Regarding Accessibility for Information Technology Contracts

2. 
Access Control Policy
3. 
All relevant security policies
4. IT Acquisition Policy (if a vendor is involved)

5. Website Privacy Policies



Please describe the steps you have taken to ensure that your website or application will comply with the policies and standards above, and what steps that you will take to ensure that they remain in compliance after you launch:

     
9.  Findability –What are your plans for promoting awareness of your site or application and its web address? 

     
Please explain how users will find your web application or website and its content, outside of marketing campaigns promoting your web address (e.g., via external search engines, via links from SECRETARIAT’s Mass.Gov site, via links from Mass.Gov and other sites, via Mass.Gov’s search engine). Please also explain what steps you have taken or will take to execute this strategy. (For example, what have you done to optimize search engine results? Specifically, what sites will link to your site, and have you discussed this yet with the site owner(s)?)
     
(Approvals next page.)



Waiver Form Approvals
	Agency Approval:

	Agency CIO
	
	Date:
	

	Agency CFO
	
	Date:
	

	Agency Head
	
	Date:
	


After the agency has approved the Request for Waiver, please submit the form to [Secretariat Portal Advisory Board Member]


For [Secretariat] use only [Secretariats, feel free to add additional signatures if your internal approval process requires.]
	Secretariat Approval:

	Secretariat CIO
	
	Date:
	

	Portal Advisory Board Member
	
	Date:
	

	Secretary
	
	Date:
	




For MassIT use only

	MassIT Approvals:

	Commonwealth CIO
	
	Date:
	

	Deputy CIO
	
	Date:
	

	Chief Technology Officer
	
	Date:
	

	Chief Applications Officer
	
	Date:
	

	Assigned Analyst, Mass.Gov
	
	Date:
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