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Domain Name Registration Policy

Scope:   This policy applies to all business units or persons seeking to register a new domain name on behalf of the College of Southern Maryland.  
Definitions:

Department:  Employees in a position of authority that have fiscal responsibility to budget and make purchases on behalf of the College of Southern Maryland (CSM). 
Domain Name:  A unique registered text name that corresponds to one or more numeric internet protocol addresses.  Domain names may be used to promote institutional/organizational branding and allow customers and others to access web services and resources.  For example, the domain for https://express.csmd.edu/cgi-bin/services.cgi is express.csmd.edu.  It is the portion that immediately follows the “http://” or “https://” up to the next slash in the URL line.
Business Units:  All existing or newly created departments, divisions, and functional business units, whether internal or external to CSM.
Fully Qualified Domain Name (FQDN):  The entire domain name required to access the homepage from a URL.  For example you wouldn’t just put csmd.edu into the URL.  You would put www.csmd.edu or express.csmd.edu.  Some web browsers will automatically attempt to find the FQDN if it is not provided.

Site Domain Administrator:  The Network Project Team Manager is responsible for registering new domain names on behalf of the College of Southern Maryland.
URL:  (Uniform Resource Locator) The acronym given to the addressing system used to locate a specific internet resource.  The typical URL specifies the method used to access the resource (the protocol), the name of the host computer on which it is located, and the path of the resource.  
Policy:

All new domain name requests will be made to the Web Council. Requests will be evaluated by the procedures below and a recommendation will be made to President’s Council for final approval.  This policy only applies to domains developed within CSM’s organization.
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Procedures: 
A request shall be sent to the chair of the Web Council stating the preferred domain name requested and the justification for its existence.  This justification should include (See Attachment A for a template):

· The domain name will contain “CSM” so brand identity is maintained.

· The number of characters of the FQDN should not exceed 20 characters.  (ex.  www.csmd.edu = 12 characters, express.csmd.edu = 16, www.hawk.csmd.edu = 17)
· The department will budget for all fees associated and/or related to the purchase, registration, renewal, and maintenance of the new domain name.

· The Web Council reviews the request, makes recommendations and forwards final recommendations to President’s Council for final approval within 30 days of receipt.

· Once the domain is approved the department will be notified by the Web Council.

· Departments shall not purchase, register, or renew the domain directly.  All billing shall be forwarded to the Network Project Team Manager.

· The Site Domain Administrator (Network Project Team Manager) registers the new domain for accessibility internally and/or externally within CSM’s network infrastructure.
· The Site Domain Administrator notifies the General Counsel who shall register as the registered agent for the domain name under the Digital Millennium Copyright Act.

· If the applicant disagrees with the recommendations formulated by the Web Council, the departmental point of contact can defend their request when it goes to the President’s Council for approval.
Existing Domains:

Existing domains developed by CSM have been analyzed and will be restructured in the following manner below.  The deadline for compliance is January 1st, 2010.
Proposed Domain Name Changes

	Existing Domain Name
	Proposed Domain Name
	Notes

	www.sbdchelp.com
	sbdchelp.csmd.edu
	

	www.mcet.org
	mcet.csmd.edu
	

	www.telecommutesomd.org
	telecommute.csmd.edu
	

	www.waldorfcenter.org
	waldorfcenter.csmd.edu
	Registered for at least 3 more years
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Domain Names Over 20 Characters

	Existing Domain Name
	Proposed Domain Name
	Notes

	www.corporatecenter.csmd.edu (25)
	do not change
	also available at corporatecenter.csmd.edu (22)


Timeframe Recommendations

12 months

· Copy files to new domain

· Begin marketing of new name

· Implement redirects at old domains to new domain

18 months

· Discontinue new purchases of old domain names; only renew for 1 additional year, if needed

After 18 months, when domain name expires

· Do not renew
For more information contact:  Director, Marketing, ext. 7639.
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Attachment A
Request for a new Domain
A) The new domain name is:

B) The purpose of this domain is to:

C) The scope of complexity is:

	A Simple Website
	    Yes / No

	Interactive with capturing data from forms
	    Yes / No

	Fully integrated with databases with Online Analytical Processing (OLAP)
	    Yes / No

	Other (Please elaborate)
	    Yes / No


D) The estimated costs and/or resources associated with this new domain name are (for sites that end with anything other than csmd.edu):
	Registration
	

	Other
	


E) Departmental Point of Contact (this person will be coordinating with the Web Council Chair):
_____________________________________________
_________________________________                                    __________________

Department Head Signature

   


      Date

