Subj:  APPOINTMENT AS (Command/Unit) WEBMASTER

[image: image1.wmf]UNITED STATES MARINE CORPS

TRAINING AND EDUCATION COMMAND

1019 ELLIOT ROAD 

QUANTICO, VIRGINIA 22134
                                                                                              I                                                                                                IN REPLY REFER TO:
                                                                                                                            5230
                                                         C463
From:  (UNIT OIC – Last Rank MI)
To: 
  (Designated Webmaster – Last Rank First MI)
Subj:  APPOINTMENT AS (Command/Unit) WEBMASTER

Ref:   (a)  SECNAVINST 5720.47B

       (b)  Marine Corps Social Media Handbook

       (c)  DoDD 8500.01 
       (d)  SECNAVINST 5211.5E

       (e)  SECNAVINST 5239.3B

       (f)  TECOM Web Policy

1.  In compliance with reference (a) Section 7, paragraph (d) item 3, you are hereby designated as the Webmaster also known as the primary website manager for Training and Education Command 

(Unit/Section).

2.  References (a) through (f) provide guidance for the performance of your duties.

3.  In the execution of these duties, you will be responsible for:


a.  Designing, updating and maintaining the official Web site of (Unit title) including planning, developing, and creating web home pages in coordination with subordinate units, departments and schoolhouses as well as ensuring that the web site provides up-to-date and comprehensive body of information to support policy, procedures, schedules, and other information.


b.  Reviewing material for accuracy and conformance with references (a) through (f).


c.  Monitoring and implementing new social media Strategies (Facebook, Flickr, YouTube, Twitter, Wikipedia, RSS Feeds and facilitate blogs) to increase site visibility.


d.  Analyzing web site performance, ensuring real time access to posted information, and resolving routine issues within 24 hours of problem notification.


e.  Coordinating with Training and Education Command G-6 regarding all website supporting IT infrastructure technology.

4.  The duties of webmaster shall be reflected within your position description and become part of your performance evaluation.

5.  This appointment remains in effect until revoked or your duties as Webmaster are terminated by competent authority.

                               SIGNATURE
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