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Included below is an example of how an academic website may be evaluated.  Useful criteria to use in the analysis of web-based records include the function or activity documented, whether the information is duplicated elsewhere, the administrative need for the information, and lastly, the value the information has in documenting the activities of the unit. 








Sample Website Analysis Table 





Section�
Notes�
Administrative and Archival Value�
�
Academic Programs�
This section is important for administrative and long-term historical use.  The section contains information on the degree programs offered by the school and degree requirements.  This section also contains the course catalog.  The on-line version of the course catalog is the only “publication” that contains the course descriptions.  The printed course catalog has become more of a “viewbook.”  


  �
High�
�
Admissions�
Important as this section contains the application form and specific procedures and guidelines for admissions to the School. 


 �
High�
�
Faculty & Staff�
Provides a useful summary of the faculty and staff of the School.  The faculty directory also contains brief profiles of the faculty which serve as an important record in documenting the history of the School


�
High�
�
Research�
Provides summary record of current research projects, objectives, and personnel involved.  


�
High�
�



�



News and Events �
Announcement of events and activities such as visiting speakers, conferences, and award recipients.  This type of information is updated and changed frequently.  


�
High/Medium�
�
Alumni �
Provides view of how the school communicates with alumni.  May also provide information on alumni activities and an alumni directory.  Contains alumni newsletter “Those Were The Days” (now only available on-line).


�
High/Medium�
�
Site Map�
Useful summary record for both the presentation of the categories of information selected for the website and the organization of the information.  �
High�
�















Each unit should identify and evaluate the types of records created and maintained on its website.  Procedures should be established to capture records with administrative and long-term historical value into a secure recordkeeping system.

















