Sample Guiding Principles
GOVERNANCE – Roadmap
Guiding Principles for Everyone
Connect and Collaborate
· Create a profile to describe your expertise.
· Share, ask questions, and connect using Yammer and your Blog.
Send links, not attachments
· Use links to content on the intranet insteand of attaching documents to emails so that we are always working from the same version.
We're all responsible
· Let the Site Contact know if there are issues on a site (for example, out of date content, typos, or things that are confusing or incorrect).
· Use the Feedback Button on the home page and on the search results page if you have a suggestion or need help.
Don't complain, get trained!
· Take advantage of training for your role.
· Check out all the great content on the [[Intranet Training and Governance]] site!
Guiding Principles for Content Editors
One copy of a document
· If your division is responsible for a document, publish it on your site.
· If you aren't responsible for maintaining the document, ask the owner to publish it on their site and [[Adding Hyperlinks to Content|insert a link]] to the document on your site.
Update in place
· Once your documents are on the intranet, make sure to "update in place" so that you don't accidentally break the links to your content.
· We have turned on "versioning" in all document libraries so each time you save a document, the prior version is saved in case you need to get back to it.
· If you want to update a document offline, download it from the intranet first. Make your changes without changing the file name. Then, upload it back to the intranet leaving the box checked to create a new version.
· If you want to update a .pdf, make sure that the file name is exactly the same as the document you are replacing so that you do not break any links to the document or lose any of your metadata.
· [bookmark: _GoBack]Review these [[Tips for Content Editors]] to make sure you are following best practices.
