WEBSITE

TheFriendlyGardenClub.org webmaster is responsible for keeping the website up to date by including
information that will be beneficial for club members as well as the general public. Currently the site
consists of the following sections and may change as the club’s needs change:

Home, About Us, Projects, Gallery, Sponsors, For Members, Forms, Affiliations, Policy & Procedures,
Links, and Contact.

The webmaster is responsible for:

Maintaining and updating information, images, videos, etc. on the website that is valuable to our
club members as well as keeping the community informed about our projects, events, etc. The
webmaster needs technical expertise to create, monitor, improve, update, and secure the pages
of The Friendly Garden Club’s website.

Attending all monthly board and membership meetings.

Maintaining three accounts for forwarding emails automatically for the club.
Info@thefriendlygardenclub.org is used for monies from the bank, square, etc. and goes to
treasurer. The email account, Members@thefriendlygardenclub.org, receives emails that goes
to the membership chair inquiring about the club and how to become a member. The
webmaster@thefriendlygardenclub.org goes to the webmaster for paying web-related charges
and setups for our club, (e.g., web hosting fees, mail boxes, domain name, Google Drive, SSL
Certificate, & president’s Zoom account, etc.).

Creating the online version of the yearbook (password protected on FOR MEMBERS section) so
members can access the entire yearbook with their electronic devices (e.g., board of directors,
internet & social media page, former presidents, active members, etc.) and anything else the
president deems necessary with the assistance of the yearbook editor.

Uploading the club’s printed yearbook on the FOR MEMBERS section, (password protected). The

webmaster receives from the following committees by November 30:

o  Program committee’s monthly programs for the year including speaker bio, speaker’s
program and description, and which month they will be presenting and what form of
presentation it will be: PowerPoint, demonstration, etc. This should be typed up as a Word
document.

o  Updated membership information and the hostesses for each monthly meeting prepared
by the Membership Committee as a Word document

o  Standing committees prepared by the president as a Word document

Uploading all document forms (e.g., Policy & Procedures, geranium order form, bylaws, etc.) and
editing text pages and making sure that the site does not exceed the space purchased.

Creating and uploading information from other committees, such as the garden walk sponsors
from the Garden Walk Committee, drone video of Logo Garden, etc.

Paying for the website, domain name, mailboxes and any other technical or internet costs
needed by the club, getting reimbursed by the club treasurer.
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