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Website Annual Maintenance Brief Description

Annex ‘A’

1. Routine & Daily Content Updates
* Notice Board Management: Upload official circulars, exam schedules, and
daily notices

* Event Coverage: Update the homepage banner, photo galleries, and news
sections with media from college events and workshops.

* Admissions & Recruitment: Update admission portals, eligibility criteria, fee
structures, and job vacancy announcements dynamically.

* Faculty Profiles: Add new faculty members, update designations, and publish
research papers or academic achievements.

1. Technical Maintenance & Performance

* System Updates: Manage core software upgrades, plug-in updates, and

theme patches to prevent site crashes.

* Link Audits: Perform weekly checks to find and fix broken links, missing pages

(404 errors), and corrupted PDF downloads.

* Speed Optimization: Compress uploaded media and clear site cache weekly

to ensure fast loading speeds on mobile and desktop.

* Database Management: Monitor website database health and clean up spam

comments, user logs, and drafts.
1. Compliance & Security Management

* Regulatory Compliance: Ensure the website strictly complies with mandatory
regulatory bodies (e.g., UGC, NAAC, or University guidelines) by keeping
mandatory disclosure pages up to date.

* Backup Management: Execute automated daily database backups and
weekly full-site backups stored securely off-site.

* Security Monitoring: Implement firewall protection, monitor login attempts,
and clear malware scans to prevent hacking.
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* SSL Certificate: Maintain and renew the website's SSL (HTTPS) certificate to
secure user data.

1. SEO & Analytical Reporting

* Search Optimization (SEO): Optimize meta tags, image alt-texts, and page
titles so the college ranks high on Google searches.

* Traffic Insights: Submit a monthly Google Analytics report detailing website
visitors, popular pages, and user demographics.

5. Roles and Collaboration

* Approvals: The external person will have zero authority to publish content

independently; all uploads must be vetted and approved exclusively by the
Website In-Charge.

* Reporting: The professional will report directly to the Website In-Charge and

Dean and maintain a loghook of all work maintained

Dr. Duhita Kodare
Asst. Proffasre
Incharge I.T.Sec

MPGIMER, Nashik
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