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Photography Archive  
 

Purpose 

The purpose of this procedure is to archive the photos that are taken for the College 
of Agriculture and Human Sciences. This procedure takes place after photographs 
have been taken for the college, extension, or research. 
 

Scope 

The procedure and activities surrounding this procedure are in place to have an 
organized collection of photographs. It will also be used to keep track of events 
hosted by the college. 
 

Prerequisites 

A USB cord or a memory card reader can be used to extract the photographs from 
the camera. There are several available programs that will help with time saving 
batch rename and logo placement options- iPhoto, Photoshop, Bridge, Camera Raw, 
ets. 
 

 

Procedure 

1. Using a USB cord or a memory card reader collect the photos from the 
camera.  

2. Using the program of your choice rename and organize the photos so you can 
easily locate them. 

3. Divide the photos into 3 batches, archives, keeps, and edits.  
4. The archive folder will be used for records. 
5. The photos in the keeps folder should be edited and used for media outlets 

articles and marketing materials. 
6. The photos in the edits folder should edited and logo’d and then placed on 

Facebook and other social media outlets. 
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Video Editing 
 

Purpose 

The purpose of this procedure is to produce the video footage taking at the College 
of Agriculture and Human Sciences events and educational programming. This 
procedure takes place after footage has been taken for the college, extension, or 
research. 
 

Scope 

The procedure and activities surrounding this procedure are in place to have 
educational videos and to teach and inform the citizens of the state of Texas. 
 

Prerequisites 

A USB cord or a memory card reader can be used to extract the footage from the 
camera. There are several available programs that can be used to edit the footage, 
iMovie, Adobe Premiere Pro, and Final Cut. 

 

Procedure 

1. Before you collect the footage have a good understanding of the purpose and 
audience that will be viewing the edited production.  

2. Create a storyboard with the general concepts to refer to while editing. 
3. Using a USB cord or memory card reader, collect the footage from the 

camera.  
4. Using the program of your choice review the footage. 
5. Edit the footage and distribute to designated social media outlets, county 

agents and headquarters staff. 
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Plan of Work and Accountability  
 

Purpose 

The purpose of Program Planning, Reporting & Accountability system is to provide 
leadership in the area of the Extension and Research programs planning, evaluation 
& reporting as per NIFA-USDA guidelines (Federal Register / Vol. 71, No. 16 / 
Wednesday, January 25, 2006 / Notices). 
Provide leadership in the development and implementation of the Plan of Work 
(POW), accountability and evaluation strategies and assist faculty and staff in the 
preparation of the POW updates and annual accomplishment report. Provide data 
analysis support to evaluate program effectiveness, impact and conduct information 
technology awareness programs. 
To prepare and submit the POW update and annual report of accomplishments by 
due date (April 1st each year) to ensure funding for Extension and Research 
programs from NIFA.   

Scope 

The procedures and activities involved in the proper development, implementation 
and evaluation of the plan of work for CAHS Extension and Research programs. Also 
conduct information technology awareness programs in the college of Agriculture and 
Human Sciences (CAHS) as needed.  
 

Prerequisites 

NA 

Procedure 

1. Create a Plan of Work and Accountability core team comprised of program 
leaders from Research and Extension. 

2. Conduct core team meetings on a monthly basis to monitor the POW 
implementation progress and implement corrective actions if needed. 

3. Ensure proper implementation of POW with the help of core team members. 
4. Conduct necessary training on POW, logic model and Annual report for 

concerned CAHS faculty and staff. 
5. Coordinate with Extension Program leaders to collect and analyze the 

Extension contact data collected from “Texas Extension Accountability 
System” by the county agents. 

6. Coordinate with the Research and Extension program leaders to ensure timely 
preparation and submission of the annual accomplishment report by March 
31st every year in a prescribed format by NIFA. 

7. Coordinate with the Research and Extension program leaders to ensure timely 
preparation and submission of the Plan of Work update by March 31st every 
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year by incorporating all changes necessary to conduct the program 
successfully. 

8. The Annual report and POW updates will be edited thoroughly by the 
communications team before final submission to NIFA. 

9. Conduct a series of work meetings within core teams to iron out the issues 
and prepare the final reporting and POW document. 

10. Various program planning, reporting matrix and templates will be used to 
analyze the data and record the impact of programing. 

11. Any changes or updates from NIFA on POW and Reporting systems will be 
communicated to the core team and realign the program accordingly (if 
needed). 

12. POW and Annual report approval notification along with the feedback received 
from NIFA will be shared with the core team and take corrective action if 
needed. 
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Emerging Technology Recommendation  
 

Purpose 

Review emerging computer technologies, recommend technical advances and 
solutions concerning hardware and software acquisitions. Train and provide technical 
support in information management support services for CEP and CAHS. 

Scope 

Technology evaluation for the implementation of various relevant Information and 
Communication Technology (ICT) tools in Extension and Research programs within 
CAHS. Conduct training workshops for proper adoption of ICT tools. 
 

Prerequisites 

NA 

Procedure 

1. Conduct Technology assessment in the college an existing technology 
baseline. 

2. Review emerging technologies related to Extension, Research and Academics.  
3. Conduct a Pilot test for a minimum of one full cycle of operation before final 

implementation. 
4. Receive a clearance from PV Information Security Officer. 
5. The results of the pilot test will be documented and reviewed by the CAHS 

faculty and staff members. 
6. The product will also be tested for sustainability in the future in terms of 

special skills required for    implementation and maintenance. 
7. PVAMU IT network team will also review the technology for network traffic 

and firewall issues if any. 
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Plan of Work and Accountability  
 

Purpose 

Develop and maintain seamless research and extension web based reporting system 
as per NIFA guidelines and implement web technologies for efficient program 
operations. 

Scope 

Annual report and plan of work data collection as per NIFA guidelines.   
 

Prerequisites 

Procedure 

1. Extension agents will submit their reporting data in web based Texas 
Extension Accountability System Texas system at the following URL: 
https://texas.tamu.edu/. 

2. Team leaders will check the submitted data on a monthly basis. 
3. Provide the data to the POW team to prepare an annual report and Impact 

report. 
4. Provide training on NIFA’s online accountability software to the Research and 

Extension faculty and staff as needed. 
 

 
  

https://texas.tamu.edu/
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ICT applications in program planning and delivery 
 

Purpose 

Design relevant information and communication tools for innovative and efficient 
program delivery for the limited-resource audiences in the state of Texas. 

Scope 

Proper utilization of ICT tools for efficient program planning and implementation.  
 

Prerequisites 

Procedure 

1. Conduct need assessment for such ICT tools application. 
2. Research the existing ICT tools are being used in area of Extension and 

Research. 
3. Introduce relevant ICT tools to the faculty and staff by conducting 

demonstrations and subsequent trainings if necessary. 
4. Implement as pilot project on small scale.  
5. Implement the ITC tools only after successful implementation of pilot test.  
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Collaboration with other land-grant Universities 
 

Purpose 

Work with other land-grant extension and research leaders to develop information 
and communications technology, plan and program delivery strategies using 
computer technology. 

Scope 

Reach out to other land-grant Universities and develop a working relationship in the 
area of Information Technology. 
 

Prerequisites 

NA 

Procedure 

1. Serve on SR-PLN InfoTech committee. 
2. Serve on AEA IT team. 
3. Serve on NETC team. 
4. Attend conference calls and meetings. 
5. Take part in the preparation of IT strategic plan for the system. 
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Future Focus: Technology Advancement 
 

Purpose 

Work with CAHS leadership team to monitor progress and future focus of the 
organization in the area of computer technology advancement. 
Scope 

Scale up the technological capacity of the college as per the future needs. 

Prerequisites 

NA 

Procedure 

1. Work closely with CAHS strategic planning team and other Research and 
Extension Program leaders and find out their future technology needs. 

2. Conduct a technology assessment for the college. 
3. Prioritize the technology advancement implementation according to the need. 
4. Conduct technology advancement awareness workshop in the college. 
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Liaison between NIFA and CAHS for POW and Annual Report 
 

Purpose 

Serve as point of contact for program planning and reporting between USDA-National 
Institute of Food and Agriculture (NIFA) and PVAMU-CAHS. 

 
Scope 

Plan of work and Annual reporting system software polices and procedure updates. 

Prerequisites 

NA 

Procedure 

1. Communicate with NIFA national accountability leaders via email or phone 
calls and keep with the new policies and procedures for POW and 
Accountability system. 

2. Attend all program planning webinar and face to face meetings. 
3. Provide summary of all meeting to the POW core team at CAHS.  
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System Administration Support 
 

Purpose 

Provide system administration related support for desktop, laptop and iPad for CAHS 
faculty and staff. Ensure all desktop computers are in restricted group. 
Scope 

Active directory (AD) and desktop administration for CAHS. 
Establish remote access to all computers in the restricted group (PV domain under 
CAHS). 
Provide hardware and software tech support. 
Assist in hardware and software procurement for the college. 

Prerequisites 

NA 

Procedure 

1. Receive service request from each staff via online CAHS service request 
system. 

2. Respond to the request within 24 hrs. and provide services via virtual 
remote connection whenever possible. 

3. Document all major work done in the system. 
4. Evaluate the services provided for future improvement. 
5. Train student workers to perform basic computer and printer 

troubleshooting and other print media related work. 
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Design Web Pages and Templates to make websites graphically appealing. 
Monitor Monthly and Revise Web Content (as appropriate) 
 

Purpose 

The purpose of this procedure document is to outline the standard operating 
procedure to design web pages and templates to make websites graphically 
appealing. This procedure may happen on request or initiative.  
 

Scope 

The procedure and activities surrounding this procedure affects the PVAMU CAHS, 
CARC and CEP websites, the content management system, the computer, design and 
development applications utilized for this procedure. 
 

Prerequisites 

Outline information required before proceeding with the listed procedure; for 
example, worksheets, documents, IFAS reports, etc.   
Requirement for operating this procedure:   
 

1. Get the dimension of the device to display the webpage  
- Mobile: 480 X 800px 
- Tablet: 768 X 1024px 
- Desktop/Laptop: 1000 X 566px 

2. Find out the intended audience and demographic. 
3. Research on applicable sites. 
4. Design a wireframe of the intended webpage using wireframe design tools 

(e.g. Microsoft Visio). 
5. Collect graphics and required images. 
6. Design/customize applicable graphics (continuous). 
7. When appropriate provide a mockup representation using image editing and 

compositing tools (e.g. Adobe Photoshop). 
 

Procedure 

Designing Webpages: 
1. Ensure that the Web Style Guidelines and school color codes are being 

followed throughout content development. (Reference Web Style Guidelines: 
http://www.pvamu.edu/pages/6438.asp, School Color Codes: 
http://www.pvamu.edu/Include/Public_Relations/Guidelines4-5.pdf) 

 
Designing Templates: 

http://www.pvamu.edu/pages/6438.asp
http://www.pvamu.edu/Include/Public_Relations/Guidelines4-5.pdf
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1. Provide relevant template information at the start of the document such as 
Author, Date, Title, Theme (when necessary) and Version. 

2. Comment the start and end of each code section. 
3. Leave comments where necessary. 
4. Provide clean, structured, minimal and simplified code. 

 
Monitor Monthly and Revise Web Content (as appropriate). 
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Develop and Manage Web Content for CEP, CARC, and the CAHS websites 
 

Purpose 

The purpose of this procedure document is to outline the standard operating 
procedure to develop and manage web content (images, graphic, text data, and 
social media) for the Cooperative Extension Program (CEP), Cooperative Research 
Center (CARC), and the College of Agriculture and Human Sciences (CAHS) websites. 
This procedure may happen due to newly requested content, need to update current 
content or accumulation of events and activities within CAHS and/or components. 
 

Scope 

The procedure and activities surrounding this procedure affects the PVAMU CAHS, 
CARC and CEP websites, the social media platform(s), and the content management 
system, the computer and design and development applications utilized for this 
procedure. 
 

Prerequisites 

Outline information required before proceeding with the listed procedure; for 
example, worksheets, documents, IFAS reports, etc.   
Requirement for operating this procedure:   
 
Develop Content: 
 
Manage Content: 
 Inserting New Content: 

1. Obtain needed content information through the respective channels: 
a. Monthly staff meeting presentation documentation 
b. CAHS Service request form 

2. Ensure content is approved. 
 

 Updating Current Content: 
1. Ensure content is approved. 

 
 

Procedure 

Develop Content 
7. Ensure that the Web Style Guidelines and school color codes are being 

followed throughout content development. (Reference Web Style Guidelines: 
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http://www.pvamu.edu/pages/6438.asp, School Color Codes: 
http://www.pvamu.edu/Include/Public_Relations/Guidelines4-5.pdf) 

 
Manage Content 

2. Locate the appropriate file/web page, social media platform post to be 
updated. 

3. (If social media platform post, skip to step 3). Ensure to create a backup of 
the file/web page or comment out the lines of code to be replaced. 

4. Update as appropriate. 
 
 
  

http://www.pvamu.edu/pages/6438.asp
http://www.pvamu.edu/Include/Public_Relations/Guidelines4-5.pdf
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Develop Strategies to Market and Increase Visibility and Awareness of CEP, 
CARC, and CAHS programs 
 

Purpose 

The purpose of this procedure document is to outline the standard operating 
procedure to Develop Strategies to Market and Increase Visibility and Awareness of 
CEP, CARC, and CAHS programs. This procedure may happen on request, initiative or 
due to ongoing or prospective CAHS events and activities.  
 

Scope 

The procedure and activities surrounding this procedure affects the PVAMU CAHS, 
CARC and CEP websites, the social media platform(s), the content management 
system and any implied web analytical tools, the computer, design and development 
applications utilized for this procedure including the stakeholders and target 
audience. 
 

Prerequisites 

Outline information required before proceeding with the listed procedure; for 
example, worksheets, documents, IFAS reports, etc.   
Requirement for operating this procedure:   
 

8. Identify the problem/target areas, demographic and audience.  
9. Carry out research on CEP/CARC/CAHS program and target audience. 
10. Identify the tools necessary to impact the target audience (e.g. web banner 

ads, social networking tools). 
a. Determining the appropriate social media tool applicable to target 

audience and program (YouTube, Facebook, twitter, LinkedIn) 
b. Research on impact design, graphics and images 

11. Conduct brainstorming sessions. 
 

Procedure 

Marketing CEP/CARC/CAHS programs: 
1. Implement strategy 

 
Increase Visibility and Awareness of CEP/CARC/CAHS programs: 

1. Implement design for program visibility. 
2. Utilize social media to increase awareness of CEP/CARC/CAHS programs:  

a. A week before the program (to briefly introduce/bolster the program). 
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b. The day of the program (to briefly project programs highlights, 
attendees, keynotes). 

c. A week after the program (to thank the audience/attendees and to 
inform of prospective programs). 
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Develop subject matter and training materials for staff and faculty and 
report program impact. Maintain a positive work atmosphere by acting and 
communicating in a manner to get along with customers, co-workers and 
supervisors. 
 

Purpose 

The purpose of this procedure document is to outline the standard operating 
procedure to Develop subject matter and training materials for staff, faculty and to 
report the program impact. This procedure may happen on request, initiative or due 
to ongoing or prospective CAHS events and activities.  
 

Scope 

The procedure and activities surrounding this procedure affects the PVAMU CAHS, 
CARC and CEP faculty and staff. 
 

Prerequisites 

Outline information required before proceeding with the listed procedure; for 
example, worksheets, documents, IFAS reports, etc.   
Requirement for operating this procedure:   
 

12. Research subject matter. 
13. Identify appropriate training mediums/technology for staff and faculty.  

 

Procedure 

1. Develop material. 
2. Include reference articles, websites and materials. 
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Connecting iPad to Airplay device (internal use within CEP) 
 

Purpose 

The purpose of this procedure document is to outline the standard operating 
procedure to present a wireless display via iPad to a monitor or projector in the 
conference room or auditorium. This procedure may happen during presentations or 
meetings.  
 

Scope 

This procedure is limited to internal use within PVAMU CEP. 
 

Prerequisites 

Outline information required before proceeding with the listed procedure; for 
example, worksheets, documents, IFAS reports, etc.   
Requirement for operating this procedure:   
 

Procedure 

1. Ensure the wireless device is connected to an Airplay access point only. 
2. Turn on the television and select the HDMI 1 input. 
3. Make sure each Apple TV device is connected to the same Airplay Wi-Fi 

network. 
4. Double-click on the iPad Home button and scroll to the extreme left until you 

see the Airplay icon.  

 
5. Click on the Airplay icon and choose one of the following locations: 

a. CEP Conference Room 
b. Dean Conference Room 
c. Auditorium 

6. Set Monitoring to “On” 
7. Double-click on Home button to close. 
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Support Graphics Design for Usability on the Web, and create original 
graphics 
 

Purpose 

The purpose of this procedure document is to outline the standard operating 
procedure to Support Graphics Design for Usability on the Web, and create original 
graphics. This procedure may happen on request, initiative or due to ongoing or 
prospective CAHS events and activities.  
 

Scope 

The procedure and activities surrounding this procedure affects the PVAMU CAHS, 
CARC and CEP websites, the social media platform(s), the content management 
system, the computer and the design and development applications utilized for this 
procedure. 
 

Prerequisites 

Outline information required before proceeding with the listed procedure; for 
example, worksheets, documents, IFAS reports, etc.   
Requirement for operating this procedure:   
 

14. Identify the purpose of graphic and intended audience.  
15. Research on latest graphics (images/icons), design styles and trends. 

 

Procedure 

Support Graphics Design and Create Original Graphics: 
5. Ensure that the Web Style Guidelines and school color codes are being 

followed throughout content development and notably “Use of Copyrighted 
material” and “Use of Graphics” within the PVAMU Web Style Guidelines: 
http://www.pvamu.edu/pages/6438.asp 

6. Apply school color codes where appropriate (Reference School Color Codes: 
http://www.pvamu.edu/Include/Public_Relations/Guidelines4-5.pdf). 

 
  

http://www.pvamu.edu/pages/6438.asp
http://www.pvamu.edu/Include/Public_Relations/Guidelines4-5.pdf
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Utilize Social Media networks to market CEP, CARC and CAHS programs and 
implement electronic media tools 
 

Purpose 

The purpose of this procedure document is to outline the standard operating 
procedure to Utilize Social Media networks to market CEP, CARC and CAHS programs 
and implement electronic media tools. This procedure may happen on request, 
initiative or due to ongoing or prospective CAHS events and activities.  
 

Scope 

The procedure and activities surrounding this procedure affects the PVAMU CAHS, 
CARC and CEP websites, the social media platform(s), the content management 
system, the computer and the design and development applications and any third 
party social media tools utilized for this procedure. 
 

Prerequisites 

Outline information required before proceeding with the listed procedure; for 
example, worksheets, documents, IFAS reports, etc.   
Requirement for operating this procedure:   
 

1. Research CEP/CARC/CAHS program and target audience. 
2. Identify the social media networking tools necessary to impact the target 

audience (e.g. web banner ads, social networking tools). 
a. Determining the appropriate social media networking tool applicable to 

target audience and program (YouTube, Facebook, twitter, LinkedIn) 
b. Research on impact design, graphics and images 

3. Conduct brainstorming sessions towards graphics, social media update. 
 

Procedure 

3. Update social media networks. 
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