[bookmark: _5zfxdwhrf5w]Content Planning Worksheet
[bookmark: _rr6ed4c2w60y]First things first
1. Is this central content that is needed by the whole library system (or large portion)?
2. Are there already pages that offer similar information?
3. Do you need training on guidelines?

→ if you answered yes to either of these, please contact the web team.

[bookmark: _kzjgk07esgy9][bookmark: _GoBack]Short description of content topic. 
	





[bookmark: _hhhgk399g0jj]If reworking current content, describe current state.
How many pages? Is the current content working well for users? (how do you know?) Is it working well for staff? How often is content edited/reviewed/created? Is there an existing process or workflow? How is content creation and maintenance supported?
	





[bookmark: _70d23048p7n1]Who will be working on this content?
	
	Unit Content Coordinator
	

	Content Authors / Contributors
	

	Subject Matter Experts
	

	Grad Assistants
	





[bookmark: _wudx8auaxgjd]What is your hopeful timeline for completion?
	




[bookmark: _xwi4hh7wam6m]How much time do you plan to dedicate to this project?
Creating a single new web page can take between 2-15 hours for each page depending on the pages goals, user research needs, complexity, and number of people who need to be involved. 
	(include time spent in meetings per person)





[bookmark: _b6dso13w5t84]What’s the purpose of this content?
	· Provide information about a service, location, etc.
· Provide instructional guidance
· Promote service, event, project, 
· Talk about our accomplishments and cool things we’re doing
· Other ______________


[bookmark: _8ntf37dil4o]Why is this content important? Would not having this content cause problems?
	




[bookmark: _58z53jf3cqn1]Who is your audience?
Who are your primary users? What are their motivations? What are their goals? Common tasks? How are you hoping to help them? 

Consider putting in the form of:
As a _______, I want to _______, so that ______.
	




[bookmark: _jznlxv3rlxt4]Are there actions you want users to take from this content?
	





[bookmark: _qs93f9voea9p]Keywords users might use to find content?
	





[bookmark: _nyt48eflj0qo]Top 3 things you want users to take away?
	1.  
2.  
3.  


[bookmark: _a4s8fu1h6yip]How long do you anticipate this page will be useful?
	· Evergreen (should be good for a very long time as long as nothing external changes)
· Temporary (events, announcements, etc.)
· Other _________________



[bookmark: _nutdmz9a3w0l]Have you done or are you planning to do any user research to inform decisions around this content (including analytics & Ask a Librarian analysis)?
	





[bookmark: _p3jhmt4mftvt]What’s your plan for managing this content after it’s published? 
	






[bookmark: _692aahiuymgd]Is there content anywhere on the website that will need to be edited or retired as a result of your new content?
	





[bookmark: _n5z69guabuuz]
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