EFFECTIVE COMMUNICATION

Content Review Workshop
Day 1: The Content Audit

Every website owner should review their website periodically to ensure that the content is
up-to-date, relevant to their target audience and effective. The first step in this process is to
perform a content audit, which involves cataloging and assessing your existing website
content. This session will focus on cataloging or taking inventory of your existing content.
The phase will serve as the foundation for the remaining activities, therefore it is important
that you schedule enough time to perform a careful review.

The Importance of Website Content:

It goes without saying that “content is king”. Without effective content, there’s no website.
There are many uses for content:

* To inform.

* To answer your visitors/customers questions.

* To manage expectations.

* To build trust & credibility.

* To drive decision-making.

* To entertain.

* To build relationships/community.

* To educate.

A comprehensive content review process will ensuring that your business goals for your
website align with the needs of your target audience. Also, you want to ensure that your
website is not cluttered with out-dated, ineffective, and unfocused content.

The Goal:

Here are a few important reasons why perform a periodic inventory of your content is
important::

1. To ensure that you're providing value to your target audience
Your website content should be reader or customer-focused. The first step to
determining if your content serves the needs of your readers is to take an inventory
of the content that exist today.

2. To serve as a reference during website development, content planning or
enhancement projects.
This step is also critical when planning a new website or website enhancement
project to ensure that valuable content stays and invaluable or wasteful content
goes.
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3. To facilitate website maintenance and emergency planning.
It goes without saying that you should backup all website content. Also, knowing
the last date an item was updated will give you a better sense of out dated content

items. In case of an emergency, you need to know what you have on the website
and where to find it (the source).

The Resource:

A content matrix is a great tool for documenting each content item and its attributes. Visit
following links to download a copy of a Content Matrix that will get you started.

Download: Contact Matrix
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Using the Content Matrix
Column Descriptions

1. Page/Content Title — The Page Name and Description of the Content Item
(ex: Home / Welcome Message)
Path — The URL (ex: /welcome.html)
Main Content Area
Support Content Area
Business Objective
Value to your Target Audience
Content Type — Type of item (see examples below, try to be consistent with
your labels)
a. Web — A web file (html, asp, php etc.)
b. PDF — Adobe PDF document
c. DOC - Microsoft Word Document
d. MP3 — Audio/media file
e. External Link — Link to external site
Source of Information — Where did this information originate?
9. Contact Person — Who is (was) responsible for generating and maintaining
this item?
10.Navigational Menu Item — If this content can be reached by a navigational
menu item, enter the label here (ex: Company)
11.Sub-navigational Menu Item — If this content can be reached by a sub-menu
item, enter the label here (ex: Company->Staff)
12.Comments — Your comments and thoughts.
13.Secure/Restrict Area — Is this content in a restricted/password-protected area?
14.Last Date Change — When, approximately, was this item last updated?
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