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Understanding the Work

Contentis the heart and soul of your website—it's what

your users come for, what drives conversions, and what Content Production

ultimately determines your site's success.

Creating written and visual assets —

Kknown as content—for your website
ty create the framework,

While design and functiona

thoughtfully crafted content is what builds meaningful

connections with your audience and delivers on your D Content Migration
organization's mission. Moving existing content from one
website to another

There are 2 key phases of content in a website redesign
project.
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The Goal of Content
Production

Effective content production delivers far more than just
words onapage—it creates a strategic asset that
serves both organizational goals and user needs.

With proper planning and execution, we can achieve
these seven critical outcomes that transform scattered
iInformation into a cohesive digital experience.

Aligned Storytelling: Content that reflects your mission and

strategic messaging

User-Focused Information: Clear pathways for different

audience segments

Consistent Voice: Unified tone and messaging across all pages

Less Redundant: Duplical
Optimized Structure: Co
system and templates

€ Or OU!

ntent fo

‘dated information is minimal

‘matted

or the new design

Stronger Connections: Related content linked appropriately

Migration Ready: Content prepared for effective migration into

the new websites CMS
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The Key 6 Phases of Content Production

Figure out who will be

responsible for Evaluate existing

project management, content, map tonew |A, Create andrevise

content creation, and make decisions of written and visual

reviewing what to keep/revise/etc. content assets

Responsibilities Documentation. A Content Resourcing and Produce Content Review Content
Timeline

Establish Set expectations Finalize content for
specifications for all around content volume, migration, format
content that will be workflows, creators, content for templates,
created or revised for SMEs, and availability to quality assurance
your new website and meet overall project checks
determine staging/ deadlines

warehousing platform
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Content Inventory: Taking (Q) Weystoinventory
StOCk Of What YOU Have - Automated crawling tools (e.g. Screaming Frog)

« CMS exports of all published pages
« Analytics data to identify most-visited content
« Manual documentation of offline/unpublished

A thorough content inventory creates the foundation for all
strategic content decisions by revealing exactly what assets you

content
have and how they're performing.
ﬁ What to Capture
Betore deciding what to keep, change, or create, you need a
comprehensive catalog of your current digital landscape. * PageURLsandtitles

« Lastupdated dates
« Page owners/maintainers
« Content types

« Word count/complexity
- Media assets (images, videos, PDFs)
« [rafficand engagement metrics
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Content Inventory: Taking
Stock of What You Have

he following is an estimate based on a Screaming Frog

Inventory conducted by Fastspot.

 |nternal Site Craw!
« External URLs

Total Pages 905
News Articles 433
Performance Details 70
People Profiles 56
Images 1848
PDFs 44

External URLs

1863



https://docs.google.com/spreadsheets/d/1RdVM-Nmjts8Z07YLthvIzIEoREIdGBU_ze6bDHUIfMQ/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1Al2Q2QiPgBHEYElBE7nzvzbQNryVg0cz6gt0Le1Cvjg/edit?usp=sharing
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Auditing Content: Making
Strategic Decisions

The content audit transforms your inventory into
actionable insights by evaluating each piece of content
against your new strategic goals, user needs, and
iInformation architecture.

This critical process prevents carrying outdated or
underperforming content into your new site while
identifying valuable assets to preserve and gaps that
require new content development.

Keep
Contentis current, accurate, and fits innew 1A

Revise
Content needs significant updates

Create New
New content in |A or needed to fill gaps

Merge
Content from multiple sources combined into one

Archive
Content no longer needed
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Mapping Content: From
Current to Future State

Content mapping creates the vital bridge between your
existing website and your new information architecture,
ensuring no valuable content falls through the cracks
during transition.

This systematic process identifies exactly where
current content will live in the new structure, what
transformations are needed, and where new content
must be developed to complete the user experience.

Mapping Exercise
1. Start withthe new |1A
2. Foreachpageinthe new A, determine:

« Does content exist in current site”

« Whereisitlocated now?

- What conditionisitin?

- What needs to happen to prepare it”?

Documentation
« Page-by-page mapping spreadsheet
- Content transformation requirements
« |dentified gaps requiring new content
« Content ownership and reviewer assignments



https://octopus.do/w6rafet8jur
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Resource Planning & @ Estimation Factors

- - i - . m - Volume of content (pages, words, media assets)
EStlmathn. Settlng ReaIIStIC « Complexity of content transformation
Expectations + Number of new pages needed

Approval workflows and stakeholders

Effective resource planning transforms content Available content creators/editors

production from an overwhelming project into a Subject matter expert availability

manageable process with clear deadlines and

accountability. Formulas for Estimation
« New page creation: ~4-8 hours per page
By accurately estimating the time and expertise « Major revisions: ~2-4 hours per page
needed for each content task, you can build arealistic « Minor updates: ~0.5-1 hour per page
schedule, secure appropriate resources, and ensure « Reviews and approvals: ~0.5-2 hours per page

your content is ready when your new website launches.

Media production: Varies significantly
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Resource Planning Worksheet:
Sample Content Production Matrix

4 )
Content Type Total Pages New Major Revision Minor Update Merge Archive Est Hours
(Current Site) (Subtract)
Pages 12 3 5 2 2 0 40
People Profiles 45 0 5 40 0 0 50
Events 15 O 0 15 O O 15
News 30 0 10 O 0 -20 10
Totals 102 3 15 57 2 -20 115
- J

/. | Total Est Hours = Available People + Available Hours per Week = Total Content Production Est Time
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Timeline Integration: Q} Key Dependencies
AlignYour Work with the + Design system completion

-  Component specifications
RedeSIQH SChedUIG . Techrrjical reqt?irements
Content production doesn't exist in isolation—it must » Quality assurance periods
be carefully synchronized with design and development - Stakeholder review windows

milestones to ensure a successtul website launch.

Timeline Integration

By understanding the critical dependencies and - Content production begins after |A approval
overlapping phases of the redesign process, you can - Runs parallel to designand development

create a content schedule that delivers the right assets - Production timeline extends beyond development
at the right time while avoiding bottlenecks that could - Final content delivery scheduled before migration

delay your project. « Allow buffer time for revisions and approvals



https://docs.google.com/spreadsheets/d/1RFoJC1Qh7qr8f6B00qrz4taHJ96Kt62YRFvVNsxHCyg/edit?usp=sharing
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Content Storage & Staging:
Managing the Production

Process

A reliable content staging environment provides the

essential workspace where your team can create,

review, and refine website content before it goes live.

Choosing the right platform for your organization's

workflow and technical capabilities ensures smooth

collaboration, main

clear path fromdrai

‘alns version con

rol, and creates a

t to final approval.

m Suggested Staging Platforms

-

Google Docs

Collaborative editing

Free Version history
Comment functionality
Familiar interface
Easy organization with folders
Dedicated Content GatherContent
Tools Contentful
May require a paid Notion
subscription Airtable
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Content Templates:

Struct

ured Approach to

Production

Content templates transform abstract design concepts

Into practica
perfectly wit

By providing

writing guides that ensure your content fits

Nin the new website's structure and design.

clear parameters for each content type

and component, templates eliminate guesswork,

promote consistency, and significantly streamline the

content creation and review process.

@ Recommended Template Elements

- Page metadata (title, description, keywords)

« H1heading and subheadings structure

- Component specifications

« Character/word count limitations

« |mage/mediarequirements

- Ca
« Re

-to-actionins

ructions

ated content i

nkage

« Notes for developers/designers

« Reviewer checklist

@ View Template



https://docs.google.com/document/d/1jNljo-Gm8cjS5Me4VRg03357s-d6OEcjZzCDTTo7AkQ/edit?usp=sharing
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Resources for Web Content
Creation: Helpful Guidelines
and Tools

Creating effective web content requires a different

approach than writing for print or academic purposes
—fortunately, you don't have to reinvent best practices.

These established resources and tools will help your

team craft user-centered, accessible content that
performs well both for human readers and search
engines.

m Style Guides

-astspot Content Strategy Best Practices

-astspot Image & Video Guidelines
WBT T Style Guide

Other Useful Tools

Hemingway Editor (grammar and style)

Grammarly (grammar and style)

Ahrefs (keyword research)

Readable (readability scoring)



https://docs.google.com/document/d/1D5Z83JMl2hUSss3YPgiFoDRpN4SvoIDup0awr1T0ouI/edit?usp=sharing
https://docs.google.com/document/d/1JinBY65gawC1JmvEVTgL0ao6BDz9iYRs2IcN4S_sJXA/edit?usp=sharing
https://hemingwayapp.com/
https://www.grammarly.com/
https://ahrefs.com/
https://readable.com/
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Available Project
Resources: Support

Throught

Successful conten

he Process

' production requires more than just

talented writers—It needs specialized tools, templates,

and guidance toen

sure consistency and efficiency.

Our project planincludes both immediate resources to

nelp you get started now and forthcoming materials

that will support your team throughout each phase of

the content development lifecycle.

Current Resources

 Content inventory worksheet

- Content audittemplate
« Page mapping documentation
« Writing templates

@ Future Resources

C « Visualcomponent library
« Design system documentation
« CMS Training
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Prepare Now: Critical Next Steps

Turning your content strategy into reality requires iImmediate, focused action with clear
ownership and deadlines to maintain momentum throughout the project lifecycle.

/ Assign Content Lead Designate a primary content coordinator \
Complete Content Inventory Document all existing pages
Conduct Content Audit Evaluate existing content against new [A
Create Content Production Plan Detailed timeline and assignments
Develop Templates Prepare structured guides for each page type
Begin Content Production Start with highest priority sections
Establish Review Process & Schedule Check-Ins Set up regular status meetings and workflow for approvals




Thank You




