
Website Owner’s Planning & Management Checklist 

The planning and management checklist includes the planning and oversight tasks required by the 
laws, regulations, policies, and other directives related to your website.  At the same time, by 
completing the items listed, it enables you to provide the “simultaneous loose and tight leadership” 
needed for the site to be a truly effective communication tool and contribute to improving student 
achievement. 
 
If you have questions or need assistance with your website you may contact the DDESS Webmaster, 
Cyndi Hoberg at:  cynthia.hoberg@am.dodea.edu or (678) 364-8048. 
 

1. Does your site have a clearly defined purpose and goals? 

2. Have you established clear parameters, priorities, and expectations for web publishing? 

3. Do you have a procedure or process in place to manage website change and growth? 

Before you move forward with new features or content collections consider the following: 
 

• How does the [new feature or content] support our goals? 

• What laws and regulations need to be considered? 

• How much development will it take? 

• How much maintenance will the content require and who will be responsible?  

• Does the “cost” of creating and managing the content exceed the value? 

 
4. Have you developed priorities and a schedule for posting new content? 

 
a. Define your audience(s) and designate one as your primary or target audience. 

 
Example of Audience Definition: 

 
 

b. Develop a content inventory.  
 
• For each audience identified, determine:  What does this audience group want to know? What do we 

need to tell this audience group?  
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• List broad categories of information, such as press releases, budget documents, and publications.    

• List all the content that currently exists on your website and content that should exist on your website 
(identified audience needs, site goals, required content, etc.).  

• For each user need identified and note whether the information or services already exists in some form 
but is not on the website, or has to be developed (to determine a general Level of Effort). 

c. Assign Priorities  
For each item listed on the content inventory.  Some inventory items may fall into more than one priority. Assign 
them the highest priority. 
 
• Priority 1: required by law, regulation, Presidential directive, or other official directive or to ensure national 

security 
 

• Priority 2: mission-critical and essential for program operations, but not required by law, regulation, or 
Presidential directive (i.e.-information or services that are directly tied to your mission and/or strategic plan) 
 

• Priority 3: frequently requested information or services that would improve organization business processes 
and/or customer service to the public (e.g. most commonly used forms, documents, applications, 
transactions, etc.). 
 

• Priority 4: other information 
 

d. Create Publication Timeline 
Assign a publication target for every inventory item that is not already posted on the website.   Clearly the content 
at the highest priority levels should be targeted first. But also look for opportunities to post content that already 
exists in another format that could be easily converted for web use, particularly if that content will improve 
customer service.  
 
Note:  Be sure that, as you assign a publication target, you have the resources to meet that target. 

 
Example Content Inventory: 
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Example Content Development Schedule: 

 
 
 
5.  Do you ensure content is kept current? 
 

a. Each page must indicate that the content is current.  This is commonly accomplished with a date stamp near 
the bottom of the page: 
 

 
 

b. All content should be reviewed according to a content maintenance schedule. 
 
Content Maintenance Schedule example: 
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