
Appendix



Creating Content



Creating Content:
Before You Start

• Analyze current site
• Review related sites
• Discuss with colleagues
• Survey



Creating Content:
Identify Needs

• Conduct content inventory
• Determine content types
• Agree on formats and language(s)
• Plot out schedule and publishing
• List content you “must” VS. “would like to”

develop.



www.boxesandarrows.com



Who is my reader?



Creating Content:
As You Write

• Who will read this?
• Are they going to skim or download?
• What do they want to know?
• Am I creating or adding value?



Creating Content:
Editing/Quality Control

• Consistent audience?
• Clear key messages?
• Consistent tone and style?
• Short? Punchy? Engaging?
• Readable? Error-free?
• Relevant?



Creating Content:
Editing/Quality Control

1. Check spelling and grammar.
2. Check for readability.
3. Check for wordiness.
4. Print out copy to proof read.
5. Read copy out loud, so don’t skim.
6. Catch and correct wrong words, typos,

grammar.
7. Track changes in document and update.



Best practices



Best Practices:
Headings

• Good for readers, search engines
• Highlight keywords

– Only use italics for captions or phrases
– Emphasize words that = main idea

• Sub-headings
• Links





Best Practices:
For Reading

• Bulleted lists
• Inverted pyramid
• One idea/paragraph
• White space



Best Practices:
Visual Presentation

• Headings
• Concise text
• Graphics
• Sans serif fonts
• 10-point type
• Negative space





Best Practices:
Credibility

• Post content that is well-written & correct
• Clearly provide sources; cite facts
• Use quality graphics (small file size)
• Include links to other sources
• Avoid overly promotional tone
• Update statistics, references





Best Practices:
Search Optimization

• Write descriptive title, less than 60 characters
– 1st word = most important
– Avoid generic terms like “the” or “welcome to”
– Write to make sense out of context
– Use different titles for different pages



Best Practices:
Search Optimization

• Start pages with summary or abstract
– Include target keywords
– Keep descriptions less than 150 characters
– Write to make sense out of context, but with title
– Explain content/what reader wants

• Add keywords (meta tags)



Source: http://francisanderson.wordpress.com/2008/11/


