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	Content Strategy Checklist for project kick-offs

Usability questions to ask at project kick-off meetings :: Source usability.gov



	Suggested timeframe (based on 12-week project)
	Activity
	Questions to ask yourself
	Methodologies and deliverables

	UNDERSTAND
	 
	 
	 

	Week 1
	Build understanding of the business and how your project supports the business strategy. Utilize market and industry research as necessary.


	What is the problem and what is the opportunity?
	◦ Learn about the business; review and help create design briefs with project lead

	Week 1
	Drive understanding of your role, work with your UED team on the approach, and communicate across the GXT.


	How will the team work together?
	◦ Define and understand team roles

	Week 1
	Understand the brand strategy and how design and content will support it.


	What is the brand strategy?
	◦ Brand positioning

	Week 1 and 2
	Gather information about the existing content and synthesize by content type, user scenarios, priorities, or whatever works best for your project.


	What is the current state of the product?
	◦ Content inventory 

	Week 2
	Collect information and synthesize findings of the competitive landscape as it relates to voice and content strategy.


	What is the competitive landscape?
	◦ Competitive content audit

	Week 3
	Collaborate on building personas based on segmentation data or utilize existing personas.


	Who is the target audience and what are their needs?
	◦ Personas

	Week 3
	Determine the questions you need answered through research.
	What user needs should be tested or validated through further research/study?
	◦ User research (desirability)


	CONCEIVE
	 
	 
	 

	Week 4
	Help define the project's goals, success metrics, and positioning in the marketplace.


	What are the business objectives, metrics, and market position?
	◦ Overall project strategy and goals

	Week 4 and 5
	Work with your UED team and the research team to create a test plan or utilize existing research.


	What can I learn about user needs to help develop my strategy?
	◦ User research (desirability)

	Week 5 (if needed)
	If needed, work with your UED team to create a visual model that represents the overall strategy of the site or feature.


	What are the potential concepts (visual)?
	◦ Site conceptual model

	Week 5
	Collaborate on writing user scenarios with the business and UED teams.


	What are the potential user interactions?
	◦ User scenarios

	Week 5
	Gather relevant metrics such as user flows, page traffic, feature usage, customer support, etc.


	What are the key features, functionality, and content?
	◦ Data analysis

	Week 6
	Analyze search term data to understand what people are looking for and the terms they use to search.


	How can I help users find this feature easily when they need it?
	◦ Search term analysis

	Week 6
	Brainstorm features and content based on user needs, and prioritize based on business goals, desirability, and technical viability.


	What should I include and what is the order and priority?
	◦ Content/feature prioritization

	Week 6
	Determine what content you need to support the business and source any missing content. Use the content inventory and content/feature priorities that you determined previously.


	What kind of content does the user need most?
	◦ Content gap analysis

	Week 6 and 7
	Define key content types and their metadata (such as source, frequency of change, use in other areas, etc.).


	What are the high-level navigation strategies?
	◦ Content definition

	Week 7
	Uncover key user needs and the content and features that support them, then represent how those needs are met through the information architecture.


	Will the organization of information be intuitive for the user?
	◦ Mental model

	Week 7
	Work with the interaction designer to represent the content hierarchy in a few sample flows.
	What are possible directions in which the user might want to go?
	◦ Sample flows

	Week 7
	Develop your point of view on the content strategy and share with the team.
	What are possible content, IA, and visual design concepts?
	◦ Content directions

	Week 7
	Collaborate with the visual designer to make sure the voice and visual directions support each other.


	Will the content and the visual design fit together?
	◦ Creative directions

	Week 7
	Collaborate with the interaction designer to make sure the voice and interaction strategies support each other.


	Will the content and the interaction fit together?
	◦ Interaction directions

	DESIGN
	 
	 
	 

	Week 8
	Based on the brand strategy and user needs, determine the appropropiate tone based on the voice strategy.


	What is the content strategy?
	◦ Voice and tone approach

	Week 8
	Identify the key terms, names, and labels that you will use. Work with the Content Strategy team (in San Jose) to create a holistic approach.


	What is the high-level content?
	◦ Nomenclature

	Week 8
	Create and share a strong point of view on the content strategy. Synthesize your content frameworks, research, and insights into your approach, and define how it supports the overall product design strategy.


	How do I show a compelling and user-centric content strategy?
	◦ Final content strategy defined

	Week 8 and 9
	Create copy to use in user research, prototyping, or proof of concepts.


	How does the content strategy support the business objectives?
	◦ Site text examples for testing

	Week 9
	Set up plan for testing content effectiveness post launch--determine the measurements you will use.


	How will I know if my content strategy was effective?
	◦ Test plan

	Week 9
	Continue to refine and deepen the information architecture.


	What is the navigation strategy?
	◦ Site map

	Week 9
	Test your content with users--does it meet your standards for ease of use, simplicity, and delight? Update content based on research results.


	Could the content be improved or refined?
	◦ User research (usability)

	DEVELOP
	 
	 
	 

	Week 10, 11, 12
	Create copy that supports users needs, the brand framework, and the goals of your particular project. Work with others in Content Strategy (in San Jose) who touch similar content to support a holistic experience.


	What is the content work plan?
	◦ Site text

	Week 10, 11, 12
	Collaborate with the interaction design team on creating wireframes. Create the strategies and standards that inform the interaction design.


	What should the page layout be?
	◦ Wireframes

	Week 10, 11, 12
	Consult the Pattern Engine to be sure you're following guidelines. To propose an update or addition to the Pattern Engine, email Jenn Pollock (jpollock@ebay.com) in San Jose.


	Are the content style, voice, and terminology consistent with the rest of the site?
	◦ Consult/update Pattern Engine

	Week 10, 11, 12
	At the time you begin writing the content, notify the User Assistance Content team (Liz Hartrich at ehartrich@ebay.com) if Help will need to be updated. When the PRD is complete, transition information to the Help writer.


	Will any Help sections need to be updated?
	◦ Coordinate with User Assistance Content team and create Help plan

	Beyond week 12
	Track your content through development (Product Development, Help writing, Customer Support) to ensure quality delivery.


	Is my content strategy being delivered as planned?
	◦ Content review and QA
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