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So we launched the site - now what?
This outline aims to show an example of the minimum attention needed for a useful and usable website and online outreach effort and not an ideal or all inclusive plan. Use it to create your own plan before you finalize the designs for your new site. Implement and feature the pages your staff can take responsibility for. 

Daily- Focus on site stability
· Check that the site(s) is up and working

· Check email to info@ & address reply or forward to appropriate staff for reply

(this can be automated through host or a utility, such as http://www.woodstone.nu/salive/)

Weekly- Focus on News sources
1.Update News headlines, media mentions etc. 

2. One new story/feature for home page

Will need for each – blurb for home page, page to link to, good image for home page.

Where to get them:

· pick an existing area to feature (location, resource, program area)

· New item that is happening in the organization (new staff, update from field staff, local news at program site, new resource added (map etc) marketing initiative  (event, promotion, campaign)

· Events – Organization or partner event – article under News/Site News

· Headline with mission tie in (Organization in the news item)

· Feature a new fundraising campaign, “Way to help” e-card, online widget, or membership level.

4. Check Web stats and see what material is getting the most attention to focus next efforts. 

5.  Check in with program and fundraising directors about upcoming projects that should be posted to the web, included in email or have other marketing needs.

6. Check back up on web host and store.

Monthly- Focus on Email Sources
1. Post articles to be linked to from Email newsletter (before newsletter goes out)

2. Update promotional items on site  - partners or sponsor information

3. Scan for online opportunities  - free programs for Nonprofits, mentions of your organization in blogs and other web sites. Mention to applicable stakeholders in your organization.

4. Collect/post new staff or member quote or other internal feature

5. Check with Programs or advocacy staff to collect any field news items, program news, or other possible content. Keep content collection files organized so that you have a library of items you can go to when you need “news”

6. Email content creation and execution of email

E-newsletter (every 1-2 months) Collect

· Blurbs for newsletter

· Action Item or Useful Tip for newsletter

· Articles that need to be posted on the site or link for existing.

· Images for email, images for site

· links (suggest both news items and possibly partner links)

· create and test email 

Email Donation Campaigns

· collect /edit/write copy for email

· solicit from staff or volunteers or otherwise find appropriate imagery

· create email 

· adjust donation form/landing page as needed

· check metrics for email response

Advocacy and Additional Emails

· collect/create copy

· collect/adjust images

· prepare email 

· Adjust/ create landing page/advocacy form

· check metrics for email response

Quarterly- Focus on organizational changes
1. Update people based information –staff, partners, financials changes

2. Update program or other information that has changed.

3. Check & update all contact info on site – experts, contact for volunteering admin etc.

5. Test all forms (contact, donations etc) and adjust, fix as needed

6. Check for CMS system updates or security patches & plan for implementation.

Yearly – Focus on overall organizational objectives
1. Change home page slide show photos or features (more often if you can obviously)

2. Update history/timeline, program progress reports, financial info and annual report.

3. Create and promote new e-cards, donation badges and other supplemental materials.

4. Make sure all software is up to date and secure. Create archived back up of database and site  files even if not upgrading software.

5. Optimize database is not doing regular maintenance 

Fluctuating /As needed

· Updates to: Contact information, staff, partners and jobs listings.

· Fundraising and advocacy campaign additions/changes:


> Create and follow a marketing calendar for your campaigns and be sure that all staff needed to complete them are informed & coordinated for scheduling.

> Having a set of stock templates (web pages, email template etc.) on hand allows for quick turnaround for last minute or news event based campaigns.

Additional ongoing value adds when time allows
1. Check and participate in other sites/blogs as online outreach. Leave comments with links back to your organization

2. Create and check in on organization profiles on major social networking sites: Twitter, Facebook, Myspace , Flickr and You Tube.

3. Clean up resources already on the site – remove bad links/outdated content. 

4. Find and post new resources

· maps

· organizations/programs

· headlines

· education materials

· online resources (blog posts, charts etc)

· photos 

5. Collect and stockpile quotes and stories from members, board and staff.

6. An Organizational Blogger – someone tasked with being the “inside voice” of your organization who acts as an internal reporter to create regular (at least weekly) updates on the site for members and interested public. Optionally you could have field notes from a variety of staff but a single person collecting the info will be easier to maintain and if there are multiple contributors you will need a "lead" or editor to manage the process. This is really just putting personality onto the weekly updates described above, but should wait until you are sure you have someone with the appropriate writing skills before branding it as a blog.
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