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	Microsoft Business Planner

	Web Site Content Checklist
Use this form to outline the features you'd like your Web site to have. Adjust this form as necessary to meet the needs of your company.

Note: When you save this template as a document, note the document's file name and location. To edit the document next time, you must open it using Word. Every time you open this template from Microsoft Business Planner, a new document is created.
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	Web Site Content Checklist

	· Table of Contents

	· Company Information



	· 
About this company

· 
Management/Key personnel

· 
Company background

· 
Awards/Professional affiliations

· 
Directions to office/Contact information

· 
Job postings

· 
Other: 

	· Marketing and Sales Information



	· 
Calendar of events

· 
Product description (text, pictures, videos)

· 
Online catalog

· 
Samples or examples

· 
Customer testimonials or quotes

· 
FAQs (Frequently Asked Questions) with answers

· 
Press releases and contacts

· 
Forms (general feedback, user surveys, follow-up requests, order forms)

· 
List of resellers/distributors

· 
Other:

	· Customer Service Information



	· 
Usage tips

· 
Product updates

· 
Training resources

· 
Support telephone numbers

· 
Common questions and answers

· 
Other:

	· Other Information



	· 
Links to related sites

· 
Research findings

· 
Resources (books, videos, contacts)

· 
Other:




