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 Web Clinics for HUD Partners








Sample Worksheet


CREATING YOUR WEBSITE WORKSHEET 2:  DEVELOP AN INVENTORY OF INFORMATION

1.  Down the left, list the audience groups you identified on Worksheet 1.

2.  At the top of each column, list the components of your organization.  If you don’t have separate components, try listing the major functions performed in your organization.

3.  Fill in each box by answering two questions:  What does this audience group want to know from this component?  What does this component want to tell this audience group?

	Audience Group
	Counseling Staff
	Administration
	Public Affairs
	

	A.  General public


	1. Services offered

2.  

3.
	1.  How funded

2.  Who’s on staff

3.
	1. Mission

2. Services offered

3.
	1.

2.

3.

	B.  Media


	1.  

2.

3.
	1.  How funded

2.  Credentials

3.  
	1.  News releases

2.  Awards

3.  Track record
	1.

2.

3.

	C.  People who want to buy a home

  
	1. Steps to buying

2. Local programs

3. $$ assistance

4. Counseling
	1.  Credentials

2.  Who pays

3.
	1.  Track record

2.  

3.
	1.

2.

3.

	D.  People who want to rent a home


	1. Steps to renting

2. $$ assistance

3. Local programs

4. Counseling
	1.  Credentials

2.  Who pays

3.
	1.  Track record

2.

3.
	1.

2.

3.

	E.  People who want jobs

  
	1.

2.

3.
	1. Job listings

2. Benefits

3. Applications online
	1.  Recruiting spiel

2.  

3.
	1.

2.

3.

	F.  People who want to donate


	1.

2.

3.
	1. Kinds of donations needed

2. How to donate

3.
	1.  Donation spiel

2.  

3.
	1.

2.

3.

	G.  People who want to volunteer


	1.

2.

3.
	1. Kinds of volunteers needed

2. How to volunteer

3.
	1. Volunteer spiel

2.

3.
	1.

2.

3.

	H.  Other related organizations
	1. Services offered

2. Links to other related orgs

3.
	1.  

2. 

3.  
	1.  

2.

3. 
	


