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Your 27-Step Year-End Digital Assets Review 
 

The close of another year is upon us, and with that comes your year-end review of your digital assets 
- your website, your blog, and your social media. Wait, you are doing an annual review, right? 
 
Failing to take a few minutes to review your website and social media at the end of the year can result 
in your visitors seeing something like "Copyright 2013" on your site or “Happy Halloween” on the 
header of one of your social media properties. I know that if I see something like that, it's a signal to 
me that the site owner isn't paying attention to her business, or makes me wonder if she's still in 
business. That's not the first impression you want new visitors to have of your business. 
 
Set aside at least one hour and review these essential components of your digital assets. 
 
Let me know if I can help you in any way! 
 
Warmly, 
 
 
 
 
 
Donna Gunter 
Authority Positioning Accelerator 
http://www.BizSmartMedia.com  
 
 

Website Review 
 
1. About Us Page  
 Make sure your company page is updated with your current bio as well as the bios of anyone on 

your team.  
 If you mention periods of time, like "I've been in business xx years," ensure that time period is 

updated accordingly with the correct information. 
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2. Contact Us Page  
 Is all of your contact info, like phone and fax numbers, as well as mailing addresses, up-to-date?  
 If you use a contact form on that page, is it still functioning?  
 Do you need to make any changes to your form, or are you getting all the info that you need to 

easily respond to inquiries?  
 Are you asking how visitors found your site when they contact you? 
 
3. Email Addresses  
 Review all of the email addresses you have established for your site. You can find these in your 

web hosting administrative dashboard, or C-Panel, on many hosting systems.  
 Do they work?  
 Are they being routed appropriately?  
 Do you need to add any for additional team members or or new services or marketing processes 

you've added or changed? 
 
4. Help Desk Service 
 Is your ticketing process working appropriately?  
 Do you need to update any FAQs you have on the site?  
 Do you need to update any trouble-shooting processes that can be found in your help desk mate-

rials? 
 
5. Autoresponder Messages 
 Review all of the autoresponders you have set up to go out when someone joins one of your opt-in 

lists on your site.  
 Do they still say what you want them to say?  
 Do you need to update any of the contact info that appears at the bottom of each message?  
 Is the interval between messages still appropriate?  
 Do you need to add any autoresponder sequences that begin after a product or service is pur-

chased? 
 
6. Copyright, Privacy Statement, Terms of Use and Earnings Disclaimer 
 Update your copyright notice with the new year.  
 Review your other statements to ensure that they are up-to-date with your current policies and 

contain the correct contact information. 
 
7. Outgoing Links 
 Outdated or broken links frustrate your visitors. There are a number of online broken link check-

ers that will help you check every page on your site. 
 
 
 
 



 

© 2016 BizSmartMedia.com. All rights reserved. 

8. Your Lead Magnet 
 If you're giving something away (an ebook, ecourse, video, audio, etc.) in exchange for an email 

address, is it current?  
 s it still providing the results that you want?  
 If you've been offering the same giveaway for a while, is it time for an overhaul? 
 
9. Domain Registration 
 Check with your domain registrar to ensure that your contact and credit card information is up-

dated.  
 Do you need to add any services, like privacy protection, to your domain?  
 Will your domains renew automatically or manually?  
 Be sure that you don't accidentally lose any domains that are important to your business. 
 
10. General Web Site Review 
 How current and fresh is your content?  
 What about the look - does it look dated?  
 Do you have enough engagement tools to keep visitors on your site?  
 What about your call(s) to action - are they still working for you? 
 

 
Blog Review 
 
11.  Design and branding  
 Who is your target market?   
 Does your blog look and feel and header speak directly to that audience?   
 Do they immediately think that they have landed on the perfect site to help them find solutions to 

their problems? 
 
12.  Easy navigation   
 Can visitors easily search your blog?   
 How about find content by category or by posting date?  
 Can they find related posts to each article to encourage them to dig deeper on your blog?   
 What if they want to contact you - do you have a "Contact Us" page with several contact methods?  

Is there an "About Us?" page on your site and other static pages that explain what you do, what 
you offer, and how you offer it?   

 Are you regularly checking for broken or outdated links? 
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13.  Multiple subscription options  
 Is it easy to subscribe to your blog either by RSS or email?   
 Are these subscription options readily available on your site? 
 
14.  Relevant resources. 
 Beyond your own products and services, does your blog list relevant resources for your target 

market? 
 
15.  Regular posts. 
 Are you posting regularly to your blog?  You need to be posting to your blog at least once a week, 

but 2-3 times per week is more effective.   
 Do you have a variety of posts - informational articles, useful resources, polls or surveys, videos 

and audios?  Mix it up a bit for your target market. 
 
16.  Social media connections. 
 Is your blog connected to all of the social networks in which you participate? 
 
17. Engagement with readers 
 Do readers regularly comment on your posts?   
 Do they "like" them on Facebook or retweet them on Twitter?  
  Is it easy to comment on your posts?   
 Do you regularly respond to the comments you receive? 
 
18.  Optimizing posts for SEO  
 Are your posts showing up in the search engines?   
 Do you focus on optimizing each post for one keyword?   
 Are you using graphics to help in your SEO efforts?   
 
19.  Call to action 
 Does each of your post have its own call to action?  In order to best use your blog to market your 

business, each post should have a unique call to action, whether that's to remind visitors of a pro-
gram, product, or service, or to get something free that you're giving away. 

 
20.  Analytics 
 Do you know how many unique visitors you have or what pages they visit?   
 How long do they stay on your blog?   
 How do they travel around your blog? 
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Social Media Review 
 
21.  Plan/Strategy 
 What do you hope to gain by using social media?  More clients?  More sales?  More JV/affiliate 

partners?  Having clear goals in mind helps you better plan your social media marketing strategy 
for the upcoming year.   

 What techniques worked?  
 What failed miserably?   
 What would you change for the future?   
 Which social media site worked best for you?  
 How did your social media presence grow?   
 Which site sent you the most traffic?   
 How about sales?   
 Which site gave you the most engagement? 
 
22.  Connections/Followers  
 Are you attracting your target market as followers on all of your social media avenues? 
 Are you following the right people and liking the right pages and belonging to the right groups?   
 Do you have an easy way to keep up with the right group of connections for your business? 
 
23.  Marketing Connections 
 Do you have your ezine publication, your blog, your YouTube channel, your Slideshare account, 

and other social media outlets connected to your primary social networking accounts?   
 Can you share what's happening on one social media site on another?   
 Do you have an easy way for your blog readers, ezine subscribers, or web site visitors to follow 

you on various social media platforms?   
 Do you regularly add any videos or slideshows you have created to your social media profiles? 
 
24.  Profiles/Profile Landing Pages   
 Are you profiles up-to-date and complete?  
  Do they currently reflect what you do and with whom you work, using your latest USP (Unique 

Selling Proposition) or tag line?   
 Are you sending visitors to your primary web site, or do you have a profile landing page specifi-

cally designed for those visitors?  For example, if you're a consultant who specializes in working 
with both accountants and financial planners, you should have a profile page for both target mar-
kets, including two different business pages on Facebook. 

 Are all of your profile images updated?   
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 Do you routinely add new images of yourself as you work with clients, attending live events, go to 
networking functions?  

 Do you have custom YouTube and Twitter backgrounds that reflect your brand? 
 Is there a good mix of valuable content to promotions?   
 Are you posting at times when your followers are most likely to read your updates?  
 How often do you actually converse with others?   
 
25.  Engagement and Interaction  
 How often do you send out status updates?   
 Are they automated or live?  
 How about reposting useful posts?   
 Do you regularly wish your followers Happy Birthday or Anniversary, and give them recognition 

for their accomplishments?  
 Do you provide easy ways for followers to repost and share your content?   
 How frequently are your followers reposting and sharing your content? 
 
26.  Online Reputation Management   
 Do you have in place a system or tool that helps you monitor what others are saying about you, 

your company, and your brand in social media?  Staying on top of all mentions of your company 
in the social media sphere will help you head off negative issues before they arise. 

 
27.  Time Management 
 How much time are you spending on social media each week?   
 Do you need to increase or decrease that amount?   
 Are there portions of your strategy that you can outsource? 
  If so, how is that working out? 
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About Donna Gunter, Authority Positioning Accelerator 

 

 

 

 

 

 

 

 

I work with business owners who are experts in their fields who are established in their industry and 

successful but are frustrated by encroaching competition. That means their marketing is more diffi-

cult and less effective. I help them by publishing an authority positioning book so that they can gen-

erate more qualified leads and better paying clients for their business. When they do that it makes all 

of their marketing easier and more effective and they find themselves positioned as the only choice 

for their clients. 

 

 Want to become the obvious choice for your prospects?  
 
Set up a free 1:1 Visibility Discovery Session with me and you’ll come away with the three best ways 
for you to show up as the obvious choice for prospective clients. 
 
 

http://www.bizsmartmedia.com/discovery-session/

