
Web Editor Bi-Monthly Workflow

Review the 
landing page for 
your site. Is any 
content out of 

date?

Unpublish 
out-of-date content 
as soon as you're 

able. Submit a web 
request for content 
you can't control.

YES

NO

Are there any 
upcoming 

initiatives or 
events that 
need to be 

reflected there?

Set a reminder to 
review, refresh, and 

remove topical 
content.

Publish promotional content, 
maintaining brand 

guidelines. Submit a web 
request for content you can't 
manage. Now's a good time 

to submit photo/coverage 
requests too, giving at least 

2 weeks notice.

YES
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