	Needed for Every Page
These items are required for every page. Don’t leave any of them blank. For explanation or help see the glossary. 


	New Page or Existing Page? 
	

	URL or Parent URL
	

	Content Reviewer
	

	Meta Description
	

	Headline/Location Name
	


Custom Location Page Table
Note: Please download a new page table every time to make sure you have the latest version. 
Check the Web Writing Style Guide for formatting, styling, character limits, conventions, etc. 
If you used Track Changes in your editing process, please clear out/accept all edits and comments before submitting to the web team so we know which version is final. 

	Additional Page Elements
Other bells and whistles. For explanation or help see the glossary.


	[bookmark: _Hlk219797359]Hero 


	Hero Headline in Title Case (15 characters max)
Hero subhead in sentence case with punctuation. (45 characters max)

Indicate which image should be used for each hero and where the images can be found. If planning multiple hero slides, enter them here.

	Call-to-action Buttons
1-4 buttons, Recommend at least 2

	Headline in Title Case (10-15 characters max) 
[specify link target in brackets] 
[specify icon type]

	Tabs
1-4 tabs, Recommend at least 2

	Tab Headline in Title Case (character limit 25-50 depends on the number of tabs)
Body copy in sentence case with punctuation (no character limit but aim for no more than 2-3 paragraphs).

Indicate which image should be used for each tab, if applicable, and where the images can be found.


	Tab 1
Recommended: 
Campus Information
	Location Name, Address and Hours

Example:
Hours
Monday - Friday, 7 a.m. - 6 p.m. 
Saturday 7 a.m. - 1 p.m. 
Closed Sundays and holidays
or
Hours
Open 24 hours, 7 days a week

Maps & Directions and Phone Numbers

Example:
(313) 916-2600


	Tab 2
Suggestion:
Patient & Visitor Information
	

	Tab 3
Suggestion:
Contact Us (Phone number directory)
	

	Tab 4
Flexible/extra 

	

	Quick Links
List up to 8 priority links 
 
	Page Name [specify link/URL in brackets]

	Rotating Text-Based Feature on Blue Background
Optional. Up to 4. 
Rotator.

	Example:
· Walk-In Clinics & Same-Day Appointments - Link to page
· Prepare for your surgery – Link to what to expect page

	Image or Video CTA
Optional. Up to two. Right- or left-aligned image or video.  

	Example:
· Patient Story (Barbara) - Link to patient story
· Service line differentiator – Link to service line page

	Text-Based Feature on Blue Background CTA
Optional. Up to 2.   
	Example:
· Am I a candidate for surgery? - Link to diagnosis page
· Prepare for your surgery – Link to what to expect page


	Blue full-width CTA
Headline, copy, button. 

	This is your main CTA should reflect the natural next step for the visitor. 

Example: Sign up for our Newsletter 

	Copy a CTA from another page?

	

	Show Me
Filtered classes, news, or blog
	Indicate tags or filtered items to be featured.



	Optional – Adjusting Items from Default
These items have a default option that will be used if you leave them blank. Fill in anything you’d like to change from its default. For explanation or help see the glossary. 

	Item
	Default
	New

	Recommended Search Result 
	none
	

	Specific title to use in search 
	{Page Title} | {Section Title}
	

	Introduction for search 
	First 150 characters of your copy
	

	Open Graph Title 
	Headline/H1
	

	Open Graph Description 
	Meta Description
	

	Open Graph Image 
	Henry Ford Logo
	



	Other Questions, Notes, Suggestions, etc.

	



