Work plan: New company website
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1. Summary
Our website is six years old, hard to update and does not work well on phones, where most visitors now find us. This plan replaces it with a new site, built by an outside agency, that the marketing team can update without help. When it is done, enquiries from the website should be easier to make and easier to track.
2. Goals
	Goal
	How we will measure it
	Target
	By

	More enquiries from the website
	Contact form enquiries a month
	From about 15 to 30
	June 2027

	A site the team can update
	Pages changed by the marketing team without the agency
	Every routine change
	From launch

	Launch on time and on budget
	Launch date and total spend
	29 March, within $11,100
	29 March 2027



3. Scope
In scope: design and build of the home page, five service pages, about, contact and a news section; new copy for every page; redirects from old addresses; analytics set-up.
Out of scope: online booking and payments (a phase 2 decision in May), photography, and moving the email system.
4. Deliverables
	Deliverable
	What it is
	Owner
	Due

	Approved designs
	Home page and two inner page designs, signed off by the operations director
	Agency designer
	3 February

	Page copy
	Final words for all nine pages, edited and approved
	Copywriter
	19 February

	Finished site
	Built, tested and ready to launch on the staging address
	Agency developer
	12 March

	Live site and handover
	Site live, redirects working, team trained to edit pages
	Marketing manager
	2 April



5. Tasks and timeline
	Task
	Owner
	Start
	Due
	Status

	1. Agree goals, budget and the list of pages
	Marketing manager
	11 Jan
	15 Jan
	Done

	2. Collect content from each team
	Marketing manager
	18 Jan
	5 Feb
	In progress

	3. Design the home page and two inner pages
	Agency designer
	18 Jan
	29 Jan
	In progress

	4. Review and approve the designs
	Operations director
	1 Feb
	3 Feb
	Not started

	5. Write and edit the page copy
	Copywriter
	1 Feb
	19 Feb
	Not started

	6. Build the site
	Agency developer
	4 Feb
	5 Mar
	Not started

	7. Set up redirects from old pages
	Agency developer
	1 Mar
	12 Mar
	Not started

	8. Test on phones, tablets and browsers
	Marketing assistant
	15 Mar
	24 Mar
	Not started

	9. Fix the issues found in testing
	Agency developer
	22 Mar
	26 Mar
	Not started

	10. Launch, check analytics and train the team
	Marketing manager
	29 Mar
	2 Apr
	Not started



Status is one of: Not started, In progress, Waiting, Done.
6. Milestones
	Milestone
	Date
	What must be true

	Designs approved
	3 February
	The operations director has signed off all three designs in writing

	Content complete
	19 February
	Every page has approved copy and images

	Ready for testing
	12 March
	All pages built on the staging address, redirects listed

	Site live
	29 March
	New site on our address, old links redirecting



7. Resources and budget
	Item
	Type
	Cost
	Notes

	Agency design and build
	Supplier
	$9,000
	Fixed price, paid in three parts

	Freelance copywriter
	Supplier
	$1,800
	Nine pages, two rounds of edits

	Stock photos
	Material
	$300
	Until our own photography in phase 2

	Marketing manager
	People
	Internal
	About one day a week

	Team leads
	People
	Internal
	Two hours each to supply content



Total budget: $11,100. Who approves spending: the operations director.
8. Risks and constraints
	Risk
	Likelihood
	Impact
	What we will do

	Content arrives late
	High
	High
	Name one content owner per page on day one, send a weekly reminder, and build with placeholder text so the build is not held up

	Old links break after launch
	Medium
	High
	Make the redirect list from analytics before launch, and check the top 50 old addresses on launch day

	The project grows
	Medium
	Medium
	New page requests go on a phase 2 list unless the operations director approves them



Constraints: the launch must happen before the spring campaign starts on 5 April; the budget cannot go over $11,100; the copywriter is free only in February.
9. Roles and communication
	Role
	Person
	Responsibility

	Sponsor
	Operations director
	Approves the plan, designs, budget and any change to scope or dates

	Plan owner
	Marketing manager
	Keeps the plan current, chases content, posts the weekly update

	Agency
	Designer and developer
	Design, build, redirects and fixes

	Copywriter
	Freelancer
	Writes and edits all page copy



1. Progress updates: every Friday, posted in the project by the marketing manager
1. Check-ins: 30 minutes every Tuesday with the agency
1. Changes: the operations director approves any change to scope, dates or budget
10. Approval
	
	Name
	Signature
	Date

	Prepared by
	Marketing manager
	
	8 January 2027

	Approved by
	Operations director
	
	8 January 2027





How to use this template
1. This is a filled-in example. The business, people and amounts are made up. Use it to see the level of detail to aim for, then write your own in the detailed template.
2. Notice the goals. Each one has a measure, a target and a date, so anyone can tell whether it was reached.
3. Notice the out-of-scope line. It heads off the obvious extra requests, such as online booking, before anyone assumes they are included.
4. Notice the risks. Each one comes with something the team will actually do, not just a worry.
5. Delete this page before you share the plan. 

Free template from coavon.com/templates/work-plan-template. How to write a work plan: coavon.com/blog/work-plan
