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Quarterly Content Cleanup Checklist
Identify, prioritise, and fix content issues—every 90 days.
Why This Matters
Out-of-date pages drain SEO, erode trust, and slow conversion. A quick, repeatable audit keeps your library fresh and your metrics climbing.
How To Use This Canvas
· Schedule a 60-minute working session (once per quarter).
· Work through the 10 sections below—tick each box as you go.
· Log decisions (Keep / Update / Merge / Remove) in your CMS or project board.
· Share the wins and book the next audit date before you close the meeting.
1. Build a Complete Inventory
	☐   
	Export all live URLs (posts, pages, PDFs, videos) from GA4 or Screaming Frog

	☐   
	Capture publish date, last update, owner, 3-month traffic, conversions, backlinks, status code

	☐   
	Tag each item by content type (blog, product page, landing page) and funnel stage (awareness, consideration, decision)


2. Surface Quick-Win Problems
	☐   
	Filter for 404s, 3xx chains, and soft 404s

	☐   
	Flag duplicate H1 or title tags that target the same keyword

	☐   
	Identify posts with high impressions but low CTR in Search Console

	☐
	List thin pages (< 500 words) or those without internal links


3. Check Strategic Fit
	☐   
	Does each URL map to a current business goal or campaign?

	☐   
	Is the primary keyword still relevant?

	☐   
	Compare persona pain points vs. page intent—update if misaligned


4. Score Impact, Effort, Urgency, Risk
For every item, score (1 = low, 5 = high)
· Impact – business value if fixed
· Effort – hours to update or rewrite
· Urgency – tied to launches or seasonal traffic
· Risk – brand or compliance damage if ignored
Calculate priority: (Impact × Urgency) + Risk – Effort
5. Choose an Action
	☐   
	Keep – up-to-date and performing

	☐   
	Update – accurate but stale stats, weak CTA, missing schema, or thin intro

	☐   
	Merge – overlaps with stronger URL; consolidate and redirect the weaker one

	☐
	Remove / Redirect – obsolete, zero traffic, or off-brand


6. Refresh High-Value Pages First
	☐   
	Update data, quotes, screenshots (< 12 months)

	☐   
	Tighten intro to match search intent in first 100 words

	☐   
	Add internal links to new cornerstone pages

	☐
	Re-check meta title, H1, and alt text—keep under 70 chars where possible

	☐
	Embed new FAQ blocks if People Also Ask boxes have changed


7. Fix Technical Gaps
	☐   
	Compress heavy images (>200 KB) and add descriptive alt text

	☐   
	Add missing structured data (Article, FAQ, HowTo, Product)

	☐   
	Ensure canonical tags point to the preferred URL

	☐
	Verify mobile Core Web Vitals pass: LCP < 2.5 s, CLS < 0.1



8. Update Taxonomy & Ownership
	☐   
	Apply correct tags/categories; remove “misc” buckets

	☐   
	Assign a single owner for future updates and set a next-review date

	☐
	Document changes in the CMS changelog or project tracker


9. Redirect & Re-Crawl
	☐   
	Apply correct tags/categories; remove “misc” buckets

	☐
	Crawl the site again to confirm no orphan pages or redirect loops


10. Report & Schedule Next Audit
	☐   
	Summarize wins: rankings gained, traffic lifted, errors cleared

	☐   
	Share the top 5 improvements with stakeholders (slide or Loom)

	☐
	Schedule next audit in calendar—ideally quarter-end to align with reporting cycles
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