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List of questions to ask/things to think about when talking to 
content providers this week: 
 

1) What information does the content provider need or want to communicate to 
IST/OCIO staff? 
 
2) Who is the audience for this content? We would like to limit content creation to that 
which is intended for Ernest, and would like to limit work for Suzie & Newton (in this 
phase of the project) to just gathering links or forms. There may be yet other audiences 
we haven't discovered or documented, like the network field techs, or staff who are very 
involved in finance & accounting like the Departmental Budget Officers. If we do find 
out about information that needs to be created for these non-primary audiences, we can 
document it for future phases of the project. 
 
3) What content exists? Use StaffWebSiteResources.doc to tell them what resources we 
have found, but you will definitely want to add to that if they have a website or other 
information we haven't come across. Ensure that that all existing content is current, or if 
it is not, determine whether we should still link to it, perhaps with a disclaimer stating 
that the document is being updated. Determine the "owner" of existing content, meaning 
which pieces of content each group should be responsible for maintaining.   
 
4) What content must be created? I'm assuming if they create the content they will be 
responsible for maintaining it, but you may want to clarify this point. Since they must 
maintain this content, what amount of content can they reasonably expect to maintain on 
a regular basis? Put together a definitive plan with deadlines for interviewees to create 
content. Ask them to complete it in a week, and if they can't do that ask for at least an 
outline of important points by then. Tell them they must finish their content within two 
weeks in preparation for a usability study. Make content creation manageable and not 
overwhelming for them or for you. You can assist content providers in creating content 
where you feel appropriate, but it is your job to keep the scope down to something you 
can all reasonably expect to complete in a couple weeks. Let them know they can add to 
their content later and don't have to do everything at once. 
 
5) How might we initially organize the content? Ideas include: a top 10 questions list, a 
list of questions organized by category or the order they would normally be asked 
sequentially in time, resources lists like we have on the One IST site, perhaps with a little 
more description of each resource, or a narrative document, probably with embedded lists 
of links. Plan to bring a list of content with you to next Tuesday's meeting that you've 
organized in some fashion (if you don't organize it, we won't be able to process it quickly 
in our meeting), but keep in mind that we will probably reorganize it somewhat when we 
look at everyone's content. 
 



6) What constraints does the content provider have in re: to managing content? E.g. Does 
anyone on the team know HTML? Is it clear who in their department they would assign 
to create or maintain the content? Can they make it a recurring (probably) monthly task to 
review the content? You can tell them we think we will be using Drupal after they've 
made their constraints clear. Feel free to let them know they can talk to me if they have 
any questions about Drupal or the content creation process. 
 

Content Provider Responsibilities: 
 

• Chris & Natalie: IST/OCIO Communications 
• Chris: Terence Phuong, Business Services Budget & Finance; Ann Walls, Transition 

Team; (possibly also Susan McKeehan, OCIO Financial Planning & Technology 
Investment Services) 

• Natalie: John Shioshita, IST Desktop Support 
• Erika: Sarita Dixit, Business Services Accounting, Payroll & Human Resources; if we 

can't get her, contact her manager Susie Sheridan in Payroll and someone in the HR 
group 

• Tanya: Margaret Chester, Business Services Building & Equipment Management; Suzie 
Eastman, Procurement 

o Tanya will also talk to Sarita about who else to talk to in her group since she is 
busy this week.  

 


