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Instructions
Save the PDF to your computer and print it oﬀ, or follow the link to the online
version. Choose the ‘make a copy’ option from the ‘ﬁle’ dropdown menu,
rename and save it in your own drive. You can share this version with your
team if you like.
You’ll see an example calendar pre-populated with some content ideas, as well
as a blank copy to ﬁll in yourself. Copy this slide as many times as you like.
The sample only includes a blog as the main content, but you can include
other mediums if you use them. Once you’ve completed it, make sure you put
somewhere you’ll see it, and refer to it daily, or at least weekly.
At the back of the PDF document you’ll ﬁnd some supplementary information
which will help you come up with industry-appropriate content that your
audience will love.
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About Gudrun Lauret
A published writer for over 20 years, Gudrun specialises in working with
traditional heritage organisations to use modern marketing methods
successfully.
She supports her clients with the whole process, from identifying their audience
and the value of engaging content, through to planning and strategy, as well
as writing bespoke copy.
She has worked with a diverse range of clients and loves helping them to
communicate their messages clearly.

Find out more: www.gudrunlauret.com
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Content Calendar Toolkit
Supplementary Information
Why a Content Calendar is Helpful
A content calendar, sometimes known as an editorial calendar, should be used by anyone who publishes content on a regular
basis. It’s a handy tool to have, even if you’re a content expert.
It’s included in this programme as a way to help you keep track of what you want to do – it can be daunting to get started with
content marketing, so this should make things easier.
The calendar is used to plan and schedule your content across online platforms, and while they’re often put together at the
beginning of the year, you can implement it at any time.
Many people plan their content for a full 12 months, while others prefer to do it on a quarterly basis, to give themselves flexibility to
add or adjust their content as the year progresses.
So you don’t feel overwhelmed, I recommend starting out by planning just a month, and the template included here allows you to
map out content across one calendar month.
You’ll notice it includes weekends, but don’t feel you have to publish content outside of the working week if you don’t want to. You
also don’t have to publish every day of the week – if you’re starting off with blogging, you might only feel comfortable with producing
one per month. That’s totally fine.
What to Include on Your Calendar
There are a couple of things you need to have on your calendar, and as you progress and become more confident with content
marketing, you can add extra details over time. There are also some pieces of information you’ll need to have on hand when you
come to publish and share each piece of content.

In the Beginning
1. Type: Are you writing a blog, recording a podcast or filming a video? At first, it’s more likely to be a blog, but if your content
is in another format, make sure you include where it will live (e.g. a video can go on YouTube, so you’ll need to set up a
channel)
2. Topic: What is your content about?
3. Audience: Who is it for? You don’t have to add this to your calendar, but it’s helpful to know before you start creating
4. Title: You may not know this until the content is produced, as it’s easier to write a title last
5. Publication date: In the template you have, you can easily fill in the date at the top of the grid
6. Link: Make sure you have a copy of the link to the online version of your content
7. Sharing: How will you share your content? Which social media platforms do your audience use?
As You Progress
Once you get into the swing of things, you may create more content or in different media. You might want to use a spreadsheet to
track additional information, and if you have a team you can easily share it with them.
1. Social media strategy: To get as many people as possible to see your content, you might want to look at how you share it
on social media. What are the best times to send out your link, and how often?
2. Repurposing: This is a good way to make the most out of the content you’ve got, instead of spending time creating new
things. See the repurposing toolkit for more information
3. Review evergreen content: If you’ve produced a really valuable piece of content that will be helpful in months and years to
come (such as a how-to guide) then it’s ‘evergreen’ content and can be shared again and again. However, you do need to
make sure the information is up to date, so make a note of when you’ll review it.
4. Guest content: You may have some content that you can reuse on someone else’s blog or podcast, where you’re the
guest. It may need some tweaks, or they might republish it in its original form. Consider where else you might be able to
share your best content.
Having your content mapped out makes you more prepared and helps you know what’s coming next. It also means you’ve got time
to prepare, and you can allocate time in your diary to produce and schedule your content, whatever it is.
Other Things to Think About
1. Theme: You might choose to allocate a theme to each month or quarter, or work in ‘seasons’ – a set period where you put
out a lot of content and then slow the pace for the following few weeks, which is particularly useful as you get busier.

2. Seasons: Your content might be about Christmas or what to do in the summer holidays, in which case you need to share it
well in advance. Plan to publish seasonal content at least six weeks ahead.
3. National dates: Similarly, if you’re creating content about International Women’s Day or even Shrove Tuesday, you’ll need
to plan it well ahead.
4. Attending events: Are you going to a conference? Create content before, during and after the event. You can also reshare
it on social media using the appropriate hashtags.
5. Industry-specific: Talk about key dates and events in your industry. For instance, accountants can talk about preparing to
submit tax returns, or you can keep people informed of changes in legislation and the impact on their business (e.g. GDPR)
6. Flexibility: Creating content around annual events gives you opportunities for evergreen content, but make some of your
plan flexible, so when the unexpected happens you can fit it in.

