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Building the Right WCM Selection Committee

Building the Right WCM Selection
Committee
Investing in your web content management tool is a strategic decision. The right tool
will enhance the writing process, improve mobile responsiveness and provide a flexible foundation upon which to grow. The wrong decision will derail your ability to meet
website conversion goals.

Table of Contents
Building the Right WCM Selection Committee

2

Three Common Mistakes

3

Get It Right

4

Pull Together the Team
Stick to Your Schedule
Align Communication
Keep the Team Aligned

4
6
7
7

Additional Resources

8

About Percussion

8

© 2015 Percussion Software, Inc. 									

Page 2

Building the Right WCM Selection Committee

Three Common Mistakes
1. The wrong sized committee – It’s very common for organizations to build a
selection committee that is either too large or too small. Committees that
are too large suffer from paralysis; even just scheduling meetings becomes
cumbersome. It’s equally damaging to have a single person, or a very small
selection of individuals select a tool. With this approach, not enough people
are invested in the success of the tool and adoption suffers.
2. Not enough diversity – The ideal selection committee will not only select the
right tool, but also will drive adoption and secure funding. This means you
need a cross section of people who will interact with the tool in different
capacities, from reporting, to content creation, editing and even integration
with other internal and external systems. Ideally, you’ll select individuals who
have participated in selection processes in the past and have a good sense of
how to research, evaluate and rally behind a decision.
3. Too much compromise – Making every opinion count equally to the point of
stagnation will result in least common denominator requirements. With
this approach you risk making no one fully satisfied with the selected tool.
While everyone’s voice should be heard, be sure to focus people on items that
directly impact their productivity.

Like Goldilocks, you want to get the
selection committee just right. The ideal
team will be 6-8 people—and they won’t
all come from marketing.
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Get It Right
Pull Together the Team
Putting together the right selection committee ensures you make a CMS decision that
will serve the needs of a broad cross section of the organization and keeps the process moving forward in a timely manner.
Your committee will have representatives from a broad set of functions as outlined
below. Don’t worry if you don’t have a single person who owns the jobs below. Think
of the selection committee in terms of functions, not titles. For example, you might
not have a full time designer on staff (or maybe you have eight of them). Simply make
sure that this function is represented in some manner. This structure provides enough
diversity to ensure a good decision, without slowing down the decision process with
unnecessary coordination.

Sample Committee

Executive
Sponsor

Committee Chair
Marketing Demand Generation Lead

Core Team
Content Marketing
Manager

Content Contributor
Frequent

Content Contributor
Casual

Project Consultants
On-Staff
Designer

IT
Representative

Accounting
(Budget)
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Committee Roles & Responsibilities
The Core Team
Executive Sponsor — Purchasing a CMS can be a significant investment to the organization both in terms of dollars and time. Be sure you have an executive sponsor who
will drive resource allocation and support your efforts on a strategic level. They will be
particularly insightful into the analytic/reporting requirements the system needs to
support.
Content Contributors — This is one of the most commonly overlooked components of
CMS selection – making it easy for individuals to create content. Content contributors
could be anyone who writes content for the website. Typically it will be product marketing managers, internal evangelists, event managers—even knowledge base owners
from support. Be sure to select a representative who occasionally contributes content
and one who is a frequent writer. The work habits of a frequent writer are likely to differ from those who only visit the system occasionally.
Content Marketing Manager — Don’t worry if you don’t have someone with this title.
The point here is to recruit a representative who is involved with the scheduling and
editing of content on a regular basis. While they may also be writers, be sure to focus
on a resource that has significant editing responsibilities. Their needs will be very different from a writer.

Project Consultants
Project consultants play an important role in guiding the selection process but are not
likely to be involved in every step of the way.
IT — The IT representative may be a dedicated webmaster, if you have one, or it may
be someone on your network support team. Their role is to identify any technical or
security requirements needed to meet company policies and integrate your CMS into
existing systems. They perform a checks and balances role to ensure there are no
surprises.
Accounting — Whenever you want to make an investment in technology, it’s a good
idea to loop accounting into the process. Not only will they provide budget guardrails,
but they may also help expedite the purchasing process once a selection has been
made.
Designer — If you have a full or part time designer on staff (or many), you will want
them to vet the process of installing and maintaining brand templates within the
system.
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Set Committee Goals
When you bring your committee together, the first exercise will be to define your
goals. It’s easy to get sidetracked away from your core CMS decision into other priorities like email, marketing automation or even messaging or rebranding initiatives.
While important, they will detract from the task at hand.

Document a project direction statement and keep it
prominently displayed in all meetings and communications.

Stick to Your Schedule
Your business-driven go-live date will determine how quickly you need to finalize a
CMS decision. If you’ve never made this type of purchase the workflow below is a
pretty typical schedule.

More time will not necessarily give you a better decision.
Help your committee stay focused on the task at hand.
Ultimately, while you want to build support for the CMS selected, consensus is not the
goal. Don’t wait for 100% of the committee to vote for the same provider. Instead,
make sure all the documented requirements have been met and everyone has been
able to participate in the due diligence process. Then, trust the committee chair and
executive sponsor to make the best decision for your organization.

Week 1

Core team
meeting

»» Develop mission
statement
»» Set CMS go live
date

Week 2

Weeks 2-4

Weeks 4-5

Full team
meeting

Survey noncommittee
members, host
committee
meeting

Core team
and designer
required to
attend demos

Accounting
and chair
negotiate
agreement

»» Review mission
statement and go
live date

»» Solicit noncommittee
member feedback
on requirements
(validate)

»» Schedule short
list demos and
review feedback
from committee
members

»» Finalize 2 to 3
products to demo

»» Review feedback
on requirements
from noncommittee
members

»» Brainstorm CMS
requirements
»» Assign people to
research CMS
providers

»» Chair and
executive sponsor
select first choice
»» Request proposals
»» Negotiate
agreement
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Align Communication
You’ve written down requirements, you’ve selected representative committee members and you’ve even done due diligence on your short list of suppliers. Now it’s time to
make sure all of your hard work translates into a successful launch by ensuring communication is strong. Here are some things to keep in mind.

Keep the Team Aligned
»» It’s OK to divide and conquer the research on which CMS providers you want
to consider but make sure all teammates are sharing the same criteria. Once
you invite vendors to demo, all core and project consultants must attend each
demo to provide a consistent basis of comparison.
»» Before each demonstration, schedule 10 minutes to get everyone on the
same page. And don’t forget to keep the team together for 15-30 minutes
after the demo to capture gut reactions, concerns about requirements not
demonstrated, and to get a sense of what they liked. Throughout this process
there will be people not directly on the committee whom you want to keep
informed of your progress.
»» Send requirements to non-committee members and ask them for feedback.
Make sure they know the committee’s mission. Depending on how involved
these staff members will be in using the CMS you might want to hold a
review meeting or conference call to step them through the materials.
In addition, be sure each functional representative on the committee
understands it is their job to represent themselves, but also the needs of
people in their function. They should feel accountable to reach out to their
peers 1:1 for additional insight.
»» Share your schedule and provide regular updates on your progress. If you
have a collaboration system this is the perfect chance to use it. If not, email
can be an effective tool for keeping the team informed.
»» Once you have selected the short list, consider hosting a lunch and learn with
an open invitation for anyone who’d like to attend. Ask vendors to provide 1520 minutes of content for your presentation.
»» Once the vendor is selected and the contract signed celebrate with an
announcement of your upcoming training schedule.

Selecting the right CMS solution to build
your content foundation is no easy task.
But with a little help from your committee
members you can make an informed,
lasting decision that will return dividends.
© 2015 Percussion Software, Inc. 									

Page 7

Building the Right WCM Selection Committee

Additional Resources
We other helpful resources to make planning your content management system
selection easier. Check out some of our other resources, available for free on our
website by clicking the links below.
»» Sample RFP Template for Web Content Management
»» 11 Reasons to Break Up with Your CMS
»» 4 Reasons Your Agency Should Not Select Your CMS
»» There Is No Such Thing as a Free CMS
»» CMS Buyer’s Guide

About Percussion
Percussion CMS helps marketers create, publish, and share website content that
drives online traffic, engages visitors, and looks great on any device. Percussion
powers websites in business, higher education, government, and financial services,
helping them measure content impact, improve SEO, and grow business.
Visit www.percussion.com to learn more.
Contact us at:
marketing@percussion.com
800.283.0800
@percussion
www.percussion.com
Percussion Software, Inc.
300 Unicorn Park Drive
Woburn, MA 01801
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