
1. What is your business/organization?
2. When was your business established?
3. What is the history of this company/office? 
4. What are the services offered from your business? Be specific!
5. Contact information, location and hours
6. Who do you help?
7. Who is your ideal client/customer? Gender, Age, Location, Interests
8. If you are an organization who helps others, who are you helping and why, and why should your 

reader care?
9. What makes you stand out? 
10. Why should your ideal customer choose you?
11. Do you have competitive prices? 
12. Do your products offer something more unique than a similar business? 
13. What is the most popular service/program or what is something you do the most often for 

customers/visitors?
14. What are your core values (as a business)?
15. What words (related to your business/organization and values) make you stand out the best? 
16. What words will reinforce your business’ values/goals and services?
17. What kind of snazzy tagline can encompass the ‘extra services’ that you offer 

clients/customers/readers? Think back on your mission/business goals and values.
18. How did you get involved with this business/industry?
19. What kind of tone do you want to take with your writing? Conversational? Declarative? 

Fun/Energetic? Serious?
Biography Page(s)

The function of the biography is to draw potential customers in and get them to choose you, even though 
they are not talking with you yet and/or in-person with you. 

1. What is your role/position?Why did you choose this role/position? 

2. What do you like most about your role/position?

3. What are your professional strengths?

4. Do you have any education/training for this role/position? If so, what are those details? What 
experience has prepared you?

5. Where you're from/where do you live now? 

6. Hobbies?

7. Any other details that you'd like to share with visitors so that they get to know you on your 
website?


