SharePoint Site Owner Governance Checklist
Site Details (complete once)
· ☐ Site name follows naming standards
· ☐ Business purpose of the site is clearly defined
· ☐ Site owners (minimum two) are assigned
· ☐ Primary audience/users identified
· ☐ Site classification / sensitivity level set

1. Ownership & Accountability (Quarterly)
· ☐ At least two active site owners assigned
· ☐ Owners understand their governance responsibilities
· ☐ Owners’ job roles still relevant to the site
· ☐ Ownership documented (site page or internal register)
✅ Good practice: Add a “Site Information” page listing owners and purpose.

2. Permissions & Access Control (Monthly / Quarterly)
· ☐ Permissions use SharePoint groups, not individuals
· ☐ Owners / Members / Visitors are correctly assigned
· ☐ No broken inheritance unless justified
· ☐ External users reviewed and still required
· ☐ “Everyone” or “Everyone except external users” access justified (if used)
🚩 Red flag: Direct user permissions at library or folder level without a business reason.

3. External Sharing & Guest Access (Monthly)
· ☐ External sharing aligns with organisational policy
· ☐ Guest users reviewed and removed if no longer needed
· ☐ Shared links use expiration dates where possible
· ☐ Sensitive content is not shared externally

4. Information Architecture & Structure (Quarterly)
· ☐ Libraries are logically structured
· ☐ Library names are clear and meaningful
· ☐ Metadata is used instead of deep folder structures
· ☐ Required columns are enforced where appropriate
· ☐ Content types applied (if relevant)
✅ Good practice: Avoid more than 3–4 folder levels.

5. Content Quality & Relevance (Quarterly)
· ☐ Outdated documents identified
· ☐ Duplicate or obsolete content removed or archived
· ☐ Key pages are accurate and up to date
· ☐ Ownership of critical documents is clear
· ☐ Draft or abandoned files cleaned up

6. Versioning, Records & Retention (Quarterly)
· ☐ Version history enabled on libraries
· ☐ Major/minor versions configured appropriately
· ☐ Retention labels applied where required
· ☐ Records declared where applicable
· ☐ No unmanaged “final_final_v3” documents

7. Sensitivity & Compliance (Quarterly)
· ☐ Sensitivity labels applied correctly
· ☐ Confidential or regulated data stored appropriately
· ☐ Site complies with GDPR / data protection rules
· ☐ No personal or sensitive data stored unnecessarily

8. Automation & Workflows (Optional, Review Annually)
· ☐ Approval workflows still relevant
· ☐ Power Automate flows are documented
· ☐ Notifications still add value
· ☐ No broken or unused flows

9. Site Usage & Value (Quarterly)
· ☐ Site usage reviewed (views, activity)
· ☐ Site is still actively used
· ☐ Site still delivers business value
· ☐ Low‑usage content reviewed or removed
📊 Tip: Use Site usage reports to support decisions.

10. Teams‑Connected Site Checks (If Applicable)
· ☐ Team membership matches site access
· ☐ Owners aligned between Teams and SharePoint
· ☐ Private/shared channels reviewed
· ☐ Files stored in correct channel locations

11. Security & Risk Review (Quarterly)
· ☐ No sensitive data exposed unintentionally
· ☐ Sharing links reviewed
· ☐ Recycle Bin monitored for accidental deletions
· ☐ No suspicious activity identified

12. Lifecycle & Site Health (Annually)
· ☐ Site still required
· ☐ Content reviewed for archive or deletion
· ☐ Site ready for renewal or retirement
· ☐ Business owner confirms continued need
✅ Outcome options:
· Renew site
· Archive content
· Delete site
· Migrate to a new structure

Governance Sign‑off (Recommended)
· ☐ Review completed
· ☐ Issues logged and actioned
· ☐ Next review date scheduled
Reviewed by: ____________________
 Date: ____________________
 Next review: ____________________

