
   

  

Facebook Business Page  
Self-Assessment Checklist  

  Front End Basics 

o Do you have profile picture and cover photo that are simple and easily recognizable? Such as… 

• Your logo  

• Photo of a product 

• Photo of your sign or place of business 

• A professional photo of yourself (if you are the face of the business) 

o Do you have a Call-to-Action button? 

• You can add a call-to-action button to your page by clicking on “Add a Button”, which is located just under the right 

corner of your cover photo. 

o Does your Facebook business page have a description? 

• Descriptions are limited to 155 characters, so yours should succinctly and accurately describe the focus of your 

business.  

• Your description will show up in results, so make sure it is well-written and includes keywords where appropriate  

o Have you created a Custom Username for your Facebook Page? 

• Each Facebook page receives a unique identifier in its URL automatically when it is created. However, many 

people do not realize that you can customize the latter portion of your Facebook URL with a unique username. 

• Unique usernames are important as they can make it easier for people to find or tag you on Facebook. 

• Keep your username as short as possible while avoiding abbreviations or acronyms (that are not intuitively tied to 

your brand). 

  Advanced Adjustments 

o Have you adjusted your page’s General Settings? 

• To save yourself a few clicks when navigating to your page, you can enable shortcuts to pin your Facebook page to 

the shortcuts section of your profile. 

• You can open visitor posts to allow people to publish posts, photos, and videos to your page. If you are worried 

about unprofessional content being added to your page, then simply check the Review Posts by Other People box 

which lets you approve or reject each post before it is published. 

• In order to encourage communication and generate leads, you can allow people to ask questions privately through 

Messenger by ticking the Messages box that shows the message button on your page. 

• To expand your social media reach, you can allow other people and businesses to tag your page by ticking the 

Others Tagging this Page box. 
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• To gain more organic search traffic, you can tick the Similar Page Suggestions box to allow Facebook to suggest 

your page as a result in relevant searches.  

o Have you adjusted Messaging Settings? 

• You also have the option to turn on the Response Assistant to deliver automated responses every time someone 

sends your page a private message. These messages are personalized with the user’s name and you can edit the 

template copy to align with your company’s voice. 

o You can configure auto-responses to:  

§ Welcome and thank Messenger users for contacting your page for the first time 

§ Confirm that you have received a message and are working on a reply 

§ Let customers know that you are not currently available but will reply as soon as you can 

o Have you edited Page Settings? 

• You can customize the order and selection of tabs that show up on the left side of your page. You can use this 

feature to prioritize your most compelling content by dragging and rearranging your tabs until you have the order 

you like. 

o How about Preferred Page Audience Settings? 

• If you already have established buyer personas, then you can use preferred page audience settings to set up a 

specific audience that will help Facebook put your page and posts in front of people who fit your target audience. 

• You can filter potential audiences by location, age, gender, interests, and languages. 

o Have you added additional details? 

• By clicking on the three dots on your cover photo, you can access a drop-down menu that allows you to tack on 

some more details to your business page. 

• After you have gone over Edit Page Info, click on See All Information to find multiple options to add more 

information about your business. 

• You can also add a menu, showcase awards you’ve won, and provide descriptions of the products you offer.  
 


