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Website Questionnaire

Having a website is an increasingly important way to let people know about your unique services. The process of developing a website can be time intensive. Some reflection and effort on your part upfront will help you achieve a satisfying and accurate representation of your ideas.

The following questions are meant to help you think through your needs as well as gather together the information we need to get started on your project. There are two main benefits to everyone on the “team” in taking adequate preparation time at the beginning of the project:

1. We all use our time as efficiently and effectively as possible.

2. We keep costs low and avoid extensive revisions.

The following questionnaire will get us started in determining your website needs. Fill in your answers as best you can. Each item is optional, though they all contribute to streamlining the process. When you’re finished, attach the completed document to an email and send it to us. We’ll read through it and get back to you, typically within a few days. Call with any questions.

Thank you for you interest in our services!

THE BASICS

Your name:  

Title/position:  

Email address:  

Phone number(s):  

Company name:  

Mailing address:  

Type of business:  

This website will be a...


___  New site


___  Change from existing site; current website:  



___  Maintenance



___  Upgrade / Enhancement



___  Replacement



If you want an existing website redone...

What are the reasons for changing the site?

What are areas of the current site are successful?

What are the shortcomings of the current site?

What specific changes do you want?

What do you want to keep the same (layout, look-and-feel, navigation, colors, text, images, etc.)?

Can any of the content from the existing site be reused? If so, what?

FOCUS

You don’t have to answer all these questions to have a good website. However, thinking about them is useful in clarifying your wants and needs. Any information you can provide will be helpful to the design process.

What are the primary goals of the site?

What is the key message you want a visitor to take away after visiting your site?

What is unique or a key selling point about your company/service/product?

What are the strengths and weaknesses of your business?

Who is your target audience?

What do we know about them as it relates to your offerings?

What “tone” or “voice” do you want to use to talk to your audience?

LAYOUT / ORGANIZATION

Rank the pages if you know what order you want them to appear in the navigator. If you don’t know the order, but want a page, put a check or “x”. Cross out or put “n/a” for any pages you don’t want.

Indicate what features you want on each page. Images refers to photos, clip art, etc. in the “body” section of the page. This does not refer to a logo which you might want on every page.

	Rank
	Page
	Check the features you want for each page

	
	
	Text
	Images
	PDFs
	Other (list)

	1
	Welcome or Home
	
	
	
	

	
	About Us / Me
	
	
	
	

	
	Our Services
	
	
	
	

	
	Our Products
	
	
	
	

	
	Client References
	
	
	
	

	
	Contact Us / Me
	
	
	
	

	
	Links & Resources
	
	
	
	

	
	FAQ
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Navigation preference – This is a column or row of links for visitors to use to move around to the different areas of your site


___  A row across the top of the page


___  A column on the left side of the page


___  No preference


___  Other; specify:  


___  If possible, list 1-2 websites with navigation that you like:

OVERALL APPEARANCE

How do you want your website to be perceived? (Underline or highlight about 2-3 items)

	Caring

Casual

Confident

Contemporary

Corporate

Cutting edge
	Easy-going

Energetic

Formal

Friendly

Fun

Humorous
	Practical

Prestigious

Reliable

Serious

Sophisticated

Stylish
	Traditional

Other:  




What color(s) do you want to use for...


Page background


___  Solid color. Describe or use the color picker at :  



___  Haven’t decided


___  Pattern:  


___  Other:  


Text:  


Other elements (specify):  

Model Sites – “A picture is worth a thousand words.” Find a few websites with elements that are examples of what you want on your website. (Use a search engine to find similar businesses to yours.) Consider the use of color, the overall look-and-feel, navigation, the site’s organization, etc. List them and let me know what you like about them.


Site
What I like about it

CONTENT

Will you provide the text?


___  Yes, all of it and in electronic format


___  Some. Specify:  


___  No


___  I have print publications you can use to develop new content. List:  


___  I need content developed from scratch
Do you have a logo?


___  Yes.


___  Ready to post. What format:


___  Digital format but needs editing. What format:


___  Print format; needs scanning and editing.


___  No. I will provide one.


___  No. I don’t want one.


___  No. I would like you to develop one for me.

Do you want other graphics (photography, artwork, etc.) on your website?


___  Yes. I will provide these. What format(s):  


___  Yes. I would like you to develop these. Specify:  


___  No. I don’t want these.

TECHNICAL

Think about your intended audience and what you want to make available to them. Consider your own needs as the website owner. Refer back to your purpose for having a website. A good rule of thumb is to keep the site as “low tech” as possible and still be able to achieve your main functions.

	Yes
	No
	Not sure
	Maybe in the future
	Enhancements / Special Features

	
	
	
	
	Online form(s)

	
	
	
	
	Mailing list(s)

	
	
	
	
	PDF documents for visitors to download

	
	
	
	
	Printer-friendly pages

	
	
	
	
	Audio

	
	
	
	
	Video

	
	
	
	
	Password access to sections of your website

	
	
	
	
	Calendar of events

	
	
	
	
	Site search capability

	
	
	
	
	Website statistics ( operating system, browser type, IP address, page views, etc.)

	
	
	
	
	Integration of existing or new databases

	
	
	
	
	Other interactivity; specify:  


Search engine submissions


This is included. It can take up several weeks for a search engine to index your website.

Domain name


___  I already have one:  


___  I will take care of this


___  I would like some advice on obtaining one


___  I would like you to take care of this for me

Hosting service


___  I have already set this up. With:  


___  I will take care of this


___  I would like some advice on obtaining this


___  I would like you to take care of this for me

Other technical requirements you have:

WRAP-UP

How often will the site need to be updated?


___  Monthly


___  Quarterly


___  Annually

Today’s date:  

Desired website launch date:  

Any other requirements or additional points you want to make note of:
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