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This questionnaire is intended to help us get a better idea of your project. Hopefully, it will also get you thinking about your project in some clear ways. Fill in what you can; don’t worry if you cannot answer everything. If you have any questions, feel free to email us!

General Information
1. What is the name of your company and your current (or intended) URL?

2. Who are the primary contacts from your organization, and who has final approval on the project? Please list names, titles, email addresses, and phone numbers.

3. What is your intended launch date for the new site? Are there any outside considerations that might affect the schedule (for example, PR launch, tradeshow, annual report)?

4. Do you have a specific budget range already established for this project? Can this project be divided into phases to accommodate budget and timing constraints?

FOCUS 
1. PURPOSE
What is the purpose of your website?
2. GOALS
What goals does your organization intend to accomplish with this website?

3. AUDIENCE DEMOGRAPHICS
Who do you want to reach? Describe a typical site visitor. How often are they online, and what do they generally use the web for? Give basic demographics: age, occupation, income level, purchasing habits. (Use as much detail as possible in profiling your target user. Profile more than one type if appropriate.)

4. AUDIENCE GOALS

What is the primary “action” the site visitor should take when coming to your site (make a purchase, become a member, search for information)? What are the key reasons why the target audience chooses your company’s products and/or services (cost, service, value)? Put yourself in the position of a user. What would you want to achieve through this site? Why would they visit this site? 
Also, what do YOU want the visitors to achieve when visiting the site? Examples can be buying your product, or simply increasing brand awareness.
PERCEPTION

1. Use a few adjectives to describe how your site visitor should perceive the new site. (Examples include prestigious, friendly, corporate, fun, forward-thinking, innovative, and cutting edge.) Is this different than the current image perception?

2. How is your company currently perceived offline? Do you want to carry the same kind of message through your website?

3. How does your company differentiate itself from competitors? Do you think your current audience differentiates you from your competition? Please

list competitor URLs.

LOOK AND FEEL 
1. LOGO
Do you have a business logo or slogan that you would like to use? This can be used to help you create a theme for your website.

2. FONT STYLE
These are the basic font styles which are common to most computer systems. We recommend you select one or two of the following font styles for the content of your pages:

arial, times, courier, georgia, verdana, geneva

3. COLORS
Do you have a color scheme that you would like to use?

4. VISUAL ELEMENTS
Describe any visual elements or styles you would like used, including elements from existing marketing materials.

5. URL's
List any other web sites that you find compelling. What do you find the most interesting about these sites? (i.e. style, colors, layout, organization, content, etc)

ORGANIZATION 
1. CONTENT
Will this site use existing content if so, what is the source and who is responsible for approval?

2. GLOBAL ELEMENTS
What elements are key items that you wish to have available to the user on every page?
3. FLOWCHART - NAVIGATION
This will help you to organize your site into sections. Use this to create your navigation/menu system as well as determine what you want on the pages. Copy and paste additional categories/sections for however many categories/sections you feel your site should have. Also, it’s important to figure out what sections take priority over others. Define each category/section and feature as a ‘gotta have’ or a ‘would be nice’ and list them in order of priority.
BRAND RECOGNITION
Do people know what the site does even before they go there; either through the meaning of the name or by advertising?
MARKETING / UPDATING 
1. MARKETING GOALS
Briefly, what are your short-term marketing goals?

2. WEB SITE
How will this website help to meet your goals?

3. MARKETING OF WEB SITE
Do you have an existing plan or marketing strategy to promote this site?

4. UPDATES
Do you plan on keeping the site updated? If so, how often? Which pages or content? Who is responsible for updating and providing content?
5. TECHNICAL KNOW-HOW

What sort of technical background/resources do you possess? Define your computer skills (none; can cut and paste; able to use online email services like hotmail or gmail; able to ftp files; understanding of photoshop; etc)
WEBSITE DETAILS

1. Server and Domain name
Do you currently have server space? If so, what are the specifications of it? Do you own the domain name you wish the site to use? 
WEBSITE BRIEF AND GOALS
1. After answering all these questions, you likely have a better idea of what you’re looking for. With that knowledge, write a short statement that describes the goals, audience, features and  feel of the site. (eg: “With www.blahblah.com, we are hoping to help our target audience of 18-25 year old skateboarders become more aware of our products and services using professional skateboarder testimonials, videos and downloads. The site will also help the user find retailers that sell the products.”).
2. Make an ‘end-state’ declaration about the website. Visualize yourself six months after the site has launched. What would be a statement, or statements that you would make if the website was a complete success? (eg: “This website increased client awareness of our product and opened many doors to new distributors and partners.”).
Comments

Take as much room as you need to mention anything else about your website. 
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