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Please return to site_design@GoodWorx.com
Client/Project Worksheet

The idea of this worksheet is to ferret out the information needed to give an accurate quote for your project.  Please don’t be overwhelmed by the number of questions. Do the best you can to answer most of them.  This process will help you focus on what you want/need as well as giving me a solid idea of how to help you in designing your web site..
Please email the completed worksheet to site_design@goodworx.com and allow 48 hours for a response.

All About You

Your name, whereabouts, phone number and email address

Business name and URL/address of current site (if you have one)

Briefly describe your company/organization and the concept, product or service your site will provide or promote.

Why do you want to have a new website, or have your current site redesigned?

Who are the key decision makers on this project? 

What staff will be involved in running the site? What are their roles? Any experience administrating a site, using HTML, WordPress, Content Management System(CMS) etc? 

Your Client/Customers/Readers/Audience
Please describe your potential audience. Include (if you know it) their income, interests, gender, age, even type of computer they use, e.g., old with dialup account or newer with broadband. 
What sort of visitors/audience are you hoping to attract?

What problems/needs do your customers/prospects have that your project/practice/business solves?

Why do you believe site visitors should do business with you rather than with a competitor? In other words, what do you offer that your competitors do not?
The Competition

Have you researched your online competition so you have an idea of what you do and don’t want on your site?

Name two or three primary competitive sites and their web addresses. Please comment on what you like or don’t like about these sites.

Design

Describe your new site’s desired look and feel by using adjectives and short phrases

(e.g.: Easy to look at, edgy, classic, up-to-date, crisp, modern, playful, traditional, understated, dignified, professional, alternative etc.)

Do you currently have a “house style” (that shows up on your business card, stationery, ads, etc.) that needs to be followed in terms of color, typography and tone?

Do you have a logo? Are you satisfied with how it represents your company? 

What do you NOT want on your site in terms of general look and feel (e.g. if you can’t stand a particular color, it’s good to know in advance).

Name two or three sites NOT in your industry that you like. Include their web addresses. Please comment on the aspects of these sites you like.

Content, Scope and Features

What is your budget for this project? Please provide an upper and lower range if you don’t have an exact figure.

What is your deadline for completing the site?

Do you have rough ideas about the site’s organization  (e.g. major topics, sections, etc.)?

Do you need to be able to edit and modify the site yourself? 
If so please describe the features you would like to see included. (e.g. blog,  updatable news, multiple authors, comments, search , forum, membership, events, product sales, etc.)

Is the content already created for this site? If not, how soon do you anticipate having it ready?

Getting Visitors

Where/how do people learn about your company/product/service at present?

If you were using a search engine, what words or phrases would you use to find your site?  Please list them in order of importance.

Other than what search engines will produce, what methods do you have in mind to spread the word about your web site?

Do you have active accounts on any social networks?

Anything Else?

It’s always better to have as much information on a project as possible. If there’s anything else you think it could be useful to know, please add it here.

Thank You!

Thank you for your effort and time. Please return this worksheet in Word (.doc) or in the body of an email, and email to site_design@goodworx.com.

Please allow 48 hours for a response. 

