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Client Worksheet – Web Design / Development
Questionnaires are no fun, but this questionnaire will help us get more accurate information about your project and your goals. It will also help us estimate the costs and timescales of your project, so we can better fulfill your vision. Please take the time to answer each question as accurately as possible and skip any questions that do not pertain to your project or you may be unsure about.

All your answers will be treated with complete confidentiality.


General Information (*anything marked with an asterisk, please refer to the appropriate questionnaire.)
· Your name and email address


· Name of business and current/intended URL address.


· Who are the main contacts of this project? (Please list names, numbers, and emails.)


· Who has final approval for commissioning off this project?


· Please describe your company, the target market, and the services you provide. (Please be as detailed as possible.)


· Describe a typical user that will visit your site. What actions will they do? (Download files, search for information, share information, apply for an account, etc.)


· What are your main objectives for commissioning this project?


· Will you be providing all text and images for this project, or will you require photography and/or copy-writing services?*


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


· When would you like to start / launch this project?


· Your budget helps us work out more accurate timescales for your project. Please provide an upper and lower range if you don’t have an exact figure.


STOP! Read this first.
Do you need your website to be built from scratch or redesigned/restructured? If you are looking to start a completely new project, start with Section-B and skip Section-A. If you are looking to redesign/redevelop your site, start with section A and skip section B. Section C is required.

SECTION A – Website Redesign / Redevelopment

· Which aspects of your site do you feel are successful and why?


· Which aspects of your site do you feel are unsuccessful and why?


· Does your current branding represent your company well? Why or why not?


· What are the main goals for redesigning your site? (Better user experience, update look and feel, different audience, etc.)


· What portions of the current site would you like to keep, if any?


· What portions of the current site would you like to change?


· Please provide your competitors’ URLs, or 3-5 websites that you simply like. What aspects of their websites do you like/dislike?


· How does your company set itself apart from the competition?


· People are coming to your website for the first time (even your regular patrons, as they will be seeing a brand new side of you!). How do you want them to feel about your company? (Clean, fresh, prestigious, corporate, fun, etc.)























SECTION B – New Website Design / Development

· What would you like the website’s general look and feel to be? Use words to describe the end result of your project’s look and feel (i.e., clean, balanced, modern, etc.), as well as colors and themes if possible. If there’s a color you love or cannot stand – let us know!


· Do you have a current house style / brand guideline that needs to be followed in terms of color, typography and tone?



· Please provide your competitors’ URLs, or 3-5 websites that you simply like. What aspects of their websites do you like/dislike?


· How does your company set itself apart from the competition?


· To the best of your ability, please tell us how many pages your site would have, and what they would be used for.

























SECTION C – Features and Techie Stuff

· Do you need a content management system? If so please describe the internal features you would like to see included. (E.g. updatable news, blog, multiple authors, comments, search, archive, forum, etc.)


· Please describe the external features you would like included (account sign-ups, downloadable files, comments, search, etc.)


· Who will be responsible in maintaining the site and how often will you to update it?


· If you were using a search engine, what words or phrases would you use to find your site? Which of these words or phrases is most important? Second? Third? 


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


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


· Do you have active accounts on any social networks?




Anything to add? Notes and Comments!
It’s always better to have as much information on a project as possible. If there’s anything else you think would be useful for us to know, please add it here.














Thank you for your time and effort!
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