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Web Site Needs Analysis

Please fill out the questionnaire as thoroughly as possible.  The more details you provide, the more accurate my proposal/contract will be to you.  Though we can talk about these subjects in person or on the phone, I have found that having things in writing really helps my clients to clarify what it is that they actually want and are willing to pay for.  It also helps to clarify what the expectations are for both parties.  And it becomes a good reference to compare against while in the middle of a build out.
Administration
1. 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 if applicable)

2. What is your target launch date? What are the factors surrounding this deadline?

3. Domain and Hosting:

a. Do you already have a domain name in mind?

b. Is it registered?  If so, who is it with?

c.  Do you already have hosting? If so, are there any technological limitations to this hosting (for example, doesn’t support php)

d. Are you satisfied with it?

e.  How much do you pay?

f. What is your ideal email setup?

What budget do you have set aside for this project? If the budget hasn’t been defined yet, please include a range that represents how much you can reasonably set aside for the project.  Can this project be broken down in a phased manner to help you meet your goals?
Perception / Look and Feel

1. Use three adjectives to describe how the site should be perceived by the user. (conservative, progressive, friendly, formal, casual, serious, energetic, humorous, professional)
2. Does your organization have an existing logo? If not, should a logo be created for this site? Can you provide an electronic version of the logo in a scalable vector format?

a. Does your organization have a Style Guide (or set of rules) that govern web site design or other marketing materials?   Should we be consistent with any existing directions established in overall branding, print pieces, with the current site (if applicable

b. Does the organization have a pre-existing color pallet that we must use?  Are there specific colors that must be avoided?  

c. Are there specific fonts that must be used?  If so, please provide the font or a detailed description of the font and the specific usage rules. Are there any fonts that should not be used?  If so, why?
3. Does your organization own any photos or illustrations that can be leveraged online? Should specific images be avoided (examples: used by a competitor, overused in your industry, you’ve already used and don’t want to repeat etc.)?  If so, why?

4. Describe any visual elements or styles that can be utilized from existing marketing materials.

5. List any sites you find compelling. What do you find most interesting about these sites?

6. List sites of competitors site and briefly state what you like, dislike, and what is effective about their overall site. 

Message
1. What is the primary message you wish to convey to your audience with this site?

2. What are the overall goals you intend to reach with this site?
3. Who is your target audience? Is it different from your current customer profile? How do you perceive this affecting the layout/design? Use as much detail as possible in profiling your target user.  Please address how often is each user type online, when, and what they use the web for.  
4. In your industry, is it important for your company to differentiate itself from competitors, and if so, how do you do it?

Content
1. Will this site use existing content (copy, art, photos, etc.)? If so, what is the source and who is responsible for approval? If not, will you be creating content in-house or contracting it out?
2. What is the basic structure of the content and how is it organized? (Examples: is the text now on disk or will it need to be re-typed? Are images optimized for the web or are they images used for print?  Is all the content organized in one location, or is it spread across the organization?)
3. What content would you like displayed on your homepage?  For example – Introduction area, News and Events, Hot Topics, Quick Links, Focus area(s) related to a subject pertaining to your organization, etc. 
4. What elements do you see as “globals” or appearing on every page? (example: a "get a free quote" button)
5. please list in a hierarchal fashion all of the pages that you imagine needing: (examples: , about us (with sub pages of bios of staff, history of business), contact us, services (with sub pages of design, marketing, print, content writing), portfolio, etc.)
Action
1. What is the primary action you wish your target user to take from the main page of your site? (Examples: download, browse, move along a specific path, email, order, explore, click button, call via phone, etc.)
2. What is the primary action you wish your target user to take before leaving you site? Is it the same action as #1? If not, please describe.

Technology
1. What is your target platform and browsers (IE, is your target demographic elderly, and therefore highly likely to be using very outdated web browsers such as Internet Explorer 6.0? are they mostly Mac users  and thus using Safari?)
2. Do you need a shopping cart?  Will you have need for secured transactions? (Please describe)

3. Do you need a blog and will you use it?

4. Do you intend on keeping this site updated? If so, how often? Who is responsible for updating and providing content?  What are their technical abilities?  As in, do we need to construct a content management system like using a Wordpress system for text, or walk people through uploading images?

Marketing
1. Briefly, what are your short-term marketing goals (in the next 1-2 years.) How do you anticipate this web site helping to reach those goals?

2. Do you plan to promote this site? Do you have an existing or planned marketing strategy in mind to do so? If so, please describe.

3. What do you feel is your number one business hurdle? (Examples: change image, increase customers, promote company, etc.)
Legal
1. Are there cultural factors that will affect the interface design?

2. What are the legal issues that require attention (examples: copyrights, trademarks, service marks, trade secrets, patents, etc.)
Additional comments/notes
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