	[image: image1.png]



	Website Planning Guide


	



Instructions: edit a copy of this document to place your response after each of the questions. Type shift-return to create white space for your entries. When you are finished, attach and Email to your designer prior to your first meeting.

1) Defining your business

a. What is the mission of your business?

b. What is the purpose of your business?


2) Target Audience


a. Age group

b. Profession

c. Concerns

d. Technical Knowledge

e. Reason for visiting site


3) Short-term and long-term goals for your site

a. What problems will the site solve?

b. What does the site need to do to be successful?

c. What image do you want the site to convey?

d. What is the most important piece of information on the site?

e. What do you want the users’ experience to be on your site?

f.  How important is it for you to rank among the top ten sites in major search engines?


4) What content would you like to offer on your site?

a. Logo

1. Previously designed logo

2. New logo to be designed by outside graphic artist

3. Logo to be designed by WebValence

b.  Photos 

1. Existing

2. To be located by customer

3. To be located or supplied by WebValence

c. Other graphics

1. Existing

2. To be designed by another graphic artist

3. To be designed by WebValence

d. E-commerce 

1. Summarize product 

2. Summarize service 

3. Take credit cards online

4. Handle orders in office via email

e. Blog

f. Answers to frequently asked questions

g. Interactive forms

1. Registration for classes or workshops

2. Receive feedback from customers using an online form

3. Collect information from visitors using an online form

4. Search feature on site

5. Newsletter subscription form

6. Downloadable content

h. Regularly change information on the site

i. Audio or video files

j. Private information accessible to current clients

k. Links to other sites
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