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Client Worksheet

The idea of this worksheet is to help you provide the information needed to give an accurate quote for your requirements. 

If there are any areas or questions that you don’t feel are relevant or to which you have no answer, don’t worry, just leave them empty for now.

Please email the completed worksheet to hello@davymedia.com and allow 48 hours for a response.

All About You

Your name and email address

Company name  and URL of current site (if you have one)

Briefly describe your company/organisation 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 decision makers on this project? What is the turnaround time for making a decision?

What staff will be involved in running the site? What are their roles? Any experience administrating a site, using HTML etc? 

Your Customers

Please describe your potential customers. Pay special attention to their income, interests, gender, age, even type of computer they use, e.g., old with dialup account or newer with broadband. If your website is a business-to-business site, what sort of companies are you hoping to attract?

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

Why do you believe site visitors should do business with you rather than with a competitor?

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 the strengths and weaknesses of these sites.

Are there features are your competitors online presences are lacking? 

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, traditional, understated etc.)

Do you have a current house style / brand guideline that needs to be followed in terms of colour, 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 colour, it’s good to know in advance)

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

Scope and Features

What is your budget for this project? Your budget determines how much time I can spend on your 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 a sitemap / structure prepared - even if it’s provisional?

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

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

Are you planning to do online sales? If so, what is the product, and how many items do you want to sell online?

If you’re planning to sell online, are you set up to accept credit cards? 

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? Which of these words or phrases is most important? Second? Third? 

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?

After Launch

How much time will you be able to spend online, responding to inquiries that come in via your website? Once a day? Several hours a day?

How do you plan to encourage repeat visitors and referrals? (eg by writing blog articles, cross-promoting with social network accounts, newsletter signups, discounts for registered users etc)

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 either Word (.doc) or Pages (.pages) format and email to hello@davymedia.com
Please allow 48 hours for a response. 
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