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Client Worksheet
Below are a number of questions that we ask to get an idea of the purpose and scope of your project. Please answer each question clearly with as much detail as possible and skip the questions that don’t relate to your project.  Also include any additional information you feel is important to the project and let us know if you have any questions!
Your Background

What is the name of your company and the web site address (if applicable). 

Describe your company and the services/products it provides.
When did you want to start your project? 

When does your project need to be completed?

Is there a specific reason for these dates?
Your Goals
What are the main reasons you’re having this web site developed? 
In order of importance (most important first) what are the business objectives for your site (eg, improving sales rate, increase customer satisfaction, reduce time searching)
What aspects of your existing web site currently work well (if applicable)? 

Audience / Desired Action

1. Describe the type of person that would be looking for your services (target audience for your web site). Provide as many details as possible. (job function, male or female, age group, info-gatherer or decision-maker, etc.)
2. What is the primary action that you want the user to take when coming to the site?  If necessary, break out the user types.  For example:

· What is the primary action you want for existing clients / customers

· What is the primary action for potential new clients

· Is the primary action for users in one geographical area different from another?  

· Are actions determined by the age of the user?
3. What are the key reasons that your target audience choose your products and services? (cost, value, service, quality, etc)

Perception

1. Use a few adjectives to describe how your site visitor should perceive your web site. For example: friendly, professional, innovative, creative, etc.
2. How do you differentiate yourself from your competition? (Can you provide  a few URLs of your competitors?).
3. Please provide a list of web sites that you find compelling.


Technology / Maintenance

1. Please provide a list of functions you would like to have on your web site.  Prioritize these items with 1 being the most important. Examples may include:

· Store (ecommerce)  
· Registration (seminars or workshops) 

· Memberships 

· Photo gallery

· Blog

· Content Management (CMS)

· Donations

2. If applicable, please describe the features you like about your existing web site and the features you wish to improve or change. (Please use as much detail as possible).

Marketing

1. How do you intend to keep informed on web site traffic – do you have, or wish to have  any programs such as Webtrends, Hitslink.com or Google Analytics logging your web site statistics? 
2. How do you think most people currently find your web site? What methods of distributing your URL already exist?
3. Do you conduct any type of off-line or on-line marketing promotions throughout the year? Please describe.
4. Do you use email to keep existing customers up to date with your company offerings? If yes, please describe (How often? What email program do you use?).
5. Do you have a resource (customer/sales database) available for collecting web site visitor information (emails) for follow-up marketing purposes?  Please provide details.
General Information

1. Who are going to be the primary contacts for web site work?  
2. Who will be responsible for providing content (text)?
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