Planning Worksheet

Before we get started I need a bit of information about you, your goals for the project, your expectations and a few other things that make it easier to give a more accurate estimate for time and cost. 

This is not a contract, and neither you, nor I, will be bound to pursue any agreement beyond this form. This is for informational purposes only.  Please complete it as best as you can.

About you

Your name:   





Type your name here
Your email address:




Type your email address here
Your business phone number:


Type your phone number here
Your company (or organization’s) name:

Type your company's name here
Who will be the primary contact and decision maker for this project? 
(if it’s not you please provide their contact details)

Type your primary contact information here
If you already have a website, what is the URL (address)?

Type your website URL here eg "www.thisisme.com"
What kind of business organization are you? 
(Please put an X beside the one that applies to you.)

[   ]
 Behemoth corporation

[   ]
 Non-profit org

[   ] 
Government agency

[   ] 
Educational institution

[   ] 
Start-up

[   ] 
Small company (less than 50 people)

[   ] 
An individual with an idea

About your project

What are your primary goals for this project?

List your primary goals here, take as much room as you need.

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Please order (by number, 1, 2, 3 etc) the aspects you feel are most important. Leave blank any purpose than doesn’t interest you, or doesn’t apply.

[   ] 
Gain a favourable impression of your company or organization

[   ] 
Develop a qualified list of prospects

[   ] 
Sell products directly, taking credit card information over the internet

[   ] 
Encourage potential customers to contact you by phone, email or post, 
to consummate a sale

[   ] 
To make available product information and price lists to distributors

[   ] 
To make available product information and price lists to customers.

[   ] 
To make available service information to customers

[   ] 
To strengthen, or establish, brand identification

[   ] 
Other (please elaborate)

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________
What would you consider a successful outcome resulting from this project? (more sales, increased partnerships and opportunities, etc)

List your ideas here, take as much room as you need.

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________


Logo design

Is this a re-branding or a new design?

Yes, No? Explain.

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Please provide examples of other company logos, or illustrations that appeal to you aesthetically.

List any logos or links to logos or files that you are sending.

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

If your logo was a person, how could they be described? 

List as many adjectives here as you can.

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Do you have an established or desired colour palette?

List your preferred colour palette or link to a reference.

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Web design

Is this a new site or a re-design?

Yes, No? Explain.

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Please order the following objectives by order of importance (by number, 1, 2, 3 etc)

[   ] 
Visually pleasing (the design looks awesome!)

[   ] 
Usability (is it logical and easy to use?)

[   ] 
Accessibility (does it adhere to the w3c guidelines for ensuring the 
majority of people, including those with visual impairments, can 
browse the site)

[   ] 
Useful (is the site doing what it was built to do?)

[   ] 
Speed (does it get your information across quickly, with fast load 
times?)

[   ]
Other: Please explain:.


________________________________________________________________________________


________________________________________________________________________________


________________________________________________________________________________


________________________________________________________________________________


________________________________________________________________________________

Your audience and their experience

Do you know your target audience or do you need to plan for some research time?

Yes, No? Explain.

_________________________________________________________________________________________

_________________________________________________________________________________________
_________________________________________________________________________________________

_________________________________________________________________________________________

If you do know your demographic please list their details such as:

Age, time spent on the internet and occupation, etc.

_________________________________________________________________________________________

_________________________________________________________________________________________
_________________________________________________________________________________________

_________________________________________________________________________________________

Please explain what you think your target visitor would like to experience when they view your site. What will be their primary goal for accessing your website? 

Opening hours, contact info, purchasing info, etc.

_________________________________________________________________________________________

_________________________________________________________________________________________
_________________________________________________________________________________________

_________________________________________________________________________________________

If you have competition, who are they:

What are their strengths and weaknesses?

_________________________________________________________________________________________

_________________________________________________________________________________________
_________________________________________________________________________________________

_________________________________________________________________________________________

What do you do better than your competition?

What are your strengths? 
_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Design specifics

Please list some keywords and adjectives that you would use to describe your desired design look and feel.
List your keywords and adjectives here. Take as much room as you need.

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

What are some other websites that you like the look of. Please specify what it is you like about them (the navigation style, the colour palette, the graphical style, etc). These sites do not have to be related to your industry, they can be about anything. 

List sites that you like and why here. Take as much room as you need.
 
_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Do you have an established colour palette or branding guidelines?

List your preferred colour palette or link to branding reference.

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Site content

Do you have all your written content (copy) ready to go or do you require assistance with copywriting?

Yes, No? Explain.

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Do you have a selection of images and photos that you would like used on the site or do you need stock photography?

Yes, No? Explain.

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Please estimate how many pages you think you will need on the site (this may change as we develop the content). List out the pages below (eg. about us, contact, services, etc)

List the pages you expect to have. Use as many lines as you need.

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Technical details 

What is your desired domain name:

Type desired domain name here. eg: "www.thisisme.com"
Is your domain already registered or do you need help with that?

Yes, No? Explain.
Do you have a web host or would you like us to recommend one for you?

Yes, No? Explain.
Do you want to be able to update website content on your own?

Yes, No? Explain.
Have you ever use a content management system (CMS)? 
If so, which one and what was your impression of it?

Yes, No? Explain.

Will your site require any additional software such as a blog, e-commerce cart, analytics or email marketing? Please elaborate.

List any additional software you may need here.
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________

Will your site require social networking plug-ins, like twitter feeds or user comments?

Yes, No? Explain.
_________________________________________________________________________________________
_________________________________________________________________________________________

Target &Maintenance

What is your target date or timeframe?

Type your completion date here.
What is your realistic budget? (This is optional but will help me A LOT when trying to come up with an accurate estimate for your circumstances.)

Type your budget here.
Note: All package prices include basic maintenance and support for 6 months. This covers minor price changes, product changes, etc. It does not include major changes, such as changing newsletter content (essentially building a new page), which will be billed at an hourly rate.













CODEBLOO Design – Planning Worksheet, 2010

Page 1 of 9

