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905.294.3403  - 34 The Meadows Avenue - Markham, ON L6B 1B5 – clients@h3webboutique.com
Let’s Get Started!
It’s easy—simply fill out the questionnaire. The key to any project’s success is collaboration and communication. This is where it begins. I want to help you capture your idea—your vision—and make it reality. Every project is unique and one size does not fit all. By answering these questions, I can prepare a proposal that meets your unique requirements.
If you find a question that doesn’t pertain to your project, feel free to skip it—but please mark it N/A so I know it was intentional! 
If more than one individual is responsible for the project, please complete this worksheet as a group to ensure I get input from all involved. If this can’t be done, please have each group member fill out the parts of the questionnaire pertinent to their role in the process.
Once you’re happy that you have clearly described you and your vision, email the completed questionnaire to clients@h3webboutique.com and I’ll get started. Please allow two weeks for a response. 
I look forward to hearing from you.
Kind regards,


Deb Larsen

Part I  Background
Your Company

Company name.

Briefly describe your company.

Do you have brochures, flyers, news articles, presentations or other media that contain company information? Please provide a copy of each (electronic preferred) with the completed questionnaire. 
What is your primary tagline? 

Your Brand

What does your brand stand for in your customers’ mind?

What do you offer them?

For example, a BMW offers customers a feeling of driving a high performance machine, while other brands offer an affordable means of getting from point A to B.

What adjectives describe your brand?

For example, affordable, luxurious, decadent, practical, down to earth, reasonable, innovative, traditional, etc.
Who are your competitors? 
Why do they get it wrong and you get it right?

What are the key reasons customers choose your company over your competitors?

Cost, service, value, location, timeliness, referrals, etc.

What specifics are customers searching for when they search for your type of product or service?

What are the first questions you are asked when first contacted? 
What are the keywords and short phrases people would use to find your site?

Please list the Web sites of competitors and organizations related to your field. 

Your Customers
Who are the primary users of your site?
Where are they located?

For example, locally, regionally, nationally, globally.
What problem are they trying to solve? What are their needs, wants?

How do you solve them? What do you provide them? How?

What are the key reasons customers may have for visiting the site? 
What is the primary action a visitor should take when visiting your site? 

Contact you, request a quote, find information, locate you, order something, etc.

Your Current Site (if you have one)
URL of the site

Who is your hosting company? 
Please provide their Web address.

Do you have usage statistics for your site? 

If so, please provide a copy with the completed questionnaire.

What aspects of your current site are successful and why?
What aspects of your current site are unsuccessful and why? 

How are you currently marketing the Web site both on and offline?
Part II  Project Elements

Project Details

Who are the main contacts for this project? 
Please list names, email addresses, and phone numbers.

Who is responsible for approvals?

Please list names, email addresses, and phone numbers.

Project start and completion date?

Are there specific reasons for these dates?

For example, an upcoming tradeshow, product launch, end of year budget, etc.
What is the estimated size of your site (in number of pages)?

What is the budget for this project? 

Do you have an RFP for this project?

If yes, please email a copy with the completed questionnaire.

Objectives

What are your main reasons for creating/redesigning the Web site?

List the business objectives for your Web site in order of importance.

For example, improve sales, increase customer satisfaction, deliver internal corporate information to employees, reduce time spent searching for information, etc.

What is the concept, product or service your site will provide.

What do you imagine people would want to do on your site?

For example, research your company, find out your cost structure, read about your products/services, etc. 

Outline any ideas you may have for your site. 
Design Preferences
Do you have company graphics (e.g., logo, photos)? If so, what format: JPG, GIF, BMP? Please provide a copy of each (electronic preferred) with completed questionnaire. 

Do you want us to generate graphics? If so, what type?

Describe (using adjectives or short phrases) how you would like users to perceive the new site. For example, modern, classic, professional, corporate, friendly, edgy, fun, serious, casual, humorous, traditional, etc.

Do you have color preferences for the site?
Company logo colors, blues, greens, reds, purples, black and white, earth tones, ocean/water colors, bold, muted, neon, pastel, etc.
List Web sites you like the visual design of and explain why.

This will give us a visual example of your style and color preferences listed above. Check out www.unmatchedstyle.com/ and www.cssbased.com/ for inspiration.

Content

Is the content for your site already created? If not, when will it be available?

How often do you foresee updating your site?

Quarterly, monthly, weekly, daily, as the need arises?
Who is responsible for updating and providing the content?

What type of updates do you foresee?
Content changes, product/service updates, graphics updates, price changes, etc.

Listed below are some common Web site pages. Which do you foresee on your site?

Our Company

	
	History
	
	Awards
	
	Company Brochure

	
	Mission
	
	Press
	
	Community Involvement

	
	Core Principles
	
	Associations
	
	Privacy Policy

	
	Milestones
	
	Memberships
	
	


Our Team

	
	Leadership Team
	
	Awards
	
	Memberships

	
	Employees
	
	Press
	
	Career Opportunities

	
	Credentials
	
	Associations
	
	


Contact Us

	
	Locations
	
	Maps
	
	Directions

	
	Contact Form
	
	
	
	


Downloads

	
	Newsletters
	
	Client Worksheet
	
	Company Forms

	
	Presentations
	
	Checklist
	
	Company Procedures

	
	Brochures
	
	Company Policies
	
	Other, please list


General


	
	Search
	
	Calendar of Events
	
	FAQs

	
	Site Index
	
	Terms of Use
	
	


Clients

	
	Client Testimonials

	
	Client List


News

	
	Company News

	
	Industry News


Publications

	
	Books

	
	Articles

	
	Technical Papers

	
	Newsletter

	
	Other, please list


Online Forms

	
	Contact Us

	
	Request

	
	Registration

	
	Other, specify


Password Protected Areas

	
	Employee Area

	
	Client Area

	
	Other, please list


Resources

	
	Resources

	
	Links / Other Useful Sites


Our Services/Products

If you have an extensive product line, please list the top tier groupings. If you need additional space, please add an additional page.

	
	Group 1:
	
	Group 4:
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	  Item 1:

	
	  Item 2:
	
	  Item 2:

	
	  Item 3:
	
	  Item 3:

	
	  Item 4:
	
	  Item 4:

	
	  Item 5:
	
	  Item 5:

	
	Group 2:
	
	Group 5:

	
	  Item 1:
	
	  Item 1:

	
	  Item 2:
	
	  Item 2:

	
	  Item 3:
	
	  Item 3:

	
	  Item 4:
	
	  Item 4:

	
	  Item 5:
	
	  Item 5:

	
	Group 3:
	
	Group 6:

	
	  Item 1:
	
	  Item 1:

	
	  Item 2:
	
	  Item 2:

	
	  Item 3:
	
	  Item 3:

	
	  Item 4:
	
	  Item 4:

	
	  Item 5:
	
	  Item 5:


Any other pages?

What Else Do We Need To Know?

Here’s your chance to tell us anything that will help us better understand you, your vision, the needs of your customers, your expectations—anything at all!

Thank you! 

Thanks for your time. Please save the completed document with the name of your company as the filename and email it to clients@h3webboutique.com.
