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Introduction

Communication is always the key to a successful project.  

This Project Planner will help you organize the overall goals for your project in a way that we can understand and use to accurately provide you with an estimate.  Think of this document as a business plan for your website.  The more information you can give us, the better we’ll be able to respond.  Please answer each question to the best of your ability and skip any questions that don’t pertain to your project, we can always come back to them later.
Once you’re happy that the worksheet clearly describes your project, please email it to info@203com.com, and we can begin preparing a quote or set up a phone conference to get in to the specifics.  As always, your answers will be treated with complete confidentiality.
Contact information



What is the name of your company, your website and the current URL web address?
     
Describe your company and the concept, product or service that your site will provide.
     
Who are the main contacts for this project?  Who has final approval?
Please list names, email addresses and phone numbers.
     
How did you hear about 203 Communications?
     
General project information

When do you expect the project to start and when does it need to be completed?  Are there specific reasons for these dates?
e.g. tradeshow, product launch, end of year budget.
     
Do you have a budget already established for this project?  If so, please indicate your budget below.
Note:  Sharing a realistic assessment of what you have to spend on this effort will help us scope the engagement appropriately.
     
Can the project be divided into phases to account for budget and timing constraints?

     
Are you looking for a new logo and branding for your site or are you satisfied with what you have in place?

     
Current site information (If this site is not a redesign, please skip this section)
Which aspects of your current site work well and why are they successful?

     
Which aspects of your site do you feel are unsuccessful and why?

     
Do you plan on using content from the existing site and if so, which portions?

     
Do you know how many people visit your site on a daily, weekly, or monthly basis?

     
Project goals


Briefly describe the site's concept and what service it seeks to provide.
     
What is your main goal for this project (i.e., provide a better user experience, update the site's look and feel, target a specific audience)?

     
List the business objectives for your new website in order of importance.

e.g., improve sales, increase customer satisfaction, reduce time spent searching for information, etc.
     
Target audience


Who is the typical user of your site?  Describe the different types of visitors to your website in as much detail as possible.
     
What action(s) should the user perform when visiting your site?

e.g., search for information, sign up for an account, purchase a product/service.
     
Where / how do people currently learn about your company, product, or service?

     
Look, feel, and site content


To the best of your ability, use adjectives and short phrases to describe the end result of your project's look and feel. 
i.e., clean, balanced, modern, crisp, easy to look at, etc.
     
Tell us a bit about your competition.  What do you like/dislike about some of your competitors’ websites?

Please provide competitor URLs.
     
How does your company set itself apart from the competition?

     
Leaving your competitors aside, what sites have you seen recently that you’ve liked the visual design of?  What did you like about it?
If you can’t think of any, have a look through cssdrive.com or unmatchedstyle.com for some ideas.
     
Will the site contain static pages or are you looking for a Content Management System? If so, please describe features you would like to see included.

e.g. updatable news, multiple authors, comments, search, archives, forum, etc.

     
Other services

Do you currently have anyone managing SEO (search engine optimization)?

     
Do you currently have a social media presence?  If so, please list the social media you use.

e.g., Facebook, twitter, Linkedin, etc.

     
Do you have a strategy for managing your social media presence?

     
Additional comments


We’ve tried to keep this worksheet as generic as possible, but every project is unique.  Please add any extra information that you feel might be helpful.
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