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Web Design Project Planner

*Make sure that you have reviewed design package descriptions provided on the Design Services Page before continuing with this form. The more information you supply me with, the quicker and better your design will be! Once you’ve completed the form, please resave it as (name of your company)-Project-Planner without the parenthesis and email to info@reflectingthedesigner.com. 

ABOUT YOU
Full Name: 
Title:
Location: 
Best Way to Contact You:
Best Time to Contact You:
Please list any names, roles, and contact information for all those who will need to be involved in this project:

ABOUT YOUR BUSINESS (Ministries and Personal Bloggers skip this section)
How long have you been in business?

How big is your business? (Are you a sole proprietor, a single company, or a branch?)

What products or services do you offer?

Who are your competitors in business, and what do you offer that is quicker, more reliable, more affordable, more user-friendly, or more professional than they do?

What are your short term business goals and how do you want to reflect that to your customers?

What are your long term business goals and how would you like to reflect that to your customers?

ABOUT YOUR MINISTRY (Businesses and Personal Bloggers skip this section)
What type of organization are you? (Church, Children’s Home, Missions, etc.)

How long has your ministry been active?

What is the primary purpose of your ministry? What is your mission/purpose statement?

What are the primary goals of your ministry? (Please list in order of priority.)

How large is your ministry and do you have adequate staffing to keep up your website once this project is complete?

What is your budget for design work?

ABOUT YOUR PROJECT
BASICS
What are your basic design needs in order of priority?

Is this a first time design or is this a redesign?

· If this is a redesign, what is the url to your current website?
· If you’ve already been through a redesign project, were pleased with it? (Why or why not?)
· If it is a first time design, do you already have a domain name and hosting? Do you already have WordPress installed?

Who will be responsible for keeping up your site? (Content addition and management)

What CMS are you currently using and are you happy with it? (Why or why not?)

How familiar are you with WordPress and do you feel confident that you will be able to handle content management when this project is completed? If not, would you also like to purchase a WordPress consultation package?

What is your desired timeline for project completion?

WEBSITE AUDIENCE
Who is your target audience? Please list in order of priority.

What will you give to your website visitors? Why would they be looking for your services/products to begin with, and what will keep them coming back?

What do you hope to get from your visitors?

What about your website will make them want to stay a little longer to find out more?
· What do you want your visitors to think within the first few seconds of being on your site?
· What do you want your visitors to feel within the first few seconds of being on your site?
· What do you hope that your visitors will do within the first few seconds of being on your site?

BRANDING
Do you already have a brand and/or logo, and if so are you happy with it?
If you are unhappy with it, what would you like to change?

What type of image do you want to communicate to your website visitors?

Do you have any images (or image design requests) that you would like to incorporate into your logo or brand? 

Will you need logos and branding for both the web and printed materials? If so, what are your specific needs?

What colors would you prefer for your brand/logo? (Remember to consider your audience first when thinking through color scheme ideas.)

WEBSITE LAYOUT
Organization (Remember less is more, and easy access to quick information is the key!)
· Pages: List in order of priority static pages that are on your site or you would like to have on your site?

· Posts: Would you like to use a blog feature on your site? (HIGHLY recommended for gaining traffic and credibility!) If so, how would you like to use it? (News, Updates, Tutorials, Tips, etc?)

· Post Categories: List in order of priority your categories and subcategories of your site. 

· Menus: List in order of priority menu items you would like to be included? How many menus would you like, and where would you like them to be located?
· Widgets: What do you currently have in your widget section and why? List in order of priority what you would like to include in a sidebar. (Sidebars include widget spaces above and below posts as well as header and footer widget spaces as desired.)

· Page Layout: Create a basic page flow that you would like including header space, menus, widgets, columns, footers, and any extra items you would like to be present on your home page as well as standard back pages. Remember to highlight what you want to draw people’s attention to in order of priority.

Special Features
· Do you have or want a podcasting or video blog?
· Do you have or want a forum or chat website?
· Do you have or want to create a mailing list or email capturing system?
· Do you need to display one more image galleries?
· Do you have or want to create a membership site? Will you have other authors who can post to your site?
· Please list any other special features needed that are not listed above.

Social Networks
· List out all social networks that you currently have with their urls.
· Do you already have your posts available through feed and email subscriptions? Do you need multiple feeds per category on your site?
· Do you want visitors to be able to share posts via social networks easily?

Additional Comments or Requests


CONTACT INFORMATION
Sarah Roberts
Reflecting the Designer
info@reflectingthedesigner.com
Skype Username: sb.roberts (I can use my Skype line to call US phone numbers.)
USA Cell Number: 816-668-5152 (Available June through August)
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