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Clear Media Websites: Website Worksheet

Client input is the foundation on which successful websites are built. This worksheet will help you articulate and identify the overall goals of your website, including specific questions regarding message, audience, content, look and feel, and functionality.

Each key decision-maker should fill out his or her own survey, answer each of the questions in a thorough but brief and clear manner, and add any additional notes or comments at the end of the survey. Naturally, skip any questions that don’t pertain to your project. When finished, all information should be compiled into a single document and emailed back to info@clearmediawebsites.co.uk. This information will form the basis of our proposal and will be a key factor in the success of your website.

Company Details

Company name: 

Number of employees:

Years in business:

Industry: 

What is your Unique Selling Point (USP) compared to your competitors?

Main Competitors:

Competitor website(s):

What do you do better than your competitors?

How do you currently market yourself?
Describe your company in one short paragraph.
Describe the concept, product or service this site is intended to provide or promote.
What is your intended launch date for the new site? Has this date been chosen for a specific reason (i.e., PR launch, tradeshow, annual report)?
Do you have a specific budget range already established for this project?
Analysis of existing Website (if applicable):

Domain name already registered?  

What is your current/intended URL (web address)?
Current Internet Service Provider (host):


What specific areas of your current site do you feel are successful? Why are they successful?
Do you feel your current site promotes a favourable user experience? Why or why not?
What shortcomings exist with the current website and what three things would you change on the site today if you could?
How important is it to maintain your current look and feel, logo, and branding?
New Website Structure:

Have you planned your site’s structure/content? If so please provide details.  If not, are you seeking our help in this area?
Will this site use existing content? If so, what is the source, who is responsible for approval, and has the content been audited? If not, will you be creating content in-house or using an outside provider?
Approximately how many pages/sections will your site have?
Describe visual elements or content that should be utilized from your current marketing materials (logo, colour scheme, navigation, naming conventions, and so on).
Who is responsible for maintaining the site and updating content? Provide names, background and technical ability.
Do you currently have a content management system? If so, please specify the system you use and its core features.
If you require a new content management system, please specify the features you require (Different administrative levels, ability to create sections, content roll-back)

New site objectives (please insert ‘x’ where applicable):
[ ] Establish a Web presence, increase marketing and product branding

[ ] Increase sales 

[ ] Generate business leads 

[ ] Generate requests for information 

[ ] Support existing advertising, promotional efforts 

[ ] Offer customer service 

[ ] Build a database for emailing

[ ] Survey customers/prospects 

[ ] Recruit new employees/post job opportunities 

[ ] Will the site have contact forms?

[ ] Will the site have auto-responders?

[ ] Do you want your entire site to be searchable by users? 

[ ] Do you plan to make sales online?  

Resources available:
[ ] We can supply our company logo and all images and text digitally 

[ ] Or: photos can be supplied for scanning 


[ ] We need a photographer, please recommend someone

[ ] We need a logo to be designed, please quote for this also

[ ] We need help with copywriting, please recommend someone

[ ] Privacy policy can be supplied

[ ] Existing brochure, stationery or other collateral can be supplied

Your objectives:

What do you want to say? Try stating the purpose of the site in one sentence.
What are your primary online business objectives for the website? What are your secondary objectives? (Examples include increased sales, marketing/branding awareness, and fewer customer service calls.)
Site audience - who are you trying to reach?
How will you measure the success of your new site (20% increase in sales, 15% reduction in customer service calls, 70% of surveyed users express satisfaction)?
Audience:

Describe the primary and secondary users coming to your site. Be as detailed as possible. (E.g. age, profession, how long they spend online, their favourite sites)

What is the primary “action” each user should take when coming to your site (Search for information, become a member, make contact)?

What are the key reasons why each user type will use your services (cost, value, quality of information, ease of use)?

How many people (as far as you can tell) do you expect to access your site on a daily, weekly, or monthly basis?
Perception:

Use a few adjectives to describe how the user should perceive the new site. (Examples include prestigious, friendly, corporate, trustworthy, fun, forward thinking, innovative, and cutting edge.)

Using adjectives and short phrases, describe the site’s desired look and feel. For example: Easy to look at, edgy, classic, up-to-date, crisp, colourful, modern, traditional or understated.
How is your company currently perceived offline? Do you want to carry the same kind of message through your website?
How does your company differentiate itself from competitors? Do you think your current audience differentiates you from your competition?

What do you like and dislike about your competitors website? What do you feel works well and what works badly?
List the URLs of any sites you find compelling. What specifically do you like about these sites?
Logo:

What specifically do you want to communicate with your logo? What kind of emotional response should the customer feel?
Attach logos you like and explain what it is about them you like.
What colours and imagery convey the personality and tone of your company and services?
What should the logo tagline convey?

Maintaining your website:

Would you prefer to update the site yourself? If so, we can either provide you with a cost for a secure online Content Management System (CMS), or if you have HTML experience, you will be able to update it this way in most cases. Alternatively, we can maintain the site for you, on an ad-hoc basis - we only charge for the time taken. Please indicate your preference.
[ ] We want to maintain the text via a CMS.

[ ] We want to maintain some or all images via a CMS.

[ ] We want to be able to add new site pages as required via a CMS.

[ ] We will maintain the site in-house using an HTML editor.
[ ] We would like you to maintain the site on an ad-hoc basis.
Website newsletters (please skip this section if not required):

Do you wish to develop the relationship with your customers via a database of website newsletter subscribers, in order to send them announcements and/or special offers? 

E-Commerce (please skip this section if not required):

Do you intend to sell products through your website? (If 'no', skip to next section).

If so, approximately how many products will you initially sell? How many categories will be required?

How do you intend postage to be calculated - based on the number of items ordered, by total weight of order, by a percentage of the order cost, a fixed cost per order, or another method?

Are there any other delivery factors to consider, such as courier / chilled delivery?

Do you intend to sell to the UK only, or also overseas? 

Are you VAT registered? Are your products (or some of them) subject to VAT?

What sort of payment processing facility do you require? There are several options:

I would prefer: PayPal / WorldPay as Merchant / WorldPay + My Company as Merchant / Secure Trading / SecPay
You will need to display terms and conditions on your site, including your policies on privacy, returns, delivery and (if food based) a warning regarding any allergens such as nuts and dairy contained within the ingredients. It is best if these terms and conditions are initially drafted by you, and then looked at by a solicitor.
Any other comments:

Please take as much space as you need.
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