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Web Design Worksheet
Type Company Name Here

	CONTACT INFO
	

	Business Name
	

	Address
	

	Phone
	

	Cell
	

	Fax
	

	Email
	

	Web
	

	
	

	Primary Contact
	Name & contact info (phone, email)

	Primary Decision Maker
	Name & contact info (phone, email)

	Chain of Command
	Names & contact info (phone, email)

	Name of person(s) updating the site 
	

	Frequency of updates
	

	
	

	
	

	DESIGN INFO
	

	Colors
	(list PMS colors of print material if known)

	Fonts
	

	Digital Logo
	

	Printer/Logo Designer
	

	
	

	Other Logos
	(affiliates, supported brands, etc.)

	Other Graphics
	(charts, samples)

	
	

	Photographs

Research

Scans

Purchase (no., cost)
	(do you have? Do you need stock photography?)

	
	

	
	

	SITE INFO
	

	Domain Registrar
	

	Host

ftp

username

password

dashboard (stats)
	

	Email accounts
	

	
	

	
	

	INTRODUCTION
	

	What is the business
	

	Who are your customers
	

	Mission Statement
	

	Competition
	

	List 3-5 USPs
(reasons you’re better than the competition)
	

	Review existing site
(design, content, navigation, graphics)
	

	Sites they like
	

	Sites they don’t like
	

	
	

	
	

	STRATEGY
	

	Purpose of the site
	

	Why redesign now
	

	Long-term plan for site
	

	Benefit to new/first-time visitors
	

	Benefit to existing customers
	

	Benefit to return viewers
	

	Deadlines/Timeline considerations
	

	Do we need to develop the site in Phases
	

	
	

	
	

	PLAN/SCHEDULE
	

	Milestones/Phases
	

	Schedule of Payments
	

	
	

	
	

	CONTENT DEVELOPMENT
	

	SITE MAP
	

	Navigation
	

	Wireframe
	

	
	

	Copy

Proofing

Editing

Writing
	

	Navigation wording
	

	Form field wording
	

	Thank-you pg wording
	

	404 pg wording
	

	Privacy Statement
	

	User Agreement
	

	Copyright Statement
	

	
	

	Keywords
	

	Meta content
	

	SEO
	

	
	

	Forms
	

	Functionality

(newsletter sign-up, members area, etc)
	

	
	

	
	

	LAYING FOUNDATION
	

	Register Domain(s)
	

	Set up hosting
	

	Set up emails
	

	
	

	Assemble photos, logos, graphics from client
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