Project worksheet


Thank you for considering F6 Design for your web development project!
To help me accurately gauge the scope and cost of your project please fill out this short questionnaire.  The more information you give me the better, so be as expansive in your answers as you like. If any of the questions do not apply to your project then feel free to skip them.
You can edit this document by clicking the grey box below each question and typing your answer. Let’s get started!


General information


1.  What is the name of your organisation and your current (or intended) website address?
     

2. What is the main product or service offered by your organisation? 
     

3. Who is the main contact person for this project, and who will be responsible for final project approval?
Please include contact details such as an email address and phone number.
     

4. What is the planned launch date of your website? Is this date tied to a specific event such as a trade show or product launch?
     

5. What is your budget for this project?
Knowing your ballpark budget makes it easier for me to accurately estimate the project scope, and therefore the project cost.
     

6. How did you hear about F6 Design?
     
Objectives

1.  What are your reasons for wanting a new website?

     
 
2.  What are your objectives for the new website?
e.g. Generate sales leads, promote an event, sell products online .
     
Audience

1.  Who are your target audience for this website?
Describe your audience demographic in as much detail as possible, e.g. age, average income, spending habits, social interests. Describe their relationship to your organisation, e.g. are they customers, suppliers, or internal to your organisation?
     

2.  What are the main actions you expect visitors will perform on your website?
e.g. Download a brochure, purchase a product, join a mailing list, complete a contact form.
     
Competitors

1.  Who are your main competitors, and do they have websites? Please list them here.
Knowing about your competitors helps me understand where your website will be positioned in relation to your target market.
     

2.  What aspects of the websites you listed above do you think work well? What doesn’t work?
     
Current website (if applicable)

1.  What are your main reasons for redesigning your current website?
     

2.  What aspects of your current website do you think are successful? 
     

3.  What are the shortcomings of your current website? 
     

4.  How important is it to retain the design, identity, or style of your current site? 
     
Design and branding

1.  Will you need a brand identity (e.g. a logo) designed for your website?

     

2.  Will the brand identity need to be used in other media?
e.g. Business cards, letterheads and signage.
     
Content

1.  Will content from your current website need to be carried over to the new site?
     
 
2.  Do you anticipate that your website will require a Content Management System (CMS)?
A CMS will allow you or your staff to update the site’s text and images wherever practical.
     

3.  Does your current website have a CMS? If so, which system do you currently use, and how do you find that system to work with?
     

4.  Will your website have an ecommerce component? Please outline any requirements.
     

5.  Have you already prepared a draft sitemap, or content outline for the website? If so, please email it as an attachment along with this worksheet.
Additional information

If there is anything else you’d like me to know about the project you can add additional comments here:
     
Thanks!

Thanks for taking the time to fill out this worksheet. Now that you’re done, please email it to Jonathan Nicol at: info@f6design.com
I will reply to let you know I’ve received your worksheet, and give a detailed response within one week.

