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Web Design & Development



 

Web Design Project Planner 



Welcome! This document was created to help you clarify your site's need and make as tool for me to use to prepare a proposal. This will give me a fair idea of its size, scope, and nature. Kindly answer them to the best of your ability and return it to me. Attach the result to an email message, and send it to andy@andyknight.com. I’ll respond with a proposal, and if all goes well, soon we’ll be working together to create a great website. (And if not, we’ll always have Paris.) 

Kindly allow two weeks for a response. 

We appreciate your taking time to answer these questions as completely as you can. Naturally, skip any questions that don’t pertain to your project. 

We’ll start with some easy ones: 

Who are you? 

Your name and title: 

Business or organization name: 

            Your email address: 

            Business phone: 

Responding to queries generally takes up to two weeks. If you need me to move more quickly than that, please check here: 

( ) I’m in a rush and need your Proposal as soon as humanly possible. 

( ) Take the normal amount of time. Slow bakin’ makes good eatin’. 

Tell me about yourself 

1. Describe your organization in one short paragraph. Example: “MY ORGANIZATION NAME is a web agency specializing in the design and production of informational, educational, and entertainment sites, with particular expertise in branding, copy enhancement, and web standards. We design usable, accessible sites with memorable personalities.” 

2. Do you have an existing site? If so, what is its web address/URL? 

3. Describe the concept, product, or service this site is intended to provide or promote. If your product or service has a slogan or theme line, please list it, but please also use ordinary language to explain what you really do. 

4. If you work with an advertising, design, or branding agency, who are they? Will they be involved in this process? 

5. If applicable, list two or three primary competitive websites and include their addresses. Feel free to comment on the strengths and weaknesses of your competitors’ sites. (Even if you are a non-profit, you compete with someone.) 

6. Describe your requirements for a proposal, including any applicable deadlines. (For example: “Proposals should include a cost estimate, a rough project development timeline, ideas about how the project will be implemented, and a summary of your process for projects like ours. Please respond by INSERT DATE with your proposal.”) 

Tell me about your audience 

7. To the best of your ability, describe the primary and secondary users of your website. (For example, on the site of a University, primary users would include enrolled students, faculty, and parents. Secondary users would include high school juniors and seniors and their families, who are considering which school Junior should attend following graduation. It would also include alumni, potential donors, and, in the case of a public institution, taxpayers.) 

8. If you have an existing site: Describe how your site meets these users’ needs. (Describe services your site currently provides.) 

9. What needs aren’t being met? Describe services your site does not provide (but you wish it would). Feel free to include such seemingly obvious things as the ability to contact your organization via a simple feedback form. 

10. If you have an existing site: What problems have users reported?  

11. What problems have you yourself noticed? Do you seek a redesign partly to solve these problems? 

12. Why else do you seek a redesign? 

Front-end (design) technology 

13. I believe in the doctrine, “one web page serves all.” (with the exception of mobile optimized sites) In order to deliver the best experience to the most users and to build pages that will last, we use modern standards-based methods. As a result, our sites may not look exactly the same in an old, non-compliant browser like Internet Explorer 6 as they do in newer browsers. If this would be a problem for you, let me know: 

( ) My site has to look and work exactly the same way in old browsers as it does in newer browsers. I don’t care if every page weighs three times more than it has to. 

( ) I understand that the site may not look quite as good or work as well in an outdated 4.0 browser; that’s okay, just do your stuff. 

( ) I also need my website to be optimized for mobile browsers.  

What’s your problem? 

14. What measures will you use to test the project’s success? (Examples include monitoring weekly or monthly web statistics to detect increased usage, or monitoring email to ascertain user satisfaction.) 

15. Has your site undergone formal or informal usability testing? If so, please describe the methods and findings (unless doing so would merely duplicate the problems listed in the previous question). 

16. Informally, what do you know is wrong with your site? 

Time and money 

17. If you’re working within a strict time frame, or have been given a mandatory launch date, list it here. 

18. Please tell me your budget. 

About your brand 

19. Describe in as few sentences or words as possible the feelings you wish your site to evoke, and the brand attributes you want it to convey. (Sample feelings might include: warmth, friendliness, reassurance, comfort, or excitement. Sample brand attributes might include caring, honesty, humor, professionalism, intelligence, technological savvy, sophistication, reliability, and trustworthiness.) 

20. Using adjectives and short phrases, describe the site’s desired look and feel. (“Easy to look at, edgy, classic, up-to-date, crisp, modern, traditional, understated,” etc.) 

21. List one or two sites whose design you enjoy looking at? Explain what you like about it. 

22. List one or two sites whose design you find ugly or unappealing? Explain what you don’t like about it. 

Reporting for duty 

23. Who, besides you, is/will be responsible for guiding this project to launch and completion? (Include names, titles, email addresses and phone numbers if appropriate.) Don’t be afraid to say “Just me” if that is the correct answer. We would rather work with one or two focused people than try to please a committee. 

24. Who will be responsible for maintaining the site after launch? Include names, titles, and background/training. 

Features and scope 

25. Check the features that your site will need: 

( ) Blog / Article database - If so, does it already exist? Will it need to be imported? Or will it be a new blog? 

( ) Podcast. If so, does it already exist? Will it need to be imported? Or will it be a new blog? If so, who is responsible for producing that media? How frequently is it updated? 

( ) Store / Financial Transactions - Do you intend to sell any products on your site? Online donations? Event Registrations? If so, please provide details.


( ) User Accounts - Will you want users of your site to login for a specific reason?


( ) Email Subscriptions - Will you want to capture users' email addresses for the purpose of emailing them later on. Do you need custom designed email templates designed? 

( ) Other - Please explain any other features you'd like to include on your website. 

26. In number of pages, what is the approximate estimated size of your site? (Twelve carefully designed portfolio pages? Thousands of pages delivered by a content management system?) 

27. How often will your site be updated?  

28. If you presently work with a CMS (content management system), please tell me which system and version and describe its capabilities and limitations, or point me to a web address where we can find out more about it. 

Note: Unless your site is small and will be updated only infrequently, I typically install a custom content management/publishing tool that fits your needs, enabling you to refresh your content from within a web browser. No HTML, no coding, no FTP needed. Alternatively, for smaller sites that do not have to be updated regularly, I deliver templates. You fill in the content and publish the site by uploading files over FTP.  

29. Have you already created the site’s content? If not, how soon do you anticipate having it ready? (Whatever your estimate, double it: internal content development always takes far longer than you expect.) In most cases, you will be responsible for working with content—either in the content management system I create for you, or by manually updating templates I create for you. Time estimates regarding content delivery will simply help me figure out a schedule for our part of the job. 

Philosophy of web design 

30. Do you agree with this statement? “The ultimate strength of any website lies in the richness of its content and the degree to which it invites visitors to interact, bookmark, and return again.” 

Note: Confusing navigational architecture is a leading cause of user frustration. I intend to examine your site’s existing structure and to make recommendations. This isn’t a question; I just felt like letting you know to expect this from me. 

31. What else should I know about this project? 

Web Hosting 

32. If you do not already have a website hosted, I will recommend a host to fit your needs. Do you have a monthly budget for web hosting services? If so, what is it? 

33. To have a website you will also need a domain name (e.g. andyknight.com is a domain name). Have you already purchased a domain? If so, what is it? If not, have you researched what you would like your domain name to be? 

34. Email hosting normally comes with the web hosting package. Do you need email addresses with your domain name? If so, how many email addresses do you need? In most cases, you can keep the email system you already have.  

Social Networking 

35. Does your organization have social networking accounts that will need to promote by  integrating it into your website? A Facebook page? Twitter account? Flickr Photo account? Tumblr account? If so, can you explain what this integration would look like.  

Thank you! 

Thanks again for your time. Please mail the completed form to andy@andyknight.com.  

