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Project enquiry worksheet

We’ve put together this worksheet to help us get a clear picture of your requirements. The more information you can give us at this stage the more accurate our response will be. If there are any questions you don’t think are relevant to your project just skip them, we can always come back to it later. Please email the completed sheet to tim.print@shooma.co.uk and give us a few days to respond.
General information

Your name and email address.

type here

What is the name of your company and where are you located? 
type here

What is your current or intended website address? 
type here

Who are the main contacts for this project?

Please list all parties, job titles and state who has final approval.

type here

What is the intended launch date for this project?

type here

Are there any outside factors that affect this date?

e.g. tradeshow, product lauch, end of year budget

type here

What is the budget for this project?

We cannot provide an accurate proposal without an indication of your budget

type here

About your business sector

Briefly describe your company and the product or service it provides.

type here

Name two or three of your competitors and include their web addresses. Please comment on what the strengths and weaknesses of their sites are.

type here

Your aims

What are your main reasons for commissioning a new website, in order of importance?

e.g. Improve sales, improve customer service, increase brand awareness, etc

type here

How will you know if the site is a success?

e.g. increased sales, improved customer satisfaction, reduction in administration time

type here

Current site

If you do not currently have a site please ignore this section.

What aspects of your current site do you feel are succesful and why?

type here

What aspects of your current site do you feel are unsuccessful and why?

type here

What three things you would change about your current site today if you could?

type here

Design / redesign

Please try to describe how you would like your users to perceive your new site.

e.g. modern, professional, fun, warm, friendly, edgy, exciting, reliable, sophisticated, caring

type here

Please list some websites you like the visual design of and what you like about them.

type here

Outline any ideas you have for the visual design of your site.

type here

Audience

Try to describe the different users of your site.

e.g. web-savvy young students, affluent over 50’s, stay at home mothers

type here

Where/how do people learn about your company/products/services?

type here

What do you imagine is the primary goal for someone using your site?

type here

Features

Please list the pages/templates you anticipate you will need on your new site?

If you already have a sitemap please include this as an additional attachment

type here

If you already use a Content Management system, please tell us which one and point us to a website where we can find out more about it.

type here

What do you like about this system and what are it’s limitations?

type here

Do you need a content management system? If so please describe the features you would like included.

e.g. updatable news, multiple authors, comments, search, photo gallery, forum etc.

type here

Additional Information

We’ve tried to keep this worksheet fairly short and general. Please include any extra information which you think could be helpful to us.

type here

Thank You

Thank you for taking the time to fill in this sheet. Please save it as ‘YourCompany enquiry-worksheet’ and mail it to tim.print@shooma.co.uk.

Please give us a few days to respond.
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