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	 Website Planner Workbook

	STEP-BY-STEP PLANNER & GUIDE
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Web Site Desien & Development




	(206) 235-0252
assassin@speakeasy.net


I try to make the process of getting your web site finished as quick as possible. But planning and strategy comes first. 
There are several steps I go through before completing your website:

1.) Planning & Strategy

Start the process with this Website Planner Worksheet. This document gathers information about your company, services, audience, purpose, site goals and more. 
2.) Website Design Proposal

After you have finished with this Website Planner Worksheet, I will gather  the information and draw up a proposal.
3.) Agreements / Deposits

If my proposal for your website development is accepted, I will require half the full amount as a deposit. Along with an invoice, I will send you a contract. The contract will state the project amount, terms and agreement, etc.

4.) Collecting Your Materials

Anything that you can provide to help me design your website will help! This includes, but is not limited to; brochures, business cards, and photos of your business. The more information and materials with which you provide me, the quicker your project will be completed and the better the overall results.

5.) Mockup Sites and Sample Layouts 

I will put together some mock websites and designs for you to critique and discuss. At this point we're trying to narrow down exactly what you're looking for in terms of design and layout. Your feedback is essential and welcome!
6.) Working with Materials

Resizing photos, photo optimization, color sampling, and similar tasks are all done during this phase of the design process.
7.) Establishing Project Design / Look and Feel

Based on your feedback from the mockup site(s) and your planner, a design is established and used for your website. 
8.) Content

I start building your website. After this is completed and approved I will move on and start placing content into your website.

9.) Scripting & Databases

If you requested any special scripting (contact forms, feedback forms, databases, reservation systems, etc.) then I will integrate the scripting into your website.

10.) Web Site Completion and Debugging

After you have reviewed the website, and everything is in correct order, I will start by reviewing the site myself. I will check website load time, browser testing, resolution testing and the overall optimal performance of your site.

11.) Site goes "Live" for the world to see! 
Here are some things to think about when planning your website:

     Planning: 

· What advantages would you like to gain from your website? 
· What disadvantages do you think you may encounter? 
· How do you plan to overcome those disadvantages? 
     Advertising and Promotion: 

· How will you currently promote  Rendezvous events? 

· Will you be participating in email marketing? 
· On what other media will you be advertising your business? 
     Customer Service: 

· Who will be answering email generated by the website? 
· Will your customers have a phone number at which you can be reached on the website

The possibilities of items that you can include in your website are endless. Here are some examples:
· Testimonials from satisfied customers. If you have letters or emails with praise, be sure to get your customer's permission before placing them on your website. 

· A Privacy Policy if you are collecting information or addresses for an opt in email list. 

· Copies of any logos, business cards and letterhead so the web site can be designed consistent with your other marketing tools. 

· A brief history of the company and the key employees and owners. Include pictures of the owners or founders if you would like those on the website. 

· Any other published brochures and other typed material that you feel would be helpful and informative for people visiting your web site. 

· Pictures of products you are selling. Before and after pictures are also helpful when working with home improvement type products and services. 

· A return policy if you are selling a product. 

· For attorneys and medical practitioners: a disclaimer advising the visitor that there is no client relationship and any advice given or construed in the web site is not meant to take the place of seeking actual counsel by a professional in the field. 

Other ideas include Links page (links to outside websites), Contact Us page, About page, What’s New page, Partners page, Affiliates page, Tips, Hints, or Useful Information page, Resources page, etc.

Information:
Which informational elements should your site contain?  Consider: 

· about us page

· contact us page

· copyright notice

· privacy statement

· disclaimer

· sitemap

You should not always rely on search engines for heavy traffic. It is much harder to get your website included into a search engine than it was years ago. Actually, many more people are visiting websites for which they have seen the web address in writing. Why do you think so many television commercials these days always include the web address of the product they are promoting? 
The key thing to remember is: Anywhere you post your company name, post your website address along with it.
Some other ideas to advertise your website offline:

· Letterhead AND envelopes 

· Personal brochures about you and your company 

· Your resume 

· Newsletters sent to your clients (either email or in print)
· Signature tag of all email messages (no matter to whom they are sent… friends, family, colleagues, etc.) 

· At the end of your voice mail/answering machine message (i.e., …. “and be sure to visit my website at www.yourbusiness.com”. 

· Fax cover sheets (many people forget this one!) 

· Flyer on free local bulletin boards (grocery stores, discount chain stores, shopping malls, dry cleaners, etc.) – print a flyer on bright yellow paper detailing your web address and your company. BE SURE to include your email address as well as your telephone number! Tack the flyer to bulletin boards all over your town. Keep a supply in your car for handy access. 

· Magnetic car signs (many office supply companies will make these for you at a very reasonable rate) 

· Neighborhood directories 

· Bus stop benches 

· Printed on mouse pads (give one to your clients at Christmas or on their birthday instead of sending flowers) 

· T-shirts (white T-shirts can be imprinted with a one-color design for a nominal price). Think about how great it will make you feel to see YOUR web address “walking around town”.

· Business card (As simple as this sounds, it is often overlooked)

· Your business sign

	Name:
	

	Title:
	

	Address:
	

	
	

	City, State, Zip:
	

	Phone:
	

	Fax:
	

	Email:
	


A) Do you have access to the internet at your home?
__ Yes  __ No

B) Are you in charge of every aspect of the website, including content gathering?     

 __Yes  __ No
C) Have you planned a website before?

__ Yes  __ No
	Business Name:
	

	Address:
	

	
	

	City, State, Zip:
	

	Phone:
	

	Fax:
	

	Email:
	


A) Do you have access to the internet at your office?
__ Yes  __ No
B) Please briefly describe your company or organization so we can learn more about it. 
C) How does your company currently market?

D) Do you have any trademarks or service marks? 
If so, please list them here and indicate which are registered trademarks.

A1) If you selected redesign, what is your current URL?   
http://www.jewelboxtheater.com/
A2) If your website is currently up, who is your current web host?

A3) If you gave an answer for A2, how much are you currently paying per month for your hosting?

A4) What are your reasons for a redesign of your current site?

A5) What features of the current site would you like to keep?

A6) What features of the current site don’t you like?

A7) What feedback have you had about the current site?

We ask you your budget  because it helps us determine what we can and can't do by looking at your budget for a webpage. (The following two questions are optional)

 

A) How much do you have budgeted for your website now?


B) How much do you have budgeted for your website six months from now?
Be honest. If you want your website to make money or get leads, say so. You may have to start out small and build up to what you really want, but you still need to keep in mind where you want to eventually get. 

A) What is your main objective for your website?

C) What are your immediate (short term) goals for the site?


D) What are your long term goals for the site?

E) How will you measure the success of the site? 
Examples: Number of visitors to the site? Number of sales? Number of people who sign up for your newsletter? Number of people who contact you to work for them? Other?
	Rate the importance of each of the following reasons for having a website. Be sure to rate every item. 
Rating System:

1 = No or Irrelevant
2 = Nice but Not Necessary
3 = Average
4 = Important
5 = Very Important


	Customer Service: 

___ To improve overall customer service
___ To provide support info online for customers
___ To provide additional info online for customers
___ To answer frequently asked questions

Reduce Costs: 

___ To reduce printing costs by putting info online
___ To reduce printing costs by putting forms online
___ To save on postage costs by using email
___ To lower support costs

Other Income Sources: 

___ To sell advertising space on my website
___ To sell newsletter subscriptions
___ To sell ad space to others in my newsletters
___ To resell additional product lines

Communications: 

___ To put up a calendar of events
___ To provide a forum for customers
___ To improve internal communications
___ To help form relationships with other companies

Community Resources: 

___ Provide a community service
___ Build a resource site to attract visitors
___ Provide a portal or a gateway to the Internet 
Ongoing Promotion: 

___ Promote special offers to customers
___ Promote items on sale to customers
___ Send follow-up email to customers
___ Send email newsletters to customers
	Overall Objectives: 

___ To create a good impression of my company
___ Establish a web presence and credibility
___ To provide contact info and directions

Advertising and Marketing: 

___ To supplement my traditional advertising methods
___ Get free advertising from link exchanges
___ So my info is available online all of the time
___ To test for potential new market niches
___ Experiment and look for market demand
___ To promote my business location

Prospect or Lead Generation: 

___ To encourage prospects to request info
___ To promote to possible prospects
___ To develop qualified prospects
___ To develop an opt-in email list

Product or Services Sales: 

___ To sell products directly on the Internet
___ To sell services directly on the Internet
___ To increase my customer base
___ Sell a product or service without a middleman

Product or Service Information: 

___ To provide an online catalog for customers
___ To provide detailed product or service info
___ To inform customers of product updates
___ To list product and service price lists for employees




Seeing what your competitors have done is a great way to improve your image over theirs. Let us study what they've done, and together we can improve your image over theirs.       __ I have no competitors
A) Competitor #1


Name of Competitor:
Competitor’s Website: http://


Review their website, what do you like about it? What do you dislike about it? How can we make a better site?

B) Competitor #2

Name of Competitor:

Competitor’s Website: http://


Review their website, what do you like about it? What do you dislike about it? How can we make a better site?

C) Competitor #3

Name of Competitor:

Competitor’s Website: http://


Review their website, what do you like about it? What do you dislike about it? How can we make a better site?

D) What can you offer that your competitors don't? 

For example, a legal firm might answer, "Ability to provide in depth answers to legal questions for $20 in 24 hours via online charge form." Or a cookie company might answer, "Ability to get cookies delivered anywhere in a personalized ornamental box in 48 hours."  Make a list of the important reasons for potential customers to choose your business.

A) On average, how often will new content be added and/or updated to your website?
B) Who will be maintaining your site after it goes live?
__ Lehanna R. Allen  __ Employee  __ Full Staff  __ Other

If Lehanna R. Allen will not be maintaining your website, please answer questions B2-B7.

B2) If other, please explain:
B3) How proficient or experienced is the person(s) that will be maintaining your website in web development?

B5) Will the person(s) need training from Lehanna R. Allen?

__ Yes  __ No  __ Not Sure
B6) How will the website be updated by the person(s)?

__ Own Software  __ Software provided by ??  __ Other

B7) If other, please explain:

C1) Who will monitor and respond to e-mail?
Below is a flowchart diagram. Your main page to your website is where “Home Page” is written on the top box. In the boxes below write the pages that your website will contain. If this is a redesign of a website, place the pages you currently have on your existing website, then cross out the pages that you would like removed and add any additional pages. (If you have more pages than spaces available, write them below, or write them on a separate sheet of paper). If you’re artistic, you can always make your flowchart diagram on a separate piece of paper and attach it with this website planner workbook. If you need ideas on pages for your website, we suggest that you review pages 10-12 and read the articles “Things to Think About When Planning Your Website”, “Planning the Navigation of Your Website” and most of all “Things You Can Include in Your Website” in this planner.
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B) Total number of pages decided upon ___

A) From where will the content for your website come? Will you be providing it? Will we need to provide it?
B) Will the content be new, repurposed, or both? Explain:

A) What are your color preferences? Should they blend in with the company/organization logo?
For the most part, we recommend a white background for best readability and contrast. We can also provide sample designs available for inspiration, if needed. 

B) If you’d like, feel free to give a URL to a website, where you like the coloring and explain why. 

True or False
A) __ Being in directories & search engines is important for my business / website.
B) Would you like us to undertake promotion of your site to promote and optimize for search engines?

__ Yes   __ No   __ Not Sure

C) Keywords

If you were your own customer, what words would you use to find you in a search engine? 
For example, a training company might answer "teamwork training, management training, executive coaching, communications training, train the trainer, conflict resolution, managing change, training, strategic planning, facilitation skills, meetings, risk and empowerment”
Pinpointing these accurately is VERY important to the success of your site, as they are used in your web pages as key words. People looking for what you have to offer will search for key words on the Internet.  If you had a dentist office in Sebring, FL some of your keywords would be “Sebring Florida Dentist “ Sebring FL Dentist”, etc.
 
In priority order, list the 15 most important keywords from your answer above. If you would rather us find the best keywords for your website, check here: __.
	1.)
	5.)
	9.)

	2.)
	6.)
	10.)

	3.)
	7.)
	11.)

	4.)
	8.)
	12.)



D) Site Description: 
Please write a carefully constructed 25-word sentence containing the most important keywords describing your business / website.
A) Specify as many websites as you like that show color combinations you like. 
Http://
Http://
Http://
 


B) List as many websites as you like with a "look and feel" that you want for your site. 
Http://
Http://
Http://

C) List as many websites as you like which have a similar structure and layout to the one you want to develop. 
Http://
Http://
Http://


D) List as many websites as you like that come closest in functionality to the one you want to develop.
Http://
Http://
Http://


E) List as many websites as you like that you do not like, explain why.

Http://

Reason:

Http://

Reason:

Http://

Reason:

You must own the copyright to, or have permission from, the copyright owner to use any photos, sound, or media you send us.  If you have photos of your own that you would like to place on your website, you may send them to me by mailing the photos so that we may scan and return them,  or by sending the digitized images on a diskette, CD , or via email.

A) The following is a list of possible items that you will need for your website. Check the items on the list that apply to your needs: 

__ I have graphics, photos and/or artwork that need to be scanned.
__ I need assistance in choosing graphics and artwork
__ I need a new custom graphics and/or artwork design 

__ I currently have videos that need transferred onto my website                                         

__ I would like sound played on my website.

__ I need a staff member at Lehanna R. Allen to take photography of our business (Local Only)

A) Do you need copyright or trademark information in small print at the bottom of every page? 

__ Yes   __ No

A2) If you answered yes on answer A, please tell us what you would like it to read. 

Example: Copyright 2007 Your Business Name. All Rights Reserved.

B) Do you need custom error pages on your web site?

__ Yes   __ No   __ Not Sure

C) May we include a link at the bottom of your main page which reads "Website Designed by Lehanna R. Allen"?  (You are under no obligation to say yes.) 

