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Website Document

Thank you for taking the time to download our Website Checklist.

The aim of this document is gather the information needed to answer your proposal request as accurately as possible and for you to understand and define your project.

Please answer the questions as best as you can (if some are not relevant please ignore them)

When you have finished, please rename the document to include your organisations name, e.g. ‘Website Checklist - shinx.doc’ and e-mail to office@shinx.co.uk

Thank you for taking the time to answer these questions.

Logo Design, Branding, Websites, E-mail Shots, Leaflets, Brochures, New Media, Packaging, Newsletters, Advertising Design, Posters, Banners, Print Services, Exhibitions, Signage 
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Tell us about yourself

Your name:

My name goes here.

Your title:

My title goes here.

Company name:

My company name goes here.

Your e-mail address:

My e-mail address goes here.

Your business phone number:

My business phone number goes here.

Tell us about your company

Describe your company in one short paragraph.

For example: “Shinx.co.uk develops dynamic and static, functional and usable websites. We can provide a complete solution including branding, design, technical development and marketing
Enter your answer here.

Describe the product or service this site is intended to provide or promote.

Enter your answer here.

Does your product or service have a slogan or strap line? If so, please list it here.

Enter your answer here.

Do you work with an advertising, design or branding agency? If so, who are they and will they be involved in the website process?

Enter your answer here.

List two or three competitor websites and their web addresses/URL’s. Please add any comments you have on the websites such as their strengths and weaknesses.

Enter your answer here.

Tell us about your website requirements

Are you seeking a new site design or a redesign of an existing site?

( ) 
A brand new site design

( ) 
Re-development of an existing site

What would you like shinx.co.uk to deliver?

For example;

"The redesign and development of our existing website using our existing content” or

“A series of a design templates that we can use with our content management system,” or

“A brand new website with built in online shop and payment facility, that we can update ourselves."

Type your answer here.

If you are seeking a redesign of an existing website, what is its web address/url?

Type your answer here.

What is the approximate size of your site in pages?

For example;

“Twenty static content pages” or

“Thousands of pages generated by a content management system”

Type your answer here.

If you are providing the website backend system, such as a content management system (cms), please tell us which system and version you are using? Please provide a web address/url so we can find out more about its capabilities.

Type your answer here.

Have you already created the sites content? If not, when do you anticipate having it ready? 

We recommend doubling your original time estimate; internal content development always takes longer than expected. Shinx.co.uk can input all (or some) of your content or you can do it yourself via the content management system or templates we provide.

Type your answer here.

Do you plan to sell products on your site? If so, please provide details.

Type your answer here.

Do you plan to include community features on your site, such as a user discussion forum? If so, please provide details.

Type your answer here.

Do you plan to include media elements, such as streaming audio and video? If so, please provide details.

Type your answer here.

Do you require website hosting?

Type your answer here.

Please describe any other features you require.

For example; interactive maps, product demonstrations, online forms, newsletter subscriptions etc.

Type your answer here.

Tell us about your brand requirements

Describe in as few sentences or words as possible the impression and feeling you wish your site to convey.

Sample feelings might include: friendliness, reassurance, cosiness, or enthusiasm.

Sample impressions might include helpful, intellect, honesty, comedy, professionalism, dependability, and trustworthiness.

Type your answer here.

Using adjectives and short phrases, describe the site’s desired look and feel.

For example;

“Classic, modern, minimalist, easy on the eye, fresh, traditional” etc

Type your answer here.

Tell us about your audience

As best you can, describe the users of your website.

Type your answer here.

If this is a new website, describe the services you would like to include?

Type your answer here.

If you have an existing website, describe the services it currently provides?

Type your answer here.

If you have an existing website, describe the services it currently does not provide (but you would like it too)?

Type your answer here.

If you have an existing site, what problems have you or your users noticed or reported? 

Type your answer here.

Tell us about your internal requirements?

In addition to yourself, who is/will be responsible for guiding this project completion? Please include names, titles, e-mail addresses and phone numbers if appropriate.

Type your answer here.

Who will be responsible for maintaining the site once it goes live? Please include names, titles, and background/training.

Type you answer here.
Time and money

If you have a fixed time frame or completion date please provide details here.

Type your answer here.

Please tell us your budget.

This will enable us to tailor a proposal that gets the most out of your budget.

Type your answer here.

Lastly…

Is there anything else we should know about this project?

Type your answer here.

Thank you!

Thanks again for your time. Please e-mail the completed form to office@shinx.co.uk
