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Thank you for considering Williams Writing for your project.

Every website I build is unique, custom-built to satisfy your objectives. The more information I have about your project, the more accurately I can determine your design needs and the appropriate solutions.

Please help me provide you with an accurate quote by completing this project planner. It will serve as the blueprint for designing your site. 
When you’re finished, save the document as “client-name.doc” (replacing client-name with your name), and e-mail the document to skw@williamswriting.com. Please allow a few days for a response.
About you

Your name:

Your response.
Company name:
Your response.

Mailing address:

Your response.
Phone:

Your response.
E-mail:

Your response.

Will you be the main contact for this project? If not, please give the name of the main contact.
Your response.

Who has final approval?
Your response.

About your company

Describe your company and the products or services you provide.

Your response.
Time and money

My website fees range from $500 to $5,000. Your budget determines which website features can be implemented and the number of workhours that can be assigned to your project. Think of your website as an automobile: are you in the market for an economy car or a minivan or a luxury sedan?
What is your budget? 
Your response.
Does your website need to be completed by a specific date? If yes, give the date and reason. (book launch, conference, etc.)
Your response.
If time or budget is a concern, can this project be divided into phases to accommodate money and timing constraints?
Your response.
About your project
Is this project a redesign of an existing site, or design of a new site?

Your response.
If you have an existing site or have registered a domain name, what is the primary URL?

www.yoursite.com

If you have registered other domain names, what are they?

www.yoursite.com

Will the other domain names be pointed at your main site, or do you need minisites (separate URLs for each book or book series, etc.)?

Your response.
Your objectives

What is your primary goal? (sell books, build your platform, etc.)
Your response.
How will you measure the success of your website?
Your response.
For new site projects . . .

What are your main reasons for having a website built?

Your response.
For site redesign projects . . .
What problems are you trying to solve?
Your response.
Have you had any positive or negative feedback on your current site from users?

Your response.
What do you most want to change about your current site?

Your response.
Is there anything on your current site that should be the same on your new site?

Your response.
Do you update your current site using a publishing platform or content management system such as WordPress or Joomla? If so, which one?

Your response.
Do you have any complaints, compliments, or comments about using your current site’s content management system?
Your response.
Your site visitors
Describe in detail who you think will visit your site. Include more than one group, if applicable. (high school students researching colleges, women over 50 seeking retirement information, etc.)
Your response.
What should visitors be able to do on your site? (download a list of college ratings, buy books about retirement, etc.)
Your response.
What do you want your visitors to do when they visit your site? (buy products, contact you, etc.)
Your response.
Design 

Describe in adjectives and short phrases how you want people to perceive your site. (modern, fun, businesslike, etc.)
Your response.
Provide the URLs of some websites you admire that belong to your competitors or that are on the same subject as yours.
Your response.
List some websites on any subject that you like and explain why. 
Your response.
Content

What pages and sections do you want on the site? (news archive, media resources, references, etc.)
Your response.
Is the content (text) already created for this site?

Your response.
If this is a redesign project, will the new site contain any content that wasn’t on the current site? 
Your response.
Who will be responsible for creating and approving content?
Your response.
Do you need help writing content?

Your response.
Features
What functions does your site need? (blog, shopping cart, photo gallery, etc.)
Your response.
Do you have ideas about features that you would like to have? (news updates on front page; links to outside resources; feeds from your Twitter, Facebook, or other social media account; etc.)
Your response.
Maintenance
Who will be responsible for maintaining the site (updating contact information, installing software upgrades, etc.)?

Your response.
Who will be responsible for providing updated content (text and photos)?
Your response.
Should there be any areas of the site where someone who has no programming or HTML experience should be able to make updates?
Your response.
Other

Is there any other information you think I should know?

Your response.
Thank you

Thank you for completing this questionnaire. Please save the document as “client-name.doc” (replacing client-name with your name), and e-mail the document to skw@williamswriting.com. Please allow a few days for a response.
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