Megan's Web
New Client Questionnaire

Please answer these questions as fully as possible. They are designed to help you think more clearly about what you want from your website, and will streamline the process of working out a plan for your site. If you are not sure of the answer to any question, please answer to the best of your ability and we can discuss further. 
Please return the completed form to mailto:megan@megansweb.com.au.
Your Details

Organisation Name:  
Contact Person: 
Is this person authorised to make all decisions regarding the website? 
Yes / No

Address: 
Phone number: 
Email address: 
Domain Name & Hosting
1. Have you already registered your domain name?   Yes / No
· What is it?

· What company is it registered with?

2. Have you already signed up for web hosting? If so, who is it with? If not, would you like me to arrange web hosting for you?
Site purpose and target audience
3. What is the primary purpose for your website?
eg: Advertise your products/services, sell products or services online, provide support to existing customers, raise awareness, support applications for grants, exhibitions or competitions, etc
4. What other purposes (if any) should your website serve?

5. Who do you envisage is the main audience for your website? Please include any relevant demographic information, if known, such as age, education level, technical prowess, etc.   
6. Who may be another/secondary audience for your website?

7. Are you aware of any specific technical requirements for your target audience? E.g. large proportion of people using old​ computers or dialup connection, users with disabilities using assistive technology, high use of mobile devices in the target market, etc.

Your market position and competitors
8. Who are some of your competitors or other businesses in a similar field to you? Please supply their website addresses.
9. What differentiates you from your competitors? What do you do better than they do?

10. Do you currently use any social media, blogging or photo/video sites to promote your business or showcase your work? eg, Flickr, MySpace, Facebook, SoundCloud, RedBubble, Etsy, etc. 


If so please give details. 
11. Are you currently listed in any business or other online directories of any kind? Please give details.

Comparison with other websites
12. Are there any aspects of any of your competitors’ websites that you particularly like? What are they and why?

13. Are there any aspects of any of your competitors’ websites that you do not like and specifically would like to avoid? What are they and why?

14. Please list any other websites that have elements you particularly like, and indicate what it is you like:
15. Please list any other websites that have elements you particularly dislike or would like to avoid, and indicate what it is you dislike:
Site concept
16. Describe in a few words what sort of feelings you want your site to evoke – friendliness, reliability, humour, honesty, reassurance, etc.)

17. Describe in a few words the sort of look and feel you would like. E.g. classic, edgy, modern, traditional, understated, etc. 

Site appearance

18. Do you currently have a logo or any other branding material that you want incorporated into the website? Do you have digital files of these materials available?

19. Please describe any ideas that you already have about visual aspects of the site that you would like – colours, images/graphics to include, page layout, etc.

Site structure

20. What pages/areas do you want on the site? For example:
· Home

· About Us

· Products

· News

· Blog

· Portfolio
· Contact Us

21. Do you already have an idea of the structure/navigation of the site, or how the pages fit together? If so, please describe.

Site content

22. Do you have, or are you able to prepare your content, or do you require assistance with this?

· Text

· I can provide all my own text, and I am confident it is web-ready.

· I can provide my own text, but I need help to make sure it is suitable for the web.

· I need someone to write my text for me.

· Images

· I can supply all my images in digital format.
· I have images, but some or all of them are only available in hardcopy and will need to be scanned.

· I need images sourced or created for me.

· Other – please indicate any other kind of content and its state of readiness.

Search Engines

23. What are some of the keywords that you think people would be searching on to find their way to your website? Note that this is not just searching for you specifically, but searches where you would  hope they would find their way to your site without knowing about you before. Think of as many as you can, listing the most important ones first.

24. Who do you think are your most important competitors for those keywords?

Special features

25. Do you need to be able to edit content, add images, etc to the site yourself?

26. If you need to add or update content regularly, what sort of content would that be – just text, images, videos, music, podcasts, etc.?

27. Does the site need to incorporate a blog?

28. Do you need integration with social media sites – e.g. Share on Facebook buttons, Twitter feed, etc?

29. Are there any other special features that you need on the site? E.g. Member login area, slideshows, events calendar, newsletter signup, etc. 

Practicalities

30. When will you be ready to get this project started?
By this date, sufficient  text, artworks and photographs to launch the site should be available. Please do not request a start date before you can have these materials ready. 

31. When do you need the site to be launched?

Please allow at least 4 weeks from the date when you will be ready to start. A faster turnaround may be possible depending on the project and my availability, but an extra rush fee may be charged. 

32. What is your approximate budget for the site?
Please try to answer this question, as it helps give a ball park idea of what scope of project will be possible, and indicates that you have thought through what a website may be worth to your business. I will NEVER inflate a quote just to use up your budget.
Other Stuff

33. If there are any other aspects of the site that you want to mention that aren’t covered by the above questions, please describe. 
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� This is just a guide to alert me if there are specific areas that need special attention. All sites are designed to be cross-browser compatible at varying screen resolutions, and in compliance with Web Content Accessibility Guidelines to be accessible to users accessing the web via assistive technologies.


Sites are currently tested in Internet Explorer 7,  8, and 9, and in the current version of Firefox, Safari, Chrome and Opera browsers. Sites are designed to be usable in Internet Explorer 6, but may not look the best in this browser. Due to the considerable extra work involved in getting this outdated browser to display correctly, an extra charge would be involved if optimum display is required in Internet Explorer 6. 





�  Note that issues such as usability and accessibility are as much a part of website design as the visual appearance and layout of the page. As such, I may occasionally  advise against some of a client’s ideas if I believe they would be detrimental in these areas. 








Megan’s Web – PO Box 720 Launceston, TAS 7250

megan@megansweb.com.au

www.megansweb.com.au

http://www.facebook.com/megansweb


