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Client Worksheet

We’ve put together this handy worksheet to help you capture your vision for the project. Think of this document as a business plan for your web project. The more information you can give us, the better we’ll be able to respond. Answer each question in a clear and concise manner, and skip any questions that don’t pertain to your project. 

Because each member of your team may have a different vision for the project, we recommend completing this worksheet as a group. That way we won’t miss any important opinions. Once you’re happy that the worksheet clearly describes your project, email it to quotes@truecreativityatwork.com and we’ll work out the right solution for you.

The Basics

Q. What is the name of your company, your web project and the current/intended web address?

Q. Describe your company and the concept, product or service your site will provide.

Q. Who is the main contact for this project and responsible for communication throughout the development of project?
Please list name, email addresses and phone numbers.
Q. When do you expect the project to start and when does it need to be completed? Are there specific reasons for these dates? 
E.g. tradeshow, product launch, end of year budget
Q. List the business objectives for your web project in order of importance.
E.g. introduce product on web, product sales, increase customer satisfaction, reduce time spent searching for information etc.
Q. Describe the different types of visitors to your website in as much detail as possible.
E.g. students looking for books, fashion designer & photographer to see my portfolio, ladies to buy clothes
Q. Please list the websites of competitors and organizations in a related field. What works? What doesn’t?

Current Website (if you have one)
Q. What is the purpose of this project when you already own a website?
E.g. changes required in existing website, need another website, replace existing website etc.

Q. What is the URL for your current website?

Content and Design

Check all that may apply:

	
	Y/N

	Logo Design
	

	Flash Intro
	

	HTML Pages
	

	Flash Pages
	

	Login
	

	Product Catalog
	

	Shopping Cart
	

	Credit Card Processing
	

	PayPal Integration
	

	Reports
	

	Email Notifications
	

	Website Hosting and Support
	

	Domain Name Registration
	

	
	Nos.

	Number of Pages
	

	Number of Reports
	


Q. How would you describe your desired web project? Use bulleted points to mention each function and also use this section to list your needs that are not covered above.
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