
Project Planner

Welcome. I’ve created this tool to help you gather the necessary information to address the scope of a project. Before I can provide even a rough price estimate, I need to get get a good idea of the size and nature of the project so I can quote it as accurately as possible.

By defining the scope of the project, we can work together to identify the branding, marketing, design, and technical components necessary to build your organization’s home online.

Please answer the questions in this document to [image: image1.png]kn
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the best of your ability, then rename the document “your_org.doc” replacing “your_org” with the actual name of your organization, company, or your own name).

Attach the finished document to an email message and send it to GerardoRitchey@gmail.com. I will respond with a Proposal, which, if accepted, will become the basis for the details of a future agreement for the creation of your project.

I appreciate your taking the time to answer these questions as completely as you can. Naturally, skip any questions that do not pertain to your project.

Who are you?

· Full name and title:
· Your answer here
· Company or Organization name:
· Your answer here
· Company or organization street address:
· Your answer here
· Business phone number:

Your answer here

· Email address:
· Your answer here.
About Yourself

· Describe your organization in one short paragraph. Example: ‘We are a web design firm that offers a complete range of sophisticated web design and development services centered on the needs of small to medium businesses, community organizations or individuals at a reasonable cost.”
· Your answer here
· Do you have an existing website? If yes, what is it’s web address/URL?
· Your answer here
· Describe the concept, product or service that this site is intended to provide or promote. If your product or service has a slogan, or theme like, please wrie it here, but please also use ordinary language to explain what you really do.
· Your answer here
· If applicable, list two or three primary competitive Web sites and include their addresses. Feel free to comment on what you perceive are the strengths and weaknesses of your competitors’ sites. (Even if you’re a non-profit organization, you compete with somebody.)
· Your answer here
· Describe your requirements for a proposal, including any applicable deadlines. For example: “Proposals should include a cost estimate, a rough project development timeline, ideas about how the project will be implemented, and a summary of your process for projects like ours. Please respond by [DATE] with your proposal.”
· Your answer here
About Your Audience

· What are your analytics telling you? How many users are coming to your site each day, week, month? What is your bounce rate? What are your primary traffic sources? What search terms are people using to find you?
· To the best of your ability, describe the primary and secondary users of your Website. (For example, on the site of a University, primary users would include enrolled students, faculty, and parents. Secondary users would include potential new students and their families. It would also include alumni, potential donors, and, in the case of public a public institution, taxpayers.)
· Your answer here
· If you have an existing website, describe how your site meets these user’s needs. (Describe services your site currently provides.)
· Your answer here
· What needs are not being met? Describe services your site does not provide, but you wish it would. Feel free to include such seemingly obvious things as providing a feedback from to contact your organization.
· Your answer here
· If you have an existing site, what problems or annoyances have users reported? What problems have you noticed yourself? Do you seek a redesign partially to solve these problems?
· Your answer here
· Why else do you seek a redesign? (if applicable)
· Your answer here
Design and Development Technology

· Describe your technological requirements, if any. For example, “Our site must comply with W3C guidelines for XHTML, CSS and accessibility (WAI), as well as government accessibility regulations.” Unless explicitly stated otherwise, your site will be built using web standards in conformance with accessibility standards.
· Your answer here
· Which is more important? Mobile phone access, computer access, or both are important?
· Your answer here
· Do you already have a domain name? If not, what domain name would you like to use? Provide a couple alternatives, if your first choice is not available.
· Your answer here
· If you already have a website, who is your web hosting provider? Please note, that depending on the server-side technology choices required for your site, you may need to move the existing site to a new hosting services provider.
· Your answer here
What is the Problem?

· What measures will be used to test the project’s success? (Examples include monitoring weekly or monthly Web site statistics to detect increased usage, or monitoring email to ascertain user satisfaction.)
· Your answer here
· Has your site undergone formal or informal usability testing? If so, please describe the methods and findings.
· Your answer here
· Informally, what do you know is wrong with your site (if applicable)?
· Your answer here
Time and Money

· Are you working within a strict deadline, or have you been given a mandatory launch date? Please indicate it here.

Your Answer here

· What is your estimated budget.
· Your Answer here
About the Brand

· Describe as succinctly as possible the feelings you wish your site to evoke and the brand attributes you want to convey. (Sample feelings might include warmth, friendliness, comfort, excitement. Sample brand attributes might include caring, honesty, professionalism, intelligence, technical savvy, authority, sophistication, reliability, or trustworthiness.)


Your Answer here

· Using adjectives and short phrases, describe the site’s desired look and feel. (Examples: modern, edgy, clean, classic, up-to-date, crisp, traditional, conservative, corporate, understated, etc.)


Your Answer here

Responsibilities

· Who besides you, will be responsible for guiding this project to launch and completion? Who will be the primary decision maker? (Include names, titles, email addresses, and phone numbers if appropriate.)


Your Answer here

· Who will be responsible for maintaining and updating the site after launch? If it’s not us and is someone in your organization, please include names, titles and appropriate background/training. Please also state if you will need my services and/or expertise for the post launch maintenance of the site.


Your Answer here

Features and Scope

· Does your site plan include community features such as a user forum, discussion groups, or a social network? If so do you have the appropriate personnel to manage these features on a daily basis?


Your Answer here

· Does your plan include media intensive components such as streaming audio or video? If so, what type of components and who is responsible for producing them.


Your Answer her

· What is the approximate estimated size (in number of pages) of your site? (For example carefully designed portfolio pages, or thousands of pages delivered by a content management system?)


Your Answer here

· If you have an existing site and currently work with a content management system (CMS), please tell us which system and version and describe it’s capabilities and limitations (or provide a Web address where we can get that information).


Your Answer here
· Do you intend to sell any products on your site? If so provide details.


Your Answer here

· Have you already created the site’s textual content? If not, how soon  do you anticipate having it ready? (Please pad your time estimate significantly; internal content development always takes far longer than expected).


Your Answer here
· Do you have a marketing strategy in place for your website? Search Engine Marketing, Social Media Marketing, Print Advertising, email marketing? Please elaborate.


Your Answer here

· What level of Social Media (twitter, facebook, tumblr, etc.) integration to you intend to have?


Your Answer here
· What else should we know about this project, or what additional requirements does it have?


Your Answer here
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