The BigWaveDesign 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 website. 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 info@bigwavedesign.co.uk and we’ll work out the right solution for you.
So go grab a big mug of tea and get to work! (Just click on the grey box and type for each section!)
About You
Why do you want to have a website, or have your current site redesigned? 
     
What will happen if you don’t have a website, or have your current site redesigned? 

     
Please describe your organisation or yourself in a few sentences. 
     
Describe the concept/product/service your site will provide...

     
Do you have a slogan or tagline that clearly describes what you offer in terms of benefits or features? 
     
Your Visitors
Who's coming to your site? Describe the different types of visitors to your website in as much detail as possible. 

     
What is there about you/your organisation that sets you apart for a special (niche) group of potential customers? 

     
The Project
What is your budget for this project? 

     
Who are the decision makers on this project? What is the turnaround time for making a decision? 
     
What staff will be involved? What are their roles? Is there a webmaster on your staff? 
     
When would you like to start (tomorrow is pretty unlikely, sorry!)?
     
When does it need to be completed (yesterday is definitely out)?

     
Is there a specific reason for these dates (e.g., tradeshow, product launch, before the pub shuts)?
     
The Design
People are coming to your new site for the first time. How do you want them to feel about your company?
     
Please list the names of five other sites that you like. Why are they attractive to you? 
1)
     
2)
     

3)
     
4)
     
5)
     
Have you researched your online competition? Please list who they are and give a brief statement on why you think they succeed.

1)
     

2)
     

3)
     
Content
Where is the website content (i.e. images, text) coming from? Who’s responsible for updating it? Is it ready for use on your website now?

     
Are you planning to do online sales/bookings? If so, what is the product/service and what percentage of your business is likely to be online? 

     
If you’re planning to sell online, are you set up to accept credit cards (i.e. paypal, protx, google checkout)? 

     
Marketing / Updates
If you were using a search engine, what words or phrases would you use to find your site? Which of these words or phrases is most important? Second?  

1)
     

2)
     

3)
     
Other than what search engines will produce, what methods do you have in mind to spread the word about your website? 

     
How do you plan to encourage repeat visitors and referrals? 
     
Are you interested in having a content management system to enable you to keep your site up to date?

     
Additional Comments
We’ve tried to keep this worksheet as general as possible, but every project is unique. Here is your chance to add any extra information you think will be helpful. 

     


